County of San Mateo
Sheriff’s Office

-,
i Jusﬂfm RecordsManagemant S/dem

w RECORDS " Doy et for Proposal
N

Prepared By: Cit Com, Inc.
(909) 303-6637




SAN MATEO COUNTY SHERIFF’'S OFFICE

REQUEST FOR PROPOSAL
FOR
RECORDS MANAGEMENT SYSTEM
REPORT WRITING SOFTWARE
OPTICAL IMAGING SYSTEM

TABLE OF CONTENTS

CHAPTER

1. RULES OF PREPARATION

L@ 1T V=
VeNndor INQUIMIES ....e e e
Pre-Proposal CONferenCe .......c.ouviniiiiii e
Modifications t0 the RFP.........oieii e
SUbMISSION Of PrOPOSAIS . ...c.eeeeie e
Medium Of DOCUMENT. ... .t eeaeaeas
Notification of Withdrawal of Proposal...............ccoooiiiiiiiiiis
Independent Contractor AQreemMeENt ........ouvueiriiiiiii i eeaes
Errors and OmMiSSIONS ... .cuuee et e e e aeaaenens
Right to Pertinent Materials .............coooiiiiiii e,
NEWS REIEASES. .. ettt
RIght t0 REJECt PrOPOSAIS ... .eueeitiii e e
97T (0 1S3 4 = U0 T
EVAlUBLION . ... . e
Exceptions to the RFP ... e
Discrimination and Equal Opportunity ..........ccvvieviiiiiiiiiiiieieeaeens
IMMIGration LAWS .. ...vneeeeeeee e e e e e neenes
Other General CoNItioNS .........c.ouiieiii e
Key Events and Projected Dates..........ccouvieiniiiiiiiiiiieicci e

2. HISTORIC INFORMATION, VOLUMES

BaCKgroUNd. ... ...
CUIrent ENVIFONMENT ...t et aaeaas

On-line viewers note that the page numbers depicted here may

be displayed incorrectly, depending upon your viewer



SAN MATEO COUNTY SHERIFF’'S OFFICE

REQUEST FOR PROPOSAL
FOR
RECORDS MANAGEMENT SYSTEM
REPORT WRITING SOFTWARE
OPTICAL IMAGING SYSTEM

TABLE OF CONTENTS

(CONTINUED)
CHAPTER PAGE
3. VENDOR RESPONSE
10T [ o1 1T 3-1
Vendor General Information...........cooeiiiiiiii e 3-3
VeNdor REFEIENCES ... .. 3-6
Summary of APPHCALIONS ... 3-9
Computer Hardware and System Software.............cccoviiiiiiiiiniinnnnnn. 3-10
Network and Communications Architecture ...............ooiiiiiiiiiiiinnnns 3-17
Implementation and TraiNiNg........c.cooeiiiiiii e aaaes 3-20
Warranty and MaintenanCe SEIVICES ........cvuiitiuiieiii i eaaeenns 3-23
Vendor Contractual Responsibilities. ......... ... 3-26
Pricing SChedUIE ... 3-29
EXCEPLIONS 10 REP... ..o e 3-38
4. FUNCTIONAL SPECIFICATIONS
General REQUINEMENTS ..ot 4-01
Master Name File ..o 4-10
Arrests and BOOKING .......c.oiuiiii i 4-16
Incident and Crime Reporting/Report Writing..........coovveviiiiiiiiiniiennes 4-19
Field Incident and Crime Reporting/Report Writing ............cccoveveviianen.. 4-24
L2 L1 4-26
Property and EVIENCE.........oiriieiii e 4-30
Investigative Case Management. .........veiuiieiiiiiii e eee e 4 - 37
CriME ANAIYSIS ...ttt 4-41
A Yex 1]/ Y o o PP 4 - 43
Personnel and TrainiNg. .......oeoueeieie e e e eaneneas 4 - 47
Inventory, Equipment and MaintenancCe ..........covieieiiiniiiiiiiineeeeees 4 -54
Permits and LICENSES. ... .ttt et e eaaeaens 4 - 56
Master Vehicle TNAeX........couieiriii e 4 - 58
SYStEM INTEITACES ... e 4 - 60

On-line viewers note that the page numbers depicted here may
be displayed incorrectly, depending upon your viewer



SAN MATEO COUNTY SHERIFF’'S OFFICE

REQUEST FOR PROPOSAL
FOR
RECORDS MANAGEMENT SYSTEM
REPORT WRITING SOFTWARE
OPTICAL IMAGING SYSTEM

TABLE OF CONTENTS
(CONTINUED)

APPENDIX

A — Supplemental Report Writing Questionnaire
B — Optical Imaging Standards
C — Proposed WAN

(For on-line viewing, download the file “Appendix C” separately)



Chapter 1

Rules of Preparation



County of San Mateo RMS RFP
Chapter 1: Rules of Preparation

1

Rules of Preparation

Overview

The County of San Mateo invites your company to submit a written proposal to provide a
Records Management System (RMS) solution for the San Mateo County Sheriff’s Office
including an automated report writing module and optica storage. Currently, the County
uses a PRC Computer Aided Dispatch (CAD) application with which proposing vendors
will be required to interface. Although the County is only procuring a new law enforce-
ment records management system at thistime, it is nevertheless critical that the proposing
vendor offer a scalable and proven solution that can be expanded to include dispatch, jail

management, courts and other justice-related solutions.

The County prefers a comprehensive solution with a single, prime contractor legally and
financialy responsible for al hardware (where applicable), software and implementation
services. Nevertheless, the County recognizes that some vendors may not be able to sup-
ply al of the required applications and/or modules. The County encourages vendors who
possess stand-alone applications to team with other vendors that complement their pro-
posal. Ultimately, the County will seek a prime vendor to assume total project account-
ability and responsibility.

The following information is provided as a high level overview of the systemsto be re-

placed (Chapter 4 contains the actual functional specifications).

Law Enforcement RM Swith Associated | nterfaces: Vendors will be required to pro-
vide afully integrated records management system offering interfaces with the existing
PRC CAD, mobile data devices, applicable crimina information databases and a County-
wide Crimina Justice System (CJIS).
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Law Enforcement Report Writing Softwar e: Vendors will be required to provide a
comprehensive report writing software package for both the desktop and mobile environ-
ment, offering refined usability and tight integration with CAD and RMS data.

Optical Storage Solution: Supplementing the records management system, the proposed
optical solution should be reliable, expandable and based on common standards in concert
with the attached Countywide standards for optical imaging.

Navigating Your Way through This Request for Proposal

The proposa should clearly demonstrate how the hardware, software, services and sup-
port that you are proposing could best satisfy the requirements of the Sheriff’s Office.
This written Request for Proposal (RFP) states the scope of system requirements and
specifies the rules for preparing the proposal. The RFP includes four chapters, as follows.

Chapter 1 - The current chapter provides general guidelines and rulesto assist vendorsin

preparing their response.

Chapter 2 - Provides an overview of the current environment, the desired approach to
implementing new RM S technology and statistical volumes to assist in sizing your pro-

posed system.

Chapter 3 - Contains questions regarding the proposing company's background and quali-
fications, the specifications and capabilities of the proposed systems, and the services to
be provided in addition to proposed costs.

Chapter 4 - Includes functiona requirements and describes the instructions for complet-
ing responses to the requirements. Space is provided for the vendor to respond regarding

the proposed system's ahility to support each requirement.

The submitted proposal must follow the rules stated within this section and the format es-
tablished within this RFP. Adherence to these rules will ensure afair and objective analy-
sisof al proposas. All responses must be on this form (or its copy). Additional pages
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may be attached as necessary. However, unnecessarily lengthy documents are discour-
aged. Failure to comply with or complete any portion of this request may result in rejec-
tion of a proposal at the discretion of the County of San Mateo. In this RFP, the terms

“vendor”, “proposer”, and “offeror” are used interchangeably.

Vendor Inquiries

The Sheriff’s Office has designated Captain Paul Feyling as the project manager. Acting
on his behalf, vendors should direct all questions concerning this RFP to:

William Romesburg
Project Consultant

32194 Corte Carmona
Temecula, Cdifornia 92592
(909) 303-6637

(909) 303-6638 (Fax)

Contact with other County of San Mateo employees regarding this RFP is expressly pro-
hibited without prior consent. Vendorsdirectly contacting other County employees
during the selection processrisk elimination of their proposal from further con-

sideration.

Pre-Proposal Conference
A Pre-Proposal Conference will be held at 2:00 p.m. on Wednesday, January 3, 2001 at:

San Mateo County Sheriff’s Office - Training Room

400 County Center

Redwood City, Cdifornia 94063
Submit written questions to the Project Consultant by December 29, 2000. Verba re-
sponses to submitted questions will be provided during the Pre-Proposal Conference, with
particular emphasis on interface requirements as they relate to the existing PRC CAD
and Countywide CJIS. Written addenda or clarifications that stem from the conference
will be issued to al proposing vendors. Questions arising after the Pre-Proposal Confer-

ence will be answered at the discretion of the County in the form of addendum. Notes or
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minutes of the meeting will not be distributed. A tour of the communications facility will

be provided after the conference.

Modifications to the RFP

1. Changesto this RFP shall be made only by formal written amendment(s) issued by
The County of San Mateo.

2. Inthe event it becomes necessary to revise any part of this RFP, addenda shall be
provided to al vendors who have registered their interest in this procurement with the
County of San Mateo.

3. All addendaissued by the County of San Mateo shall be considered a part of the
specifications submitted to the vendors for preparation of their proposals and should
be addressed in the vendor response.

Submission of Proposals

Vendors electing to submit a written response to the proposal must prepare and submit
one signed origind plus ten (10) printed copies (total of 11) of the proposal. Proposals
should be submitted in a sealed envelope or box, marked "Proposal for The County of San
Mateo Sheriff’ s Office Records Management System”, and received by the Sheriff’s Of -
fice no later than Monday, January 22, 2001 at 3:00 p.m. Proposals should be addressed

to:

San Mateo County Sheriff’s Office
400 County Center

Redwood City, Cdifornia 94063
Attention: Captain Paul Feyling

Proposals received by the Sheriff’s Office after the above date and time will not be con-
sidered. Evaluation of the proposals is expected to be completed within ninety (90) days
after receipt of the proposals.

Upon receipt of proposals, each vendor shall be presumed to be thoroughly familiar with
ingtallation sites and with al specifications and requirements of this proposal. The failure

or omission to examine any form, instrument or document shal in no way relieve vendors
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from any obligation in respect to its proposd, in particular with regard to understanding the
interfacing requirements as they pertain to the PRC CAD and the CJIS database.

Medium of Document

This RFP is the property of the County of San Mateo. The electronic version of the RFP
is available in Microsoft Word for Windows 2000 for use by vendors in preparing their
proposa responses. The document may aso be downloaded from the County’ s web site

at http:/Amww.smcsheriff.com For written responses, the original format and page num-

bering of this RFP must be maintained. Appropriate narrative clarification of answersis
encouraged as needed. However, narrative should be provided on additional pagesin or-
der to maintain the origina format and pagination (e.g., Exhibits, Attachments, etc). Any
omissions or errors in the submitted proposals are the responsibility of the submitting ven-

dor. Any other duplication or use of this document is prohibited.

Notification of Withdrawal of Proposal

Proposals may be modified or withdrawn prior to the date and time specified for proposa
submission by an authorized representative of the vendor by formal written notice. Pro-
posals submitted will become the property of the County after the proposal submission
deadline.

Independent Contract Agreement

All applicable terms and conditions will be incorporated into any resulting contract. The

County reserves the right to obtain the most favorable terms and may require vendors to
modify their proposals. In addition, the successful vendor will be required to enter into a
written agreement with the County under which the vendor will undertake certain obliga-
tions relating to the implementation and performance of the records management system.

These obligations include, but are not limited to, the following:

Knowledge of Conditions - Before submitting a proposal, vendors must carefully exam-
ine this Request for Proposal and inform themselves thoroughly as to al the difficulties in-
volved in the completion of al work pursuant to the requirements of this document. Pleas

15



County of San Mateo RMS RFP
Chapter 1: Rules of Preparation

of ignorance of conditions or difficulties that may be encountered in the execution of the
work pursuant to this document as a result of afailure to make the necessary examina-
tions or investigations shall not be accepted for any failures or omissions on the part of
successful vendors to fulfill, nor shall they be accepted as a basis for any claims whatso-
ever for extra compensation or for the extension of time.

Inclusion of Documents - A copy of the Request for Proposal and the proposa submit-
ted in response to this RFP will be required to be included as part of the final contract
with the selected vendor. In addition to the completed proposal, a resulting purchasing
contract may include, but not be limited to, written correspondence or facsimiles between
the County or its consultant and the vendor subsequent to proposa submission.

Accountability - The selected vendor will be required to submit monthly status reports
covering such items as progress of work being performed, milestones attained, problems
encountered and corrective action taken. The vendor shall attend project status meetings
at least once per month during the course of the entire implementation period or scope of
the project. Project financia reporting and invoicing will be mutually agreed upon.

Insurance - The successful vendor shall not start work until all insurance requirements
meet the approval of the County’s Risk Manager. The prime vendor is aso responsibe
for al sub-contractor insurance requirements.

Duplicate copies of original insurance policies including original issued certificates of in-
surance and endorsements required by this Agreement shall be provided to the County’s
Risk Manager. The vendor shal agree to furnish and maintain, during the period of this
agreement, insurance coverage meeting the following requirements:

a.  Commercid Genera Liability Insurance at minimum combined single limits of
$5,000,000 per occurrence aggregate for Bodily Injury and Property Damage. Cov-
erage shal include, but not be limited to: blanket contractud ; products'completed
operations; broad form property damage. Any exclusion for product liability or
safety shall be removed. Coverage for Products/Completed Operations must be
maintained for at least two (2) years after the work is completed. Contractual Li-
ability must be maintained with respect to the vendor’ s obligations contained in the
agreement.

b.  Workers Compensation insurance at statutory limits, including employers ligbility
coverage at $1,000,000 per occurrence.

c. Commercid automobile liability insurance a minimum combined single limits of
$1,000,000 per occurrence for any auto.

d. Errorsand Omissions (i.e. Professional negligence).

Vendor shdl provide the following endorsements:
a.  The County of San Mateo shall be named an additiona insured (CG 2010 1185)

with respect to generd liability and automobile lighility.
b.  All liability policies shal contain cross liability and severability of interest clauses.
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c. A waiver of subrogation in favor of the County of San Mateo with respect to the
worker’s compensation insurance.

d. The policy shdl be endorsed to require the insured to immediately notify the County
of San Mateo of any material changes in the insurance coverage.

e. Thecontractor’s insurance shall be primary coverage as respects the County of
San Mateo.

All insurance shall be purchased from an insurance company with a current A.M. Best
rating of not lessthan A:VII1. All insurance must be written on forms filed with and ap-
proved by the California State Board of Insurance. Certificates of insurance shall be pre-
pared and executed by the insurance company or its authorized agent and shal contain
provisions representing and warranting the following:

a.  Thecompany islicensed to do business in the State of California.

b.  The company’s forms have been approved by the Cdifornia State Board of Insur-
ance.

c. Setsforth al endorsements as required above.

d. The certificate must also show that the County will receive a registered notice (30)
days before any material change in coverage.

Warranty - All equipment and software are to be under warranty for two years from
date of acceptance. The warranty shall require the vendor to be responsible for al cost
of parts, labor, field service, pickup and delivery related to repairs or corrections during
the warranty period.

The vendor warrants that the items furnished will conform to its description and any appli-
cable specifications shall be of good merchantable quality and fit for the known purpose
for which sold. Thiswarranty isin addition to any standard warranty or service guarantee
by the vendor to the County.

All equipment furnished shall be guaranteed by the vendor for a minimum period of two
years against defects in design, materia, and workmanship. The warranty period shall
begin with acceptance of the completed work. Warranty repairs to correct discrepancies
identified during this period will include labor and materials at no cost to the County. Any
faulty equipment that, in the judgment of the County, is not reasonably repairable shdl be
replaced by the vendor as a warranty action.

Bonds - The successful vendor may be required to provide a Payment Bond and Mainte-
nance Bond. Vendors should include any costs for such bonds as separate line itemsin
this proposal. The County will decide whether or not to mandate bonding during contract
negotiations.

The Performance Bond shall be required (through completion of warranty) in the amount
of 100% of the contract amount at the time the contract is executed. The Performance
Bond must be executed by a corporate surety authorized and admitted to do businessin
the State of California and licensed by the State to issue surety bonds.
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The Performance Bond shall guarantee that the vendor will repair and/or replace any de-
fects in workmanship or materials used therein, for a period of one (1) year from the date
of final acceptance of the work by the owner.

The Payment Bond, if required, should be in an amount equal to the total contract price
and guarantee payment to al persons supplying labor and materias or furnishing equip-
ment in the execution of the contract.

The Maintenance Bond, if required, should be in an amount equal to the total contract
price and shall secure maintenance of the project by the vendor for a period of one (1)
year, from the expiration of the one (1) year guarantee of the Performance Bond, as
stated above.

Costs - All costs must be detailed specificaly in the vendor cost section of the proposal.
No additiona charges (e.g., for transportation, container packing, installation, training, out-
of-pocket expenses, etc.) will be alowed unless so specified in the proposal. Costs should
be itemized on appropriate pages. Vendors must fill out all appropriate cost pagesin
Chapter 5 (or replica of these pages). The County will not be liable for any costs associ-
ated with the preparation, transmittal or presentation of any proposals or material submit-
ted in response to this request for proposa.

Payment Schedules - The County will require a payment schedule based on defined and
measurable milestones.

Under no circumstances will payments be made in advance of work performed. The
County will require substantia holdback of al contract monies (a minimum of 10%) until
acceptable performance is demonstrated.

Training - The County and the vendor will develop a mutudly agreeable training sched-
ule. Training will be conducted at The County of San Mateo Sheriff’s Office facilities
and consist of both operational and administrative information. Training is acritica issue
for County personnel. In preparing your response, be prepared to address the number of
persons to be trained, estimated hours of training and the availability of training medium
materials (including photocopies, eectronic formats and videotape).

Software Defects - The vendor shal promptly correct al software defects for which the
vendor is responsible, within a time period agreed upon by the County and the vendor.

Indemnification - Vendors shall defend, indemnify and hold harmless the County, its of -
ficers, officials, employees, designated volunteers (reserves) and agents from or on ac-
count of any injury or damage received or sustained by any person or persons during or on
account of any operation proximately connected with the provisions of any provided serv-
ices by vendor, its suppliers or subcontractors, their agents, employees, or for the vendor
or their agents names responsibility for, or for both; or by consequence of any negligent
act or omission in connection with the same; or by use of any improper materias or by or
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on account of any act or omission of vendor, its suppliers, subcontractors, or the agents or
employees

Further, Vendor agrees, a its own expense, to defend, indemnify and hold harmless the

County, its officers, employees, agents and designated volunteers, from any and al claims,
cogts, including attorney fees or liability arising from or based upon the aleged violation of
any applicable laws, ordinances or regulations and all suits and actions of every name and
description that may be brought against the County which could result from any operation
or activity under this contract to be awarded whether such activity or operation be per-

formed by vendor or subcontractor or by anyone directly or indirectly employed by either.

Patents and Royalties - Vendor, without exception, shal indemnify and hold harmless the
County, its officers, officials, employees, designated volunteers (reserves) and agents
from any liability of any nature or kind, including costs and expenses for or on account of
trademark, copyrighted, patented, or non-patented invention, process or article manufac-
tured or used in the performance of the contract, including its use by County. If the ven-
dor uses any design, device or materials covered by patent, trademark or copyright, it shall
be mutually understood and agreed without exception that the proposal prices shall include
all royalties or costs arising from the use of such design, device or materids in any way
involved in the work.

Resolution of Disputes -The vendor and County agree that in the event of any contro-
versy, dispute, or claim between the County and the Vendor arising out of, in connection
with or in relation to the interpretation, performance or breach of this agreement, including
but not limited to any claims based on contract, tort or statute before filing a lawsuit the
parties agree to submit the matter to Alternative Dispute Resolution pursuant to the laws
of the State of California. The vendor and County shall select athird party arbitrator or
mediator. All forms of Alternative Dispute Resolution may be used except binding arbitra-
tion. The proceedings shal be conducted in accordance with the laws of the State of
Cdifornia.

Other - The County will require vendors to provide, under the final contract such items as
performance guarantees for response time, capacity guarantees, system availability, rights
to source code, and system acceptance criteria. The selected vendor should be prepared
to commit to these items.

The selected vendor may offer product enhancements, either in quantity or feature, so as
to make its bid more appeding to the County.

Errors and Omissions

The vendor shall point out to County, and not be allowed to take advantage of any obvious
errors and/or omissions in these specifications or in the vendor's specifications submitted
with his’ler proposd.
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Rights to Pertinent Materials

All responses, inquiries, and correspondence relating to this RFP and al reports, charts,
displays, schedules, exhibits, and other documentation produced by the vendor that are
submitted as part of the proposal shall become the property of the County upon receipt by
the County.

Government Code Sections 6250 et. Seq., the “Public Records Act,” defines public record
as any writing containing information relating to the conduct of the public’s business. The
Public Records Act provides that public records shall be disclosed upon written request,
and that nay citizen has aright to ingpect any public record, unless the document is ex-
empted from the disclosure requirements. The County of San Mateo cannot represent or
guarantee that any information submitted in response to the RFP will be confidential. If
the County of San Mateo receives a request for any document submitted in response to
this RFP, it will not assert any privileges that may exist on behdf of the person on busi-
ness submitting the proposd. It is the responsibility of the person or business entity sub-
mitting the proposa to assert any applicable privileges or reasons why the document
should not be produced.

News Releases

News releases and all other related information (e.g., recommendations, efc.) pertaining to
this project shall not be made available to anyone without prior gpprova by the County of
San Mateo.

Right to Reject Proposals

The County reserves the right to reject any and al proposals or any part of any proposd,
to waive minor defects or technicalities, or to solicit new proposals on the same project or
on amodified project which may include portions of the originally proposed project asthe

County may deem necessary in its interest.

The County reserves the right to cancel the award of a contract at any time should the

vendor fail to comply with the terms and conditions of this RFP. In al matters relating to
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the cancellation of this RFP, the County shall be the sole judge of its best interest and

vendor compliance with terms and conditions.

Demonstrations

As part of the evaluation process the County will require demonstrations of smilar sys-
tems and/or specific applications that are installed and operationd. Findist vendors should
be prepared to demonstrate applications and answer questions with the San Mateo County
Sheriff’ s Office Steering Committee. All costs of the demonstrations are the vendor's re-
sponsbility. Additiondly, the County may require visits to existing ingtalations of compa-
rable systems.

Evaluations

An evaluation team, composed of representatives from the County of San Mateo, will
evaduate proposas on a variety of quantitative and quditative criteria. The lowest price

proposal will not necessarily be selected.

Selected vendors may be invited to make oral presentations to the evaluation team. The
vendor representative(s) attending the oral presentation shall be technicaly qualified to re-
spond to questions related to the proposed system and its components.

The criteria upon which the evauation of the proposals will be based includes, but is not
limited to, the following.

1. Adherence of the proposal to the format specified herein; al required information
must be provided as indicated herein.

2. Completeness of the proposal.
3. Quality and depth of references.

4. Previoudy demongtrated ability to successfully install computer and communications
systems with emphasis on the specific applications required by the County.

5. Levd of service and responsiveness that the vendor commits to providing to the
County of San Mateo.
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Financia stability and resources of the vendor.
Experience and technical expertise of staff.

Design, capability, and functionality of system and application software as determined
by the evauation team.

Current availability and ability to demondtrate installation of the proposed software
goplications required by the County.

Leve of integration between applications and demonstrated interfaces with external
systems/devices.

Capahility, design, reliability, warranty and expandability of proposed hardware.

. Economic feasibility and justification of al costs.

Vendor willingness and ability to negotiate a contract acceptable to the County of San
Mateo.

Feasibility, timeliness and quality of software implementation schedule and conversion
plans.

Levd of assistance to be provided to the County by the vendor during the implemen-
tation process as part of the contract.

The number of hours and extent of user training.

Quality and extent of the documentation to be provided.

Each proposal will be carefully reviewed by the evaluation team based on these 17 crite-

ria. At least two vendors will be invited to present an ora demonstration of their system’s

capabilities.

Exceptions to the RFP

The format of the RFP must be followed and all requested information must be submitted

asindicated. However, the County is receptive to any additiona suggestions pertaining to

phasing and scheduling of gpplication development, equipment installation and software

implementation, additional related capabilities, and any aternative methods of obtaining

any portion of the system requirements.

1-12



County of San Mateo RMS RFP
Chapter 1: Rules of Preparation

Discrimination and Equal Opportunity

It isthe policy of the County of San Mateo to afford al people an equal opportunity to bid
on any contract being released by the County. The County of San Mateo has a policy
that prohibits discrimination against any person because of race, color, creed, marital
satus, religion, age, sex, sexud orientation, nationa origin or disability in the award or per-
formance of any contract. The County of San Mateo will require its employees, agents

and contractors to adhere to this policy.

Board of Supervisors Approval

The Board may, at its discretion, reject, accept or modify any proposal recommended to it

by the evauation team.

Immigration Laws

Vendor shall take al steps necessary to ensure that al its employees and any sub-
contractors are authorized to work in the United States as required by the Immigration
Reform and Control Act of 1986.

Other General Conditions

= Current Manufacture - Equipment furnished under this specification shal be stan-
dard products of manufacturers regularly engaged in the production of such equip-
ment and shall be the manufacturer's latest design. All material and equipment of -
fered shall be new and unused. All equipment shall be UL approved and shall meet
FCC acceptance (A, B or both).

» Prior Use - The County reserves the right to use equipment and materia furnished
under this proposal prior to final acceptance. Such use shall not congtitute acceptance
of the work or any part thereof by the County.

= Current Version - "Packaged" application and system software shall be the most cur-
rent published or vendor's version in use, as of date of system ddlivery.

= Changes - No dteration in any of the terms, conditions, delivery, price, qudity, or speci-
fications of items ordered will be effective without the written consent of the County.

1-13



County of San Mateo RMS RFP
Chapter 1: Rules of Preparation

= Penalties - The County may wish to include in the final contract penalty provisions for
non-performance such as liquidated damages.

» Unavailability of Funds - If funds are not available to the County, this award will be
postponed, canceled or phased. The County makes no guarantee by release of this RFP
that any proposals will be selected and/or funded.

=  Compliance with General Rules and Laws - Vendor shall be familiar with the nature
and extent of the specifications, site conditions, traffic and safety requirements, and
comply with al federal, state and local laws, ordinances, rules and regulations. Vendor
shall determine how compliance with requirements, laws, rules, and regulations will af-
fect vendors' cost, progress, or performance of the work.

= Background Checks - The successful vendor will be required to authorize the investi-
gation of its personnel proposed to have access to non-public areas of the Sheriff’s Of -
fice facilities. The scope of the background check is at the discretion of the Sheriff’s
Office. Proposed staff will be required to provide their full legal name, date of birth and
socia security number.

= Noticeto Proceed — Will be issued after the County receives the fully executed con-

tract.

Key Events and Projected Dates

Listed below are target dates by which the County expects certain events to be com-

pleted:
Release of RFPtoVendots .~~~ December 15, 2000
Deadline for Submission of Written Questions December 29, 2000
Vendor Pre-Proposal Conference and Site Visit (2:00 p.m.)  January 3, 2001
Proposd Submisson Deadline(3:00pm.) January 22, 2001

1-14



Chapter 2

Historic Information, Volumes



County of San Mateo RMS RFP
Chapter 2: Historic Information, Volumes

2

Historic Information, VVolumes

Background
Daly O _prishane Located just south of San Francisco, with a population of 750,000, San
Pacifiga- - S9Uth San Franciseo
g Mateo County encompasses more than 550 square miles and contains

Hillsboroagh» » EMfiingame
San Mateo” . Foster City

Belmont” ; San Carlos twenty-four cities. The Sheriff’s Office provides dispatch and records

Redwoed City -
Atherton”, *East

waatsie M8 PaA | Management services for some cities within the County. Their use of the

Portola

Valley existing and future technology has been analyzed and included in the vol-

Half Moon -
Bay

umes section of the RFP.

In terms of law enforcement records management, the San Mateo

's Office records bureau processes in excess of 16,000 case reports and
4,000 restraining orders per year. These documents are processed by a staff of 34 rec-

ords technicians, each with a variety of records management responsibilities.

Higtorically, the Sheriff’ s Office has processed criminal and civil records manualy, re-
sulting in inefficiency and redundant data entry. To make criminal record data available to
employees, records personnel routinely optically scan crime-related documents into a da-
tabase where they are made available viathe local Novell network. Records personnel
reference and catal ogue each report, providing descriptive indexing. However, the appli-
cation does not index the data contained within the scanned images, thereby preventing

useful searching, amendment and other analysis.

To compensate for the lack of an RM S, many standal one desktop applications have been
developed for various purposes. However, none of the eighteen applications are inter-

faced with each other.

Recognizing the limitations of the current environment, the Sheriff’s Office has embarked

on an initiative to implement a modern law enforcement records management system that
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will reduce inefficiency, increase accuracy and provide critical tools to each of the more

than 600 Sheriff’ s Office employees.

Asaninitia step in implementing a modern records management system, the Sheriff’s Of -
fice retained Cit Com, Inc., a consulting firm specidizing in public safety software pro-
curement, in March of 2000 to prepare a conceptua design document and provide guid-
ance in the procurement process. The following RFP is the result of nine months of re-

search and documentation of functional requirements.

Current Application Environment

Existing CAD

Presently, County Communicationsis using a COBOL PRC computer aided dispatch
(CAD) solution purchased in 1993. The CAD system has been heavily customized to
meet the demands of the multitude of agencies served by the system including the Sher-
iff’s Office, four police agencies, seventeen fire agencies and countywide emergency
medical services (EMYS).

Existing RMS

Adapting to the absence of an integrated records management system, the Sheriff’s Of -
fice has deployed a host of standalone applications to meet the needs of specific user
groups. The following categories describe those applications currently in use that may be
impacted by the introduction of a records management system (non-impacted applications

are not shown).

FileMagic Plus

To facilitate viewing of crime report data, the records bureau, in March 1995, adopted a
procedure of optically scanning crime reports and saving the images in FileMagic Plus
v4.0 (a database application). The FileMagic files are available via the Sheriff’s Novell
network to authorized personnel. Records personnel reference and catalogue each report,
providing descriptive indexing. However, the application does not index the data contained

within the scanned images, thereby preventing useful searching, amendment and other
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anaysis. The Sheriff’ s Office anticipates that the proposed optical imaging solution will
be capable of archiving existing file magic data in addition to operating as a fully functiona
imaging system, integrated with RMS.

FileMaker Pro

Similar to the use of FileMagic, FileMaker Prois utilized for managing juvenile case re-
ports. Additionally, the application is used by patrol as a crime report database stored on
each assigned laptop. The reports are available for viewing by authorized personnd only.

Criminal Justice Information System (CJIS)

CJISisamulti-jurisdictional criminal justice system, serving the counties of Marin, Mon-
terey, Kern, San Joaquin and San Mateo. The system offers several modules that are
used inconsistently amongst the participating agencies, including: records management for

law enforcement, courts, district attorney’s office and jails.

In San Mateo County, CJISis used as the primary data management application for the
Courts, the District Attorney’s Office and the Jails. CJSis available at select Sheriff’s

Office workstations.

The system has been in use for approximately fifteen years and is highly customized.
CJISisnot acommercialy available product and is supported by the County’s Information
Services Division (1SD) in conjunction with a contract consultant. VVendors will be re-
quired to interface their RM S product with CJIS primarily to ensure that master name re-
cords are supplied to the RMS. We anticipate that vendors will have substantia informa-

tion requirements regarding the CJIS interface in order to accurately cost out this aspect

of the proposal. Therefore, we have alocated time during the scheduled pre-proposal con-

ference for vendors to speak with 1SD specifically about the CJIS interface.

! These are the primary applications, other modules exist.
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Technology for Productivity (TFP)

Autocite

LiveScan

TFP serves as the primary photo imaging system for the Sheriff’s Office with asingle
server, seven workstations and five capture workstations. TFP is interfaced with CJIS for

atwice-daily exchange of descriptive data.

The Autocite product compiles data from citations into a centralized database, offering
automated bail and court appearance information as well as search capabilities. Interfaces

with other Sheriff’s Office applications are under development.

Livescan eectronically captures fingerprints, mugshots and arrest information with auto-
mated verification of identity through an automated fingerprint identification system
(AFIS). The LiveScan application is interfaced with CAD ID.

Intergraph Records Management System (I/LEADS)

RiMS

Utilized by the Sheriff’s Office employees assigned to the San Francisco Internationa
Airport, I/LEADS is acommercialy available records management system offered by
Intergraph Public Sefety.

Utilized by the Sheriff’s Office employees assigned to East Palo Alto, RiIMS isa com-
mercially available records management system offered by Dispatch Automation (a sole
proprietorship owned by Tony Richards).

Microsoft Access

The Sheriff’ s Office technical support staff has accommodated many user requirements
for entering, storing and retrieving data with the use of Microsoft Access. There are more

than a dozen standalone uses of access.
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Some PC’s and |aptops are equipped with stored templates of police reports in Microsoft

Word format. No automated report writing software exists.

Volumes

This section presents application volume information for sizing the processing capabilities
of the RMS. Edlimated five-year volumes are included and will be used as the basdline

for guaranteeing response time requirements. Proposed system equipment is identified in-

dicating the specific numbers of devices to be included in vendor proposals. System per-

formance will be evaluated based on afully operationd RM S with the maximum number

of records for dl applications stored on-line.

RMS Connectivity

The Sheriff’s Office will require RM S connectivity to the following physical locations.

Servers should be located at the 400 County Center address, with remote connectivity to

the remaining locations (achieved by utilizing the proposed network infrastructure located

in Appendix C).
Department L ocation Licenses
Records, Detectives®, | 400 County Center, Redwood City (3 rd Floor) 60
Adminigtration
Court 400 County Center, Redwood City (2'nd 15

Floor)

MaGuire Jail Facility 330 Bradford Street, Redwood City 5
San Francisco Airport | SFO 4
Crime Lab 31 Tower Road, San Mateo 10
Women's Correctional | 1590 Maple Street, Redwood City 5

2 Excluding Narcotics which are located off site at a location to be disclosed to the finalist vendor only — please factor an addi-

tional six licenses into cost calculations
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Center

Work Furlough Fecili- 1580 Maple Street, Redwood City 5
ties

Sheriff’s Work Pro- 1580 Maple Street, Redwood City 5
gram

Brishane 388 88'th Street, Broadmoor 10
Broadmoor 50 Park Lane, Brisbhane 5

Vendors should also provide licensing cogts for 50 mobile workstations recognizing that

these workstations are not currently live. The licensing should alow for use of the pro-

posed report writing application and variable access to RMSfiles for usein the fidd.

Proposed System Equipment

Wheresas the selected vendor will be required to utilize the existing hardware wherever

possible, the County anticipates the vendor will provide specifications and pricing for the

following application-specific hardware;

RMS Equipment

Programmer Workstations
Diagnostic Workstations
Laptop Workstations
Barcode Readers

Statistical Information

DEMOGRAPHIC

Total Area (sguare miles)

COMPUTER AIDED DISPATCH

Call Taker/Dispatch Positions
Supervisor Positions

Minimum
Equipment

As Required
As Required
15
5 Portable, 5 Fixed

Current In 5 Years
460 460

13 15

11 12
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DISPATCHED CALLS FOR SERVICE (PER YEAR)

Totd: 85,000
OTHER VOLUMES

Number of Reports (per year) 45,000
Sworn/Uniformed Personnel 475
Civilian Personnd 150

Number of Property/Evidence Articles Processed (per year) 75,000

100,000

65,000
515
175

85,000
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3

Vendor Response

A INTRODUCTION

As previoudy stated, al responses must be submitted on this form (or its copy). This section estab-

lishes the format and specific content for vendor response to this proposal, as follows:

Subsection B - Asks vendors genera information questions regarding their company and subcon-
tractors. Additionaly, it provides a checklist to ensure vendor compliance with required RFP re-

SpoNses.

Subsection C - Requires vendor reference information. Vendor subcontractor reference information
should aso be supplied, and included in the vendor's proposal.

Subsection D - Requires a summary of the applications to be proposed, the terms and specifications,

documentation, maintenance and installation and training for the application software.

Subsection E - Requires specific information regarding the Computer Hardware and System Sof t-
ware being proposed.

Subsection F - Requires specific information regarding the Network and Communications Architec-

ture being proposed.

Subsection G - Requires specific information about the plan for implementing the proposed applica-

tions providing required training to user personnel.
Subsection H - Requires information regarding warranty and maintenance services to be provided.
Subsection | - Requires information regarding vendor contractua responsibilities.

Subsection J - Requires specific pricing information regarding the Computer Hardware and System
Software being proposed.

Subsection K — Requires information on any exceptions to RFP terms and conditions as outlined in
Section I.
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Vendors are required to respond to al questions in one of three ways.
(@ Provide information where requested directly in the spaces indicated; or

(b)  Provide information requested in an attachment clearly indicating the page number and
item number to which responding; or

(c) Ingtead of an attachment, provide the information requested (e.g., description, explana-
tion) immediately below the question or request for information. A diskette copy of the
RFP can be provided.
Adherence to the overal format of the RFP is required. Vendors who omit responses may be

deemed unresponsive and risk being eliminated.
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B: VENDOR GENERAL INFORMATION

1. Company Name:

Loca Address Serving

The County:

Headquarters Address:

Representative(s)

Name Title Telephone

a.  Company Information

(1)

2

3
(4)

)

(6)

How many years has the company actively partici-
pated in public safety systems? years

How many employees does the company have?
Nationwide: employees Inloca office: employees

Location of office serving the County

What was the prime vendor's annuad gross revenue during the last previous
three fiscd years?

Fiscal Year 1997 1998 1999

Provide a copy of the company's financid statements for the
last two years. YIN__

Provide Dun & Bradstreet number
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a Thefollowing checklist has been included to ensure vendor compliance to the re-
quired RFP responses. Please indicate whether each item specified isincluded in
your response and cross-reference to the page where the item is located.

Proposal
RFP Included Page Refer-
Section ltem (Yes/No) ence

3-B Financid Statements
3-C Reference List
3-D Interface Approaches
3-C Documentation Table of Contents
3-E Computer Room Layout
3-E Technica Brochures
3-E Hardware, System Software & Sys-

tem Adminigtration Training Course

Outlines
3-F Proposed System Diagram
3-G Implementation Schedule
3-G Resumes
3-G Acceptance Test Plan
3-1 Contracts for Hardware Purchase

and Maintenance
3-1 Contracts for Software Purchase and

Maintenance

b. If any of the requested items are not included, please explain the reason. Propos-
asmay bergected if any requested item is not completed and submitted.
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3. Vendor Services Overview

Pease fill in the appropriate company name in the column next to the product or serv-
ice to be provided by that vendor.

Provided By
(Vendor Name)

a  Prime contractor/project management services

b. RMS hardware/software

c.  Report writing software

d. Opticd imaging hardware/software

e.  Application software programs

f.  Other software (describe)

0. RMS hardware maintenance services

h.  Report writing hardware maintenance services

i.  Opticd imaging hardware maintenance services

J.  Application software maintenance/support

k. Workstations/PCs/Printers

l. PC/Workstation/Printer maintenance services

m.  Training (describe if necessary)

n.  Other

0. Other
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C. VENDOR REFERENCES (Vendor Name) Total Installed Sites:

Instructions: Complete the reference list as indicated for at least 10 Sites that are currently using the system(s) that would be proposed by the
vendor. Provide total number of installed site with similar configuration.

Provide alist of al reference sites. List attached? Y/N
NAME, ADDRESS, Approximate
CONTACT, TITLE, Service Area Operational Installation
PHONE NUMBER Configuration Installed Population Applications Dates

(1)

)

3




C. VENDOR REFERENCES (Vendor Name) Total Installed Sites:
NAME, ADDRESS, Approximate
CONTACT, TITLE, Service Area Operational Installation
PHONE NUMBER Configuration I nstalled Population Applications Dates
4)
©)
(6)
)

37



C. VENDOR REFERENCES

NAME, ADDRESS,
CONTACT, TITLE,
PHONE NUMBER

(Vendor Name)

Configuration I nstalled

Approximate
Service Area
Population

Total Installed Sites:

Operational
Applications

| nstallation
Dates

(8)

)

(10)

(11)




C.

VENDOR REFERENCES

(Vendor Name)

Total Installed Sites:
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D. SUMMARY OF APPLICATIONS

A summary of the mgjor application software requirements is provided below:

Law Enforcement Records Management System (RMS)

The law enforcement RM S should access multiple databases (interna and external) and

handle processing requirements for the San Mateo Sheriff’s Office. The system should be

user-friendly and support extensive ad-hoc reporting capabilities based upon open-systems

architecture. Some of the key features are as follows:

General System Features

Use of Graphical User Interface (GUI) and “Windows” Technologies - The
system should be designed for ease of use, taking advantage of industry standard
graphical interfaces. As only one example, the use of “pull down” fields with auto-
matic defaults and automatic fill (i.e., character matching).

Flexible Search Capabilities - The new system should provide for flexible search
capabilities, e.g., phonetic/soundex, text, and field searches. Additionally, these sys-
tems should provide the ability to search by descriptors such as names/aliases; physi-
ca characteristics; vehicle information; geographic locations; and others.

Ad-Hoc Reporting Capabilities - System should provide advanced and flexible
query and search capabilities through user-friendly, ad-hoc reporting.

“Super” Query Capabilities - Ability to query multiple databases, e.g., local and
state name databases, through use of a single transaction.

I ntegration of Commercial and Departmental Electronic References - Electronic
access to reference materials such as maps, genera orders (department specific), le-
gd source book, pena codes, etc.

Electronic Routing of Documents - Ability to define document workflow/routing for
review, gpproval, or informational purposes.

Security - Flexibility to secure data based on various parameters, e.g., user ID, data-
base fidd, etc. Information regarding juveniles should be secured from the public.

Data Entry I nterface Flexibility - Ability to accommodate either text-based or
form-based entry. For example, “straight” data entry functions may be faster with
text-based entry forms. Also, prompting for required data fields is desired.

Streamline Data Entry - Reduce redundant data entry. Internal and external data-

bases should be “linked” to the greatest extent possible to take advantage of common
database elements such as names and locations, and to el ectronicaly transfer data
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from and to other systems as appropriate. For example, property records should be
“linked” to appropriate case records.

= Validation and Edits - Accommodate multi-agency, multi-jurisdiction data edits.
Standardize where feasible, e.g., use of crime codes, location abbreviations, ad-
dresses, etc.

= Consolidated Workstation Access - Access to pertinent applications/systems should
be provided through a single end user device (i.e., PCs, laptops, €tc.). For example,
access to Department of Justice (DOJ) law enforcement databases, RM S applica-
tions, office automation, etc., could al be performed from a single workstation.

= Open System Architecture - The system should be open, allowing for access to as
many regional information sources as possible. The database should adhere to open
database connectivity (ODBC) standards. Data communication protocols should con-
Sder de-facto standards such as TCP/IP. These will facilitate the integration with
externa systems and minimize the possibility of early obsolescence and dependence
on asingle vendor.

» Loosely Coupled I nterfaces - Interfaces with other systems should be designed so
that upgrades to one system do not significantly impact other systems. The interfaces
should utilize standard data communications protocols and message formats, particu-
larly with regard to CJIS.

» Redundant or Fault Tolerant Processing Systems - To the greatest extent possible,
and where practical, single points of potential failure in hardware and network com-
ponents should be eliminated. A redundant or fault-tolerant server design is not re-
quired, but is highly desired.

= System Availability - Automated Field Reporting (AFR) should be available to field
officers 24 hours per day, 7 days per week. High availability (i.e., 99.99% of the time)
of the Records Management System (RMYS) is aso critical.

= Data Conversion - Severa standalone databases have been created for specific us-
ers within the Sheriff’s Office. Mogt, if not al, have been created in MS Access.
Proposing vendors are encouraged to provide quotes for data conversion from identi-
fiable applications.

Specific Records Management Features
= CAD Connectivity - Interfacing the existing CAD system to the base RMS will dra-

matically decrease redundant data entry, improve accuracy and streamline the flow of
law enforcement records.
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System I nterfaces - These interface requirements include capabilities for query of
pertinent data (e.g., CJIS - District Attorney, Court, Jail) and exchange of data to
minimize redundant data entry (e.g., download from CAD). System interfaces will
likely include:

CLETS/'DOJNCIC/AWS

CJIS (Jail Management, Court Management, District Attorney’s
Module)

Probation Data System (PDS)

AFIS

Livescan

DMV photo database

Autocite

I/LEADS

RIMS

IFAS (County Finance)

TFP

FACES

County Building and Safety (for floor plans)
CAL ID and ultimately CAL Photo/CAL Gang
TMS

County GIS

Comprehensive and I ntegrated RMS Modules - A complete RM S system that pro-
vides integrated modules for law enforcement records functions, including:

Master Name File: Incorporates subject records from various sources. In-
dividuds identified in incident or crime reports (suspect, victim, witness, com-
plainant, department names, etc.) would be permanently stored. Field inter-
view records, warrants, missing person reports and all other name based data
entry would be indexed to thisfile. The software would provide a menu for
name search both by exact spelling and by phonetic (Soundex) search capa-

bility.

Master Vehicle Index: Incorporates vehicle records from various sources.
Vehiclesidentified in incident or crime reports would be stored. Additionally,
vehicle attributes would be stored whenever CLETS inquiries are accessed
that involve vehicles. The software would provide a menu for searching for
vehicles by selected attributes including partial license plates/VVINs and sup-
port CLETS/SV'S entry from the application.

Incident and Crime Reporting: Includes investigation of non-crimina inci-

dents, such as traffic and bicycle accidents, as well as documenting criminal
activity. Incident reports may be completed for any incident that equires
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documentation. Normally, incidents would originate from dispatched calls for

service. The disposition of the incident from CAD would determine whether
areport would accompany the deputy's response.

An automatic and sequential report number would be obtained from CAD
that would provide a single case number. The dispatch generated incident in-
formation would be transferred to the records management system for sup-
plemental data entry and summary analysis. The software would provide the
ability to request report numbers from selected workstations outside the
communications center, including Records. Additiona incident report data
entry would supplement the basic transferred CAD incident record. It is cur-
rently envisoned that Uniform Crime Reporting (UCR) and modus operandi
(MO) coding and data entry would be completed automatically based on the
information supplied by dispatch and the assigned deputy. Incident and sub-
ject information would be purged according to County record keeping criteria
as well as various statutory requirements (federal and state).

The software would produce the required monthly Uniform Crime Reports
(UCR) for the County. The reports will meet all Federal UCR requirements
and should contain al required data and provide an anadysis of UCR Part |
and Part 11 Crimes. Statistics would be reported for the specified month,
year-to-date and the previous month; for the month specified during the pre-
vious year and the previous year-to-date, as well as the percentage change.
Additionally, the system will be capable of automaticaly producing the re-
quired monthly arrest and citation reports.

Changes made to records in the past (beyond one month) would automaticaly
result in supplemental records that are incorporated in the current month's
tally. Any UCR report would have the capability of being rerun as many
times as desired. There would also be a place for the preparer's digital sig-
nature on al reports. The reports would be menu selectable and access the
offense, arrest, juvenile, property and vehicle filesin order to generate spe-
cific reports. The system would aso be flexible enough to support federaly
mandated Incident Based Reporting (NIBRS).

Traffic. Application requirements for traffic andysis include the recording
and correlation of accident reports and enforcement activity (citations). The
system must capture calls for service to non-injury collisions, from CAD, to
include overdl traffic enforcement analysis reports with moving citations,
traffic arrests for location, time and deputy involved.

Property and Evidence: This module involves the receipt, tracking, storing
and disposition of all property received and secured by the Sheriff’s Office.
All property entering the department is associated with a written incident re-
port describing how the property was dbtained.

As property and evidence are received, descriptive, storage and receipt in-
formation is recorded into the automated system. When applicable, seria
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numbers would automatically be entered into CIS/NCIC. The system will
enable bar code reading to automate property transactions. Assignment of
serid numbered bar code labels would accompany initial processing of the
property by the Officer booking the item. Movement of the property would
be tracked as the items are checked in, checked out, moved, disposed of, or
released based upon the bar code.

Building upon the core functionality of the property evidence module isthe
crime lab module. Taking bar coding a step further, various types of tracking
resources may be deployed to monitor the status of evidence asit is proc-
essed. Upon supervisory approval, the status of objects may be posted to the
system for access by authorized personnel.

Personnel: The software should be capable of capturing and managing indi-
vidual personnel data, and recruitment data. Also, telephone numbers, emer-
gency contact information and specia certifications may be tracked.

Personnel data and recruitment information would provide for individual ca-
reer history and personal information. Personnel modules would be integrated
with other CAD/RM S modules, e.g., employee data entered in the Personnel
file should aso update CAD unit roster files. Vishility of personnd data
would be controlled by the system administrator for confidentiality.

Training: For use by the training staff, the module provides for automated
storage of training-related files and materials. Most modules are flexible and
adapt to the organization’s needs, including one-time training, specid training,
recurring training, POST reimbursement (including automatic reimbursement
request printouts), firearms proficiency, etc. The module would include an
automated weekly, monthly and annud training calendar to prepare the train-
ing staff for upcoming training events.

Field Interviews: Utilizing the format of existing manud field interview
forms, the application will provide an on line format for the entry of field
contacts and the circumstances surrounding the contact. The information will
be updated into RMS for access by investigators, dispatch and other author-
ized personnel.

Case Management: Asatool for investigators and supervisors, the case
management tools provide for the efficient management of caseload. The
module will continuoudly monitor filed reportsin RMS for any reports that re-
quire investigative follow up. Based on the information entered by the deputy
and records, the system will automaticaly assign solvability factorsto the re-
port and make recommendations for assignment. Most case management
modules allow detectives to enter investigative updates through a worksheet
format and to keep track of their progress in solving crimes.

Crime Analysis: Comprehensive, flexible search and select criteriawith

ability to conduct analysis on al database elements. Geographic crime analy-
sstools (along with an interface to the County’s GIS) should be included.
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Crime Lab: The crime lab application involves the receipt, tracking, storing
and disposition of all articles received and secured by the crime lab. The
Sheriff’s Office and 30 externa agencies submit approximately 50,000 arti-
clesto the crime lab for processing each year. The proposed solution needs to
offer atight integration with RMS, an industry-leading bar code interface and
avariety of crime-lab specific functionality.

Digital Mapping Capability: The County requires the ability to extract ad-
dress-based and other geographic-related data from the new RMS. Applica-
tion software that would “geocode’ (i.e., provide coordinate points for plot-
ting) location information for “plotting” on an off-the-shelf geographic infor-
mation system (e.g., Arc View) is highly desired. Thiswould provide for
crime analysis functions such as trend analysis and “hot spots.”

Automated Report Writing

Users will enter data into a single form that can share its data with al formsthat are re-
lated. Dynamic forms will extract relevant data from the origina dispatcher entry fields
into a primary incident report. At the user’s discretion, the data from the primary report
may be accepted, amended or shared with any additiona individual reports (supplements,
arrest, etc.) automatically. The report writing module will include al the features com-
monly found in word processing software such as type ahead, spell check, word wrap,
etc. The module will enable digital signature authorization for report approval. The report
writing module will be ingalled in field mobile data units for condstency of training and

use.

Imaging and Document Management

Capitdizing on the existing use of FileMagic, the Sheriff’s Office will continue to scan im-
ages, e.g., documents, photos, and others, associated with crime reports and cases. The
selected vendor will be required to adhere to recently adopted countywide standards (see
Appendix B: EID Report for details) as well as various statutory requirements (federal,
state, pendl, etc.).
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Server Equipment

Pease provide the following minimum information for each component of the system
which will function as a server (i.e. gpplication server, database server, file/print server,
message switch, etc.)

a

System Information

(1) Vendor
(2 Mode

CPU

(1) Type
(2) Speed

# CPU’s (if multiprocessor capable)

(1) Proposed
(2) Maximum supported

Memory

(1) Proposed
(20 Maximum supported

Disk space capacity

(1) Proposed
(20 Maximum

Disk Array Configuration Proposed?

(1) RAID Leve(s) supported

(2) Hot-swappable drives/componentsincluded
(3) Automatic, on-line data recovery supported
Number of users supported

Number of transactions supported per second

Y/N

Y/N
Y/N

Indicate any additiond servers in the same product line that represent fully soft-
ware compatible, field upgradable, systems for future growth and capacity.
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Provide the cogt to upgrade to the next higher server in the product line:

User Workstation Requirements

Pease provide both the minimum required and recommended configurations for user
workgtations that will dlow for proper performance of al proposed gpplication func-
tiondity

a

CPU Type/Speed

(1) Minimum required
(2) Recommended

Memory

(1) Minimum required
(20 Recommended

Disk Space

(1) Minimum required
(2) Recommended

Display resolution(s)
(1) Minimum required
(20 Recommended
(3) Supported
Network adapters

(1) Recommended
(2) Supported

Network client software/drivers

(1) Required
(2) Supported

Other hardware

(1) Required
(20 Recommended
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h.  Operaing System(s)

(1) Recommended
(2) Supported

i.  Additiond applicationg/software

(1) Required
(2) Recommended

j. Other

Miscellaneous equipment

Pease provide make, modd, description and quantity of any additiond equipment that
is required or recommended for successful implementation of the proposed systems.

Make M odel Qty. Description

Equipment racks/
cabinets

Uninterruptable
Power Supplies
(UPS)

Other (describe as
necessay)

Site Preparation
a.  Power Requirements.
Please indicate eectrical power requirements for centralized equipment:

(1) Voltage

(20 Amperage

(3) Wattage

(4) Receptacle Type(s)
(5) Isany specid power conditioning required? Y/N

If s0, Secify:

317



County of San Mateo RMS RFP
Chapter 3: Vendor Response

b.  Specify the amount of time the proposed UPS is capable
of providing emergency power for al proposed centrd-
ized hardware components: Minutes

c. Does the proposed UPS provide at least 10% additional
capacity for future hardware? Y/N

d. Specify heet output in BTU's per hour, of the complete
computer room hardware configuration. BTU’s

e. How much floor and access space shall be set aside for the complete computer
room hardware configuration (i.e. 10 x 10°, 8 x 10', etc). Please provide adia-
gram depicting equipment footprints and/or rack configurations as an attachment.

Footprint ft. by ft.
Diagram attached? Y/N

f.  Isany other Site preparation necessary to ensure success of the ingtalation? De-
scribe.

System Software

a.  Please provide the following minimum information for each proposed component
that requires an operating system or embedded software.

Software Type (i.e, Unix,
Windows NT, etc.) Vendor Versions(s)

b. Provide software description, vendor, and verson information for adl other system
software required for successful operation of the proposed system (i.e., data
bases, report-writers, utilities, etc). Costs should be clearly identified in the Ven
dor Costs section.

Software Vendor Versions(s)
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6. Database Management System

a. ldentify the database management system(s) used for all components of the pro-
posed system. Include any database formats considered to be “embedded” (i.e.
Jet, CodeBase, and other API-based DBMS software).

System Component Database Management System Used

b. All databases are compliant with open system standards
such as ODBC YIN

c. All databases use the relational database model Y/N

d. Data dictionaries and schema information are provided
to client for all databases Y/N

7. User Licenses

a.  Please provide the following minimum information for each proposed component
that requires a user license. All cods associated with user licenses should be
clearly identified in the Vendor Cogts section.

Type (concurrent,
logged-on, Work- # Max #
Licensed Component station, etc.) Proposed  supported
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Backup Subsystem

Pease provide the following information on the proposed backup solution.  If multiple
backup devices/'subsystems are required, provide dl information for each subsystem
and indicate which system components each backup subsystem is associated with.

a

b.

MediaType (i.e, DAT, DLT, €c.)

Autochanger proposed? Y/N
Number of cartridges supported

Hardware compression supported? Y/N
Compression ratio

Media Capacity per cartridge
Without compression
With compression

Backup subsystem capacity
As proposed

Tota expanson capacity

Data Transfer/Access Speed (MB/s)
Writing
Reading
Secking/Pogitioning

Total estimated time to backup proposed con
figuration?

Backup subsystem can backup entire system without ap-
erator intervention? Y/N

Hardware, operating system, applications and backup
subsystem dl support fully automated, unattended back-
ups? Y/N

Backup subsystem supports network backup of multiple
servers, databases, and applications? Y/N
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Is the backup subsystem being proposed as the single
backup subsysem for dl mgor sysem components
(RMS, Report Writing Software, Optical Imaging)? Y/N
Are grgphica or menu-driven utilities included to dlow
operation of backup system by rdatively novice users? Y/N

Describe additiona agents, utilities, management
software avallable for use in conjunction with the
proposed backup subsystem?

Can the system perform full, partid, incrementa, and differential backups?

(1) Full Backups Y/N
(2) Partia Backups Y/N
(3) Incrementa Backups Y/N
(4) Differentid Backups Y/N

Does the system support full on-line operation of dl g-
plications while backups are being conducted? Describe. Y/N

Additional I nformation

a

Pease provide a diagram or diagrams showing, in detall,

al proposed hardware and networking components and

connectivity. The diagram(s) shdl include centraized

computer room components aswell as an overdl repre-

sentation of the network and peripherds. Any compo-

nent which islisted in Hardware Cogts shdl be included

and identified in the diagram(s). Diagram(s) attached? Y/N

What ddivery lead time (from date of contract Sgning) is
anticipated for hardware? Days
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F. NETWORK AND COMMUNICATIONSARCHITECTURE

1.

Network Equipment

Pease provide information (make, modd, quantity, description and function) for dl
networking components proposed for LAN and WAN connectivity.

Make M odel Qty. Description

Routers

Switches

Hubs

CSuU/DSU

Remote Access

Other

Network I nfrastructure Standards
a.  The proposed network should conform to the following open standards:

(1) 10BaseT, Category 5, twisted pair cabling for LAN

segments Y/N
(2) Ethernet Y/N
(3) TCPIIP protocols Y/N
(4) T1, Frame Reay or other high speed WAN circuits Y/N

b. Thevendor’'s proposed cabling services include:

(1) Four-pair, Category 5, UTP cabling where agppro-

priate Y/N
(2) Compliance with current EIA/TIA standards for

wiring and labdling Y/N
(3) Modular connectors Y/N
(4) Cable management (patch panels, cable rung/ trays,

racks) Y/N
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(5) Documentation and labeling of dl wiring (diagrams,
labeled jacks, wall plates, etc.) Y/N

c. Describe how any required cabling will be performed:

d. The vendor should propose a recommended transmission
speed for WAN circuits.  Supporting information should
be provided to indicate the process used to arive a the
recommended transmisson speed (i.e., assumptions, ar
ticipated traffic volumes, etc.):

Recommended WAN circuit speeds Kbps/Mbps

e. Thenetwork should be avalable a a minimum for 99.5%
of the time during the system acceptance testing period. Y/N

f.  Inthe event of a component or circuit falure, other seg-
mentg/circuits will not be affected? Y/N

g Intheevent of acomponent of circuit falure, the network
has adaptive routing capabilities or redundancy? Y/N

h.  What is the maximum number of worksations'usars rec-
ommended/supported by the proposed configuration? Workstations
Users

Network Architecture/Capabilities

a.  Describe the architecture of the software gpplications and
their support for networked environments:

(1) Client/Server architecture? Y/N

(2) Sesson-based architecture?  Y/N

(3) Termind Emulation? YIN

(4) Describe support for LAN access:
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(5) Describe support for WAN access:

The County requires vendors to make use of a proposed
WAN infrastructure for remote RMS workstations. The
nature of the proposed WAN is attached to this proposa
as Appendix A. Identify any issues with utilizing the pro-
posed WAN for remote connectivity:

Characterize the types of traffic that the applications will
generate on both LAN/WAN segments:

Characterize the typica response times expected for the fol-
lowing activities, based upon the proposed network architec-
ture. Timeto firg response indicates the time from the initia-
tion of the activity by the user until the first update beginsto
occur on the user’s screen. Time to completeisthe time from
the initiation of the activity by the user until the entire activity is
completed.

Timeto
1% response

(1) Inquiry (Sngleindexed field)

(2) Inquiry(multiple fieds, some indexed)
(3) Inquiry(multiple fidds, no indexes)
(4) Update — new record entry

(5) Update — exigting record modified
(6) Run application program/module

(7) Switch between screens

(8) Digplay new screen

Timeto
Complete
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(9) Generate report

G. IMPLEMENTATION AND TRAINING

1. Installation

a

Describe the hardware and software ingdlation services to be performed i+
cluded in this proposa.

b. Describe any customer ingtalation responghbilities.
c. Is software ingdlation performed at the client Ste or a
the vendor’ s offices? Y/N
d. If software ingdlation is performed at the client’s Site, are vendor staff on-Ste to
perform the ingdlation, or isit accomplished remotely?
2. Training
a. Indicate the hardware and software training included in this proposal. All training

costs should be identified in the Vendor Cogts section.

Recommended number of:

Hours
Course Description Per sons On-Site Off-Site

Hardware operations and System
Management:

System Software and Utilities:
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Recommended number of:

Hours
Cour se Description Persons On-Site Off-Site
Other:
Totd
b. Attach and dearly identify a lig or catdog of optiona
training classes available but not included in this proposd.
Indicate whether classes are provided by the proposing
vendor or another company/organization. Attached? Y/N
c. Describe any training dternatives.
d. Can training be scheduled to accommodate multiple shifts and aternative working
hours? Y/IN_
(1) Istherean additiona cost associated with this training approach?
Y/N
3. Documentation
a. Please attach and dlearly identify additiond published ref-
erence materid for dl proposed hardware and related
peripheras. Attached? Y/N
b. Lig the technicd and user documentation that will be provided for dl hardware,
network, system and gpplication components, including number of copies:
c. Wha media options are available for documentation and

release updates?

(1) Printed manua Y/IN
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(2) Online Y/N
(3) Internet/Web Y/N

4.  System Maintenance and Operation

a.  Describe any periodic functions that must be performed by County staff to ensure
proper continued operation of the system. Describe any uitilities that are provided
to assst in the performance of each required function.

(1) Backups

(2) Database adminigtration

(3) Usar Account maintenance

(4) Temporary file remova/disk gpace monitoring

(5) Identify the estimated annua downtime for the above actions

(6) Other
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WARRANTY AND MAINTENANCE

Complete the warranty and maintenance matrix below based on your proposed approach.
For services proposed within the matrix, include al costs in the “Summary of Applications,”
“Computer Hardware and System Software,” and “Network and Communications Archi-
tecture” subsections of the Vendor Response section, as appropriate. Complete one matrix
per vendor offering warranty/maintenance services.

Vendor

Hardware
and System Application
1. Proposed Services Software Software Network

What isthe length of the warranty (months)?

Does warranty begin from indalation or ac-
ceptance?

What are the hours of warranty coverage (e.g.,
Mon-Fri 7:30 am. —5:30 p.m.)?

What are the hours of maintenance coverage
(after the warranty expires)?

Warranty/Maintenance Services.
Telephone Support (Y/N)?

Toll Free“800" number (Y/N)?

Remote dia-up software diagnostics
(YIN)?

Remote dia-up software update (Y/N)?

Updates and enhancements included
(Y/N)?

How often are enhancements provided?

User group membership (Y/N)?

Newdetter (Y/N)?

Service/support response time (hours)

Viatelephone/modem
- Aveage

-  Guaranteed

On-gite

- Aveage
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1. Proposed Services
- Guaranteed

Vendor

Hardware
and System Application
Software Software

Network

HARDWARE PREVENTIVE MAINTENANCE (PM)

Included as part of agreement (Y/N)?

If yes, what is scheduled interva for PM
(days)?

Does PM require the system to be taken
down (Y/N)?

If S0, for how long (on average)?

On-Cal After Hours Services

Hourly rate for service personnel
Minimum hours charged

How long will you guarantee support of equip-
ment/ software proposed (# of years)?

1.  Wha maintenance program is proposed for microcomputers and printers?

2. What company would provide peripheras maintenance?

3.  If needed, further describe your proposed warranty/maintenance services for hard-
ware, network and software as indicated within the matrix.

4.  Will you guarantee a fixed maintenance cost?
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Hardware Y/N Software Y/N

No. of Years No. of Years

List any exceptions or limitations to your proposed warranty/maintenance services for
the hardware and software as indicated within the matrix.

List additiona services provided for the hardware, network and software under the
terms of the agreement at no additiona cost to the County.

Describe available services/programs in addition to those proposed within the matrix.
Include services such as off-dte or depot program for peripherals and options for
sarvice response time. Also include associated costs.  Indicate “Application Soft-
ware,” “ Computer Hardware and System Software,” and “Network and Communica-
tions Architecture” as gppropriate:

What are the County’ s obligations following a new release/maor redesign of an appli-
cdion?

a.  Isthere mandatory ingtdlation of the new release? Y/N
(1) How soon? Months
(2) Isthere an additiond charge for the new release? Y/N
(3) Isconverson assstance provided, if necessary? Y/N
(4) Isnew documentation supplied? Y/N
(5) Isadditiond training provided? Y/N
(6) Ismaintenance continued for the old release? Y/N
(7) How long? Months

Describe the service coverage provided under the warranty period.
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VENDOR CONTRACTUAL RESPONSIBILITIES

1.

3.

Who would be the authorized negotiator?

NameTitle
Phone Number:

To the best of your knowledge, does your company have cur-
rent pending or threatened litigation regarding any public safety

systems? Y/N

If yes explainin detall.

System Performance

a

The County's requirements for response time is less than 1.5 seconds for RMS
99.5% of the time for command entry, screen changes and direct inquiries. None
of these operations shdl exceed 5 seconds. Response time is defined as the time
elapsed between depressing the enter key and the appearance of the data 1e-
guested on the next screen. The County recognizes that response time associated
with externa systems queries (i.e., CLETS/NCIC) are impacted by other systems
over which the vendor has no control.

Describe the methodology used to estimate system response time, the estimated
response times of your proposed configuration, and under what conditions the
stated regponse timeswill or will not be met.
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b. The County's requirements for system uptime are as follows. 99.9% avail ability
of dl key functions when measured on a 24 hour per day, seven day a week ba-
Ss.

Describe how your proposed design approach provides the above system uptime
Quarantees.

c. Describe any conditions or circumstances under which availability guarantees will
or will not be met.

d. The County requires aminimum 30-day System Acceptance period from the date
that the sygem isfully operationd.

Describe the level of support that will be provided during the 30 day acceptance
period.

Confirm ability to provide 100% faithful Performance Bond for
the County. Any associated cost must be identified in pricing
proposal. Y/N

Include copies of your standard contract and/or licensing agreements for:
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Hardware Purchase/Lease
Hardware Maintenance
Software Purchase/License
Software Maintenance
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Included?

Y/N
Y/N
Y/N
Y/N
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J.  PRICING SCHEDULE

This section requires a detailed breakdown of dl prices for the proposed systems. Al
prices are to be stated as firm fixed amounts, except where requested on a different ba-
gs. All prices must be detailed; no additiond charges (e.g., for sdes tax, transportation,
container packing, ingallation, training, out-of-pocket expenses, etc.) will be alowed
unless o specified. Prices must be unbundled and separately listed, including recurring
costs that are associated with third-party vendor-provided hardware and software.
Vendors must complete dl gpplicable price pagesin this section. Totals from each sec-
tion are to be summarized on the fina two pages. Sdestaxes are to be shown for each
item and in the Vendor Pricing Summary pages. Vendors may choose to use their own
Spreadsheset printouts for submission of prices. However, page headers, column head-

ers, number of columns, number of rows, and row labas must conform to the enclosed
pricing pages.

Computer Hardware and System Software
Network and Communications

Andllary Equipment

Application Software (Base Software and Options)
Other Costs

Optiond Pricing

Vendor Pricing Summary

a) One-Time

b) Recurring

Nogo~owdNE
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COMPUTER HARDWARE AND SYSTEM SOFTWARE

Lig al hardware and system software required. This includes workstations and printers. The
total dollar figures from this section should agree with the Computer Hardware and System
Software Totd in the Vendor Pricing Summary.

Appli- Annual Main-
Model, cable tenance Ex-
DESCRIPTION Part # Qty Price Tax pense
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Appli- Annual Main-
Model, cable tenance Ex-
DESCRIPTION Part # Qty Price Tax pense
TOTAL PRICE $ $ $

NETWORK/COMMUNICATIONS

List below the required networking, communications equipment and software needed to sup-
port the system and include the estimated prices of each. Thetota dollar figures should agree
with the Network/Communications Tota in the Vendor Pricing Summary.

Appli- Annual Main-
Model, cable tenance Ex-
DESCRIPTION Part # Qty Price Tax pense
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Appli- Annual Main-
Model, cable tenance Ex-
DESCRIPTION Part # Qty Price Tax pense
TOTAL PRICE $ $ $

ANCILLARY EQUIPMENT

List below any recommended ancillary equipment needed to support the system and include
the prices of each. Thetotd dollar figures should agree with the Ancillary equipment totalsin
the Vendor Pricing Summary.

Appli- Annual Main-
Model, cable tenance Ex-
DESCRIPTION Part # Qty Price Tax pense

3-36



County of San Mateo RMS RFP
Chapter 3: Vendor Response

Appli- Annual Main-
Model, cable tenance Ex-
DESCRIPTION Part # Qty Price Tax pense
TOTAL PRICE $ $ $
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APPLICATION SOFTWARE AND INTERFACES

Ligt al gpplication software required. Thisincludes dl application software cogs related to
the records management system, the report writing goplication and al optica imaging soft-
ware costs including interfaces. The total dollar figures from this section should agree with the
Application Software and Interfaces Totd in the Vendor Pricing Summary.

Appli- Annual Main-
Model, cable tenance Ex-
DESCRIPTION Part # Qty Price Tax pense
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Appli- Annual Main-
Model, cable tenance Ex-
DESCRIPTION Part # Qty Price Tax pense
TOTAL PRICE $ $ $

OTHER PRICES

Ligt al other prices that would be associated with implementation of your system. Prices not
identified will not be accepted in afind contract.

Detalled System Design
Ingdlation
Systems Integration

Project Management

User Training
Technicd Traning

Documentation
Out-of -Pocket-Expenses
Other (describe)

TOTAL OTHER PRICES $
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OPTIONAL PRICING

a)  Optional Pricing

Provide information and pricing estimates for any additional optiond software and
sarvices that vendor suggests the County might consider as part of this procurement.

Estimated Annual Recur-
Price ring Price

Data Conversion

Total $

b)  Assumptions used to determine estimated optiona prices are provided
in an attachment. Y/N

c)  For any item or service not specified in this solicitation, what are your hourly rates?

Traning $ Conversion $
Programming $ Instdlation $
Design $ Other $
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7. VENDOR PRICING SUMMARY

a)

One-Time:

Provide asummary of dl one-time pricing for the system you are proposing. Any
subtotals carried forward to this page should agree with the corresponding detail pag-

€s.

)
2
3
(4)
()

Computer Hardware and System Software
Network/Communications

Andllary Equipment

Application Software and Interfaces

Other Prices

Subtotal

Sdes Tax (indicate applicable rate)

Fraght

TOTAL ONE-TIME PRICE (EXCLUDING OPTIONYS)

(6)
()

Optional Costs
Other Proposed Options

Sdes Tax (indicate applicable rate)

Fraght

Total One-Time Options Price

TOTAL ONE-TIME PRICE (INCLUDING OPTIONYS)

One-Time Price
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VENDOR PRICING SUMMARY (Continued)

Recurring:

Provide asummary of dl recurring pricing for the syslem you are proposing. Any subtotals
carried forward to this page should agree with the corresponding detail page.

Annual Price

Hardware and System Software Maintenance $

Networking/Communications Maintenance

Andillary Equipment Maintenance

Application Software Maintenance

Other Recurring Codts (e.g., third party software, etc.)

TOTAL ANNUAL RECURRING PRICE $
(without options)

Total Recurring Price on Optional Items

TOTAL ANNUAL RECURRING PRICE $
(with options)
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EXCEPTIONSTO RFP TERMSAND CONDITIONS

Please describe in detail any exceptions to RFP terms and conditions.
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A

Functional Specifications

RESPONSE
CODE

DEFINITION

A
Existing

B
Under
Development

C
Minor
Modification

D
Report
Writer

E
Major
Customization

F
Not
Available

Additiond Instructions:

W

The requirement will be met by proposed existing software that is installed
and operationa at other sites and can be demonstrated to the County of
San Mateo. An “A” response to any requirement phrased “...ability to...”
signifies that the proposed system provides the actual capability to meet the
requirement without extensive user intervention. Indirect or implied solu-
tions to meet the requirement should not be coded “A”.

Requirement will be met by software that is currently under development,
in Betatest, or not yet released.

Requirement will be met with minor modifications to existing software or
use of software tools such as application report writer, query, etc. All work
shall be performed by the vendor - any additional costs must be noted.

Requirement could be met by the use of proposed software tools, such as ¢
report writer, query language or spreadsheet.

Requirement will be met by major modifications to existing software or by
new custom software programming. All work shal be performed by the
vendor and any additional costs must be noted.

Requirement cannot be provided.

An omitted response will be scored asan ‘F response.
Any deviation from the response codes will be interpreted at the discretion of the County.
Codts associated with C or E responses should be clearly shown in the margin to the right or be-

low the bracket (e.g., [ E] $1,000).

e

All costs associated with C or E responses must also be included in the Vendor’'s Cost Estimates.

5. Whenever adescription or narrative is requested, vendors should specifically cite the location of
such information within the vendor's proposal.
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A. GENERAL REQUIREMENTS

1.

Major Functions and Features

a

b.

Ability to perform functions with minima keystrokes
Provide pull-down menus'windows

Ability to move forward and backward to complete data
fields without having to retype the entire field or delete field
spaces (e.g., insert and delete)

Ability to toggle or hot key to any screen, table or gpplica-
tion

Provide “type ahead” capabilitiesto dlow data entry during
computer processing

Ability to maximize the use of the following to help users
process informetion:

(1) Colors
(2) Reversevideo
(3) Audibletones

Ability to advise users of data entry or command errors
with clear and concise messages

Digplay data entry or command errors on last line of screen
Display system messages on a pop-up window

Provide help facility viafunction key or icon from any
screen or fidd

Ability for adminigtrator to edit/add to on-line help text
Ability to use upper and lower case letters
Ability to definefidds as dl upper or lower case letters

Ability to process dates as MM/DD/CCY'Y - support Year
2000

Response
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Response
Ability to log times in 12-hour formet (e.g., hour/ min- [ ]
ute/second) and military time
Provide name search capability via
(1) Wild cards [ ]
(2) Soundex (firg and last name) [ ]
(Please provide a description of Soundex agorithm
that will be used)
(3) Phoneticdly [ ]
(4) Dateof Birth and age range (e.g., 20-25 years) [ ]
(5) Any fidd or combination of fields [ ]
Ability to perform a string search on any narrative text [ ]
Ability to vaidate entries againg the following deta types.
(1) Date(i.e, past date, current date, future date, logical [ ]
date parameters)
(2) Numeric [ ]
(3) Alpha [ ]
(4)  Alphanumeric [ ]
(5) Codetables [ ]
Ability to have system automatically convert date to day of [ ]
the week
Ability to default screensto display dl fields, with optiond [ ]
ability to set parameters to suppress display of fields with
no data and fields with sengtive data (e.g., juvenile-rdlated
data)
On dl screens and fidds, validate entry of coded fields
againg the gppropriate code table; if invaid entry, the fol-
lowing should occur:
(1) Highlight fidd on screen [ 1]
(2) Display appropriate error messages [ ]
(3) Display pop-up or pull down window containing the [ ]
vaid entries (code and code description) for the field
(4) Pop-up or pull down window of vadid field entries
should be:
(8 Scrollable [ ]
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Response
(b) Searchable by code value or description [ ]
(© Provide ahility to update table with new en [ ]
tries, changes or deleions

(5) Sdect vdid entry and return to entry screen without [ ]
losing data

List of Vaues (LOV) or code tables should be user defin- [ ]

ale

Provide ahility for dl code tables to:

(1) Search by code and go directly to the corresponding [ ]
code entry and description

(2)  If no match entry, the entry with the next greater [ ]
code is displayed

Provide hot key or icon that displays the code table screen [ ]

whenever cursor ison afield that contains or requires a
code table entry (i.e., violation)

Provide consistent, common screen formats system-wide
which digplay the following information:

(1) Current systlem date

(2) Currenttime

(3) Screen name/description

(4) Sysem name/description

(5) UserID

(6) Current screen number and total number of screens
(e.g., page 1 of #)

,_l,_|,_|,_|,_|,_|
[y Sy S [y WU ) S_— ) S_—

Provide quick method to access any screen or transaction
through:

(1)) Command line entry
(20 Tooal baricon

(3 Pull down menus
(4) Function key

,_|,_|,_|,_|
[y T i SR y S_—

When multiple screens exigt, provide quick method to page
forward, backward, "go to" or scroll using any of the fol-
lowing:
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Response

(1)  PageUp, Page Down keys [ ]
(20 Function keys [ ]
(3) Arrow keys [ ]
(4 Mouse [ ]

bb.  Provide quick method to erase or cancel the screen entry [ ]
prior to update (i.e., refresh screen)

cc. Ability to update system informetion red-time with each [ ]
transaction

dd. Provide capabilities for user-created specialty entry screens [ ]
(Vendor should describe proposed approach)

ee. Ability to identify (e.g., highlight, etc.) required entry fidds [ ]

ff.  Ability to retain deleted table information with the capability [ ]
to perform an archive and find purge

0g-  Ability to austomaticaly "save" and "log-off" viaahot button [ ]
or function key

hh.  Provide 24x7 hour system availability for al applications [ ]

ii.  Ability to produce ad hoc reports on-line [ ]

jl- Ability to print screens (including any error messages) [ ]

kk. Ability to change print location and print to a different loca- [ ]
tion

Security and User Profiles

t. Security should support amulti-jurisdiction law enforcement [ ]
environment including the ability to define intra-jurisdiction
access

u. Security levels and user profiles may be defined by remote [ ]
workstation administrators

v.  Provide user security at the following leves
(1) Application/subsystem [ 1]
(2)  Screen/transaction [ ]
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Response
(3 Record [ ]
(4 Hedd [ ]
Maintain the following user security information and audit
tral:
(1) UserID [ ]
(2) Username [ ]
(3) Security leve [ ]
(4) Lastinquiry, update or delete--date, time, user ini- [ ]
tids, transactions
Ability to maintain a history of de-activated user IDs and [ ]
prevent using de-activated user |Ds when adding new users
Ability to provide the following security features:
(1) Provide appropriate security access to correspond [ ]
with a user name and password
(2)  Ability to prevent any externd agency from having [ ]
access to update, ater or delete data
(3) Ability to "hide" information from displaying (eg., ju- [ ]
venile-related information)
(4)  Ability for users security access to be modified [ ]
(5) Ability for dl passwords to be changed &t agency- [ ]

defined intervas, by user, with the ability to set a
globd maximum time

(6) Ability to define what information will display on [ ]
screen by security leve

Ability to prevent display, view and print of passwords — [ ]
al passwords must be encrypted

Ability to maintain user profiles for:

(1) UserID
(2) Username
(3) Location

(4) Default printer location/address
(5) Dateof last update and User ID

,_|,_|,_|,_|,_|
e bd ] b ed

Ability to log date, time and user ID associated with:
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Response
(1) Filemaintenance transactions (e.g., create, read, [ ]
add, update, delete transactions)

(2) Transaction entries [ ]
(3) Any report sent to a printer [ ]
(4) Capturetimeto complete transactions by user [ ]

cc. Ability to track user sgn-on/off times for time reporting [ ]
puUrposes

dd. Ability to flag a data dement as seded/expunged for secu- [ ]
rity purposes

ee.  Ability to highlight, flag, or otherwise dert users with the [ ]
appropriate security access that arecord or data dement is
to be sealed/expunged

ff.  Ability to dert users without security access "record not on [ ]
file' when searching for a sealed/expunged item

0g. Ability to dert usersto sed an item if user-defined file pa- [ ]
rameters are met

hh.  Ability to note sedled/expunged items as "confidentid” wher [ ]
included in a print

ii.  Ability to sort seeled/expunged items at the beginning/ end [ ]
when included in a print

jj- Ability to lock arecord once arecord has been approved [ ]

3. Reporting and Output (Note: Detailed management reports

identified in later sections)

t. Ability to generate ad hoc reports using 4th generation, [ ]
user-friendly gpplications

u. Ability to print dl tables and screens (long and short ver- [ ]
sons) by ranges

v.  Ability to schedule and autometicaly generate dally, [ ]

weekly, monthly, annudly, and user-defined date range re-
ports based on the pre-determined scheduled, and based
on request
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Response

bb.

CC.

dd.

Ability to sdectively edit and/or print informeation

(1) Print snglerecord
(2) Print group/dl records
(3) Print al except specific records

Ability to download gatistical data to an off-the-shelf
Spreadsheet program (e.g., Excel, Lotus, as appropriate)

Capability when printing reports to:

(1) Determine length of report prior to printing
(2) Queue reportsfor later printing

(3) Sdect printer

(4)  Specify number of copies

(5) Specify page ranges and multiple pages
(6) Cancd report print jobs

Ability to send reports to screen (on-line viewing)
Ability to e-mail reports

Ability to track the following information when areport is
printed:

(1) UserID

(2)  Number of pages printed

(3) Dedtination of report printed (e.g., user, courts, in-
Surance company, €etc.)

Ability to creete and automeatically generate natification let-
ters, courtesy notices and forms on-line as aresult of trans-
actions processed

Ability to mail merge names and addresses into sandard
notices, letters and forms

Ability to print agency logos on reports and forms

Provide tools to generate user-defined, customized screens,
forms and reports

— — — — ———
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Response
4, Documentation
a.  Ability to maintain on-line user-defined, agency-specific
documentation and procedures:
(1) Provide spdll check capability [ ]
(2) Searchable by key words [ ]
(3) Download informetion from existing text files [ ]
(4) Glossry of terms [ ]
(5) Ddinitions [ ]
(6) Staff proceduresiready references [ ]
(7) Standard operating procedures [ ]
(8) Policy/procedure statements [ ]
(99 Statutes and codes [ ]
b.  Ability totrack User ID and revison dates when on-line [ ]
user documentation is revised/changed
c.  Thesystem should dlow for on-line context-sengtive help [ ]
features and provide the user with the ability to access di-
rectly on the screen help information regarding the opera-
tion in progress
d. A full st of user documentation should be available in Eng- [ ]
lish detailing the functiondity of each gpplication. User
documentation should be in narrative form and should be
understandable to non-technical users. Also, an on-line
version of this documentation is desired to dlow key word
searching to facilitate location of the needed text. Current
documentation describing systems design, operations, trou-
bleshooting, and performance tuning should be made avail-
able to the systems administrator.
(1) Online context-sengtive help functions [ ]
(2) On-line user-friendly tutorid [ ]
(3) Site-specific on-line documentation and user guide [ ]
(4 Keyboard templates [ ]
(5) Sysem design documentation describing file layouts [ ]
and program design
(6) Operator’'s Guide
(7) System Manager’s Guide [ ]
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Response
Other
a.  Ability to access the RMS system from remote PCs with [ ]
appropriate security
b.  Ability to accessthe RM S system from mobile data devices [ ]
c.  Provide automated source documents via
(1) Formsgenerator [ ]
(2) Bedronicfiling [ ]
d. Provideimage-enabled gpplications for al RMS modules. [ ]
Vendor should describe proposed approach in detall.
e.  Ability to sdlectively edit and purge information (based on
security leve):
(1) Purgesinglerecord [ 1]
(2) Purge group/dl records [ ]
(3) Purgeall except specific records [ ]
f. Ability to print report-identifying records that will be purged [ ]
in a specific date range (i.e., day, week, month, etc.)
g Ability to generate hard copy listing of purged data [ ]
h.  Ability to sdectively download data to a PC workstation [ ]
using a menu sdection, function key, or command
I Ability to dectronicaly digribute adl forms, notices, letters [ ]

to interested parties, ether via dectronic mailing to other
RMS-accessible parties or faxing to non-RMS accessible

parties with faxing capabilities



B.

County of San Mateo RMS RFP
Chapter 4: Functional Specifications

MASTER NAME FILE

1.

Major Functions and Features

a

Ability to create and maintain basic master name file record:

D
)
©)
(4)
Q)
(6)
(1)
(8)
)
(10)
(11)
(12)
(13)
(14)

Name

Aliases

Address (full stret, city, State, zip)

Date of hirth

Cdifornia (or other 2 digit State code) ID/License
Sex/Race/Height/Weight/Hair-Eye Color
Involvement (e.g., suspect, witness, victim, etc.)
Related report number

SMCSO Record Number (10 digits)

Crime type(s)

CII/FBI Number

Socia Security Number

Moniker (scar, mark, tattoo, amputation)
Known associates (multiple)

Input to the Master Name Index should automaticaly be
derived from the following aress.

D
)
©)
(4)
Q)
(6)
(1)
(8)
9)
(10)
(11)
(12)
(13)
(14)
(15

CAD/Cdlls For Service

Offense report

Arrest — Adult and Juvenile
Incident

Fidd contact

Citations (both moving and parking)
Pawn regigrations

Vendor Cards

Business License and Permit Files
Regigrants

Employees

Probation

Assessors Parcel Data

Courts

Trafic

— — — — — — — — — — — — — —
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(16) Property report

Ability to track the following changes for an individua over
time

(1) Physcd description changes
(20 Addresschanges

(3) Phone number changes

(4) Driverslicense changes

(5) Namechanges

Ability to creste and maintain detailed subject records
(adult and juvenile):

(1) Full name (Firg, Middle, Last, Hyphenated Last, and
suffix - Jr., Sr., etc.)
(2) AliasesdAKA
(3 Monikers
(4) Address(Multiple)
(5) Tedephone number (Multiple)
(6) Rddives(Multiple)
i.  Name
ii. Address
jii. Telephone Number (Multiple)
(7)  Employer
i.  Occupation
ii. Name
jii. Address
iv. Teephone number (Multiple)
(8) Dateof hirth (dias Date of Birth)
(99 PHaceof birth
(10) Sex
(11) Race
(12) Heght
(13) Weght
(14) Hair color
(15) Eyecolor
(16) Specid characteristics (scars, marks, tattoos, ampu-
tation)
(17) Socid security number (dlias socid security numbers)

[

— e ———
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(18)
(19)
(20)
(21)
(22)
(23)
(24)
(25)
(26)
(27)

(28)

(29)

Ability to "flag" or indicate the following information associ-

County of San Mateo RMS RFP
Chapter 4: Functional Specifications

Driverslicense number and state (Multiple)

Physica description

Fingerprints on file

Passport Number

Alien Regigtration Number

Santa Clara County Number

San Francisco County Number

Alameda County Number

Photo on file

ID coding

I.  Fngerprint

ii. DNA

ji. FBI

iv. Cdifornia Department of Corrections (CDC)
number

v. Cdifornialnformatior/ldentification (CII) num:
ber

Loca booking numbers (agency-specific, minimum

of 12-character dpha-numeric fied)

Narrative or comment field

ated with a subject record:

@
@
©)
(4)

Juvenile

Registered sex offender
Regigtered drug offender
Registered arson offender

Ability to verify and edit names based on:

D
)
©)
(4)
Q)
(6)

Name

Sex

Date of birth

Drivers license number
Address

Locd arrest number

Ability to perform Soundex search on both:

@

Full or partid name (first name or last name)

e B e B e e e e R e e B |
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@) Aliages)

Ability to limit search by additiond criteriaincluding date of
birth, sex, etc.

Ability to track date of last record activity (addition, edit,
new report, etc.)

Ability to selectively purge records and subject information
based on user defined criteria (date, age, €tc.)

Ability to combine records of an individud if they have beer
entered under different names and to automatically track
those names as diases of the individud

Ability to create and maintain fied interview records:

(1) Rl name

(2) Dateof birth

(3) Socid security number

(4) Aliasss

(5) Address

(6) Teephone number

(7)  Driverslicense number and State

(80 Race

(99 Sex

(10) Heght

(11) Weght

(12) Hair color

(13) Eyecolor

(24) Build

(15) Fecid hair

(16) Scargmarkg/tattoos

(17) Gang/dub
(@ Nameof gang
(b) Tagger names
(¢ Colors

(18) Associates (Name, Alias, DOB, Sex/Hair/Eyes,
Race)

(19) Clothing description

(20) Narrative

[
[

— — — — — — — — — — — — — — — —
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(21)

Ability to purgejuvenile Fl information five years after entry

County of San Mateo RMS RFP
Chapter 4: Functional Specifications

Reason for Contact (Min. 18 lines, 74 characters)

or when the subject turns 18 years of age (whichever oc-
cursfirs)

Ability to enter purge date for FI records

Ability to create and maintain vehicle information:

@
@
©)
(4)
Q)
(6)
()
(8)
©)

(10)

Make

Mode

Y ear

Type

Color

VIN number
License and State
Narrative
Associates

I. Name

ii. Alias

ii. Dateof birth
iv. Sex

v. Race
Contact information
I.  Reporting digtrict
ii. Location

ii. Date

iv. Time

v. Officer ID

vi. Reason for contact/comments

Ability to creste and maintain registrant conviction and lo-
cation information:

D
)
©)
(4)
Q)
(6)

Conviction, jurisdiction, and case number

Prior addresses

Current address

Prints or photos on file

Comments for field contact

Ability to purge information based on user-defined
criteria

[

— — — — — — — — — — — — —
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(7)  Ability to update registrant data from State issued
Megan'sLaw CD ROM

(8) Type of registrant (sex, narcotics, arson, €tc.)

(90 Ladtregidration date

Ability to enter, maintain and search court ordered informa:
tion and link such information to names:

(1) Redraining Orders (Temporary and Permanent)
(2) Orders After Hearings (OAH)
(3) Other definable court orders administered to subjects

Ability to cross reference master namefileto al other rec-
ords associated with an individud:

(1)  Arrest/booking (fingerprintsmug shots on file)
(2) Incident and crime reports

(3) Traficataions

(4 FHddinterviews

(5) Known offender and registrants

(6) Warants

(7)  Property and evidence

(8) Runaway and missing persons

(10) Activelinactive Satus

(11) Vehide madter file

2. Reportsand Output

a.  Ability to print confirmation listing prior to purging
b.  Ability to seerch MNI by any field in the incident record
using relationd criteriaand logica operators
c.  Ability to preview search results prior to printing
3. Interfaces
a.  Ability to cross reference master namefileto dl other rec-

ords associated with an individua

[

[
[

— — — — — — — — — —
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On-lineInquiries

a

Ability to search for and retrieve master name file based on
any user defined criteria

Ability to inquire records using partid information

Ability to display index of automated records associated
with individua name inquiry and autometically retrieve rec-
ords from that screen

Ability to open multiple filesrecords in asingle transaction

Ability to sdlect and view detailed online record from index
listing, ability to return to index liging with Sngle transaction

Response

- 16



C.

County of San Mateo RMS RFP
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ARRESTS AND BOOKING

1.

Major Functions and Features

a

Ability to capture and maintain the following arrest informa-

tion:

D
)
©)
(4)
©)

(6)

()

(8)

)

(10)
(11)
(12)
(13)
(14)
(15
(16)
(17)
(18)
(19)
(20)
(21)
(22)
(23)
(24)
(25)
(26)
(27)
(28)
(29)

Arrest dateltime

Arresting officer/ID arrest number
Arrest location
Citizen'sarrest

Violation

i. Code

i. Section

jii. Bal amount

Iv. Felony/misdemeanor/infraction
v. Agency turned over to
Case number

Booking type

Name

Alias (multiple)

Address

Socid security number
Police department number (loca arrest number)
Citation number

Sobriety

Notice to appear date
Notice to appear court
Medical condition

Sex

Race

Age

Complexion

Date of hirth

Place of birth

Height, weight, build

Hair color/type

Eye color

Speech accent

Teeth

Eye defects

— — ——
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(30) Dispaodition (i.e., release date, in/out of custody)
(31) Fingerprint identification

(32) Tattoogmarks/amputations

(33) Property information

(34) Parole/probation

(35) Probable cause

(36) Approving declaration Officer ID number

(37) Comment fidd

b.  Ability to batch enter mass arrest information
c.  Ability to track photograph and fingerprint card completion
(arrestees and applicants):
(1) Photos/fingerprints taken
(2) Cardssubmitted/returned
i. DOJ
ii. FBI
d. Ability to retrieve and display a person's prior arrest rec-
ordsto be used as a basis for adding new arrest records for
that person
e.  Ability to automaticaly generate booking and loca arrest
number (agency specific)
Reports and Output
a  Providealis of dl arrestsfor a user-specified time period
to quickly determine personal and incident-related descrip-
tions of the arrested person
b.  Ability to print mandated Satigtical, custody and arrest re-

ports for the following:

(1) Hatecrimes

(20 Crimesagang senior citizens
(3) Domedtic violence

(4) Arson

(5) Officer assault

(6) Supplementd homicide

(7) ReturnA

(8) Adult and juvenile reports

— — — — — — — —

— — — — — — — —
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(9) Arrest reports
(10) Citetion reports

3. On-linelnquiries

a.  Ability to sdect any fidd or fields in the arrest record and
perform a search using relaiond criteriaand wild card
search capability using description, diases or distinguishing
marks

4.  Interfaces

a.  Ability to download booking information autometicaly to
CJS Jail Module

b.  Ability to interface with Didrict Attorney system

c.  Ability to interface with Court system and Probation system

[
[

]
]

Response
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D. INCIDENT AND CRIME REPORTING/REPORT WRITING

1. Major Functionsand Features

a

Ability to capture and maintain the following crime report
information:

@
@
©)
(4)
Q)
(6)
()
(8)
)
(10)

(11)

Incident number

Case number (multiple)

Type of incident

Report type (origind, supplement)

Code section (pend, hedlth & sAfety, etc.)

Classification

Dateltime/day occurred (or range)

Date/time reported (or range)

L ocation/reporting digtrict

Personsinvolved

i.  Name

ii. Address

jii. Date of birth

iv. Physicd descriptors (height, weight, etc.)

v. Race

vi. Sex

vii. Occupation

viii. Business address

ix. Work and home telephone numbers

X.  Involvement (victim, witness, suspect, investiga-
tive lead, business names, €tc.)

xi. Charges/arrest information

Xii. Driver'slicense number

xiii. Socid security number

Vehidesinvolved

I. Make

ii. Model

ji. Color

iv. Body syle

v. Licenseand State

vi. VIN number

vii. Description

viii. Digpogtion

iX. Stolen or recovered

X.  Impound/releasable

e B e B e e e e R e e B |
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(12)

(13)
(14)
(15
(16)
(17)

(18)
(19)
(20)
(21)
(22)
(23)

County of San Mateo RMS RFP
Chapter 4: Functional Specifications

Property stolen/recovered
I. UCRtype

ii. Locd type

ji. Vdue

iv. Serid number

v. Description

vi. Datestolen

vii. Recovery date
Summary/narreive
Digpogtion

Reporting officer
Solvahility factors

Crime analysis coding

I.  Premisetype

ii. Method

jii. Point of entry

iv. Weapon/deviceinvolved
v. Motive/property

vi. Edtimated loss

vii. Extent of injuries

viii. Property recovered
Latent prints taken (Y/N)
Hate crime (flag)
Domedtic Violence (flag)
Sexud Assault (flag)
Offense report completed (flag)

Specified crime (flag)

Ability to track associated case numbers with acrimere-

port

Ability to cross reference incident report number to al sub-
sequent reports filed for an incident:

D
)
©)
4)

Supplementa reports
Arrest and booking
Property and evidence
Accident report (CHP 180)

Ability to perform on-line validation of data entry:

@

Incident number

— — — — — — — — — — —
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(2 Reporttype

(3) Crimeclassfication
(4) Reporting digtrict

(5) Dispostion

(6) Crimeandysscoding
(7) Logicd date sequence

e.  Ability to utilize PC word processing software to creete in-
tegrated narrative for origind and supplementa reports

f. Ability for supervisorsto review and/or approve reports
orHine

g Ability to identify assgned reports not completed or missing

h.  Ability to easly navigate between screens associated with a
report for the review/approval of the report

I Ability to sdlectively edit and purge incident information to
comply with mandated record sedling:

(1) Purgesinglerecord

(2) Purge group/dl records

(3) Purgeall except specific records

(4) Purge specific information from a single record
J- Ability to generate hard copy listing of purged data

k.  Ability to establish summary and purge criteriafor on-line
information and off-line Sorage

Ability to track incident classfication changes:
(1) Origina/dispatched as
(2 Officer
(3) Invedigative re-classfication
Reports and Output
a.  Ability to print individud incident detail report
b.  UCR reports should a minimum include:

(1) Monthly Return of Offenses known to Police

— — — — — —
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(2) Property Stolen by Classification

(3) Additiond Andysisof Larceny and Auto Theft

(4) Supplement to Return A - Evauation of Stolen
Property

(5 Monthly Returns of Arson Offenses

(6) Property recovered sorted by property classification

(7) Age, Sex and Race of Person Arrested - 18 & Over

(8) Adge, Sex and Race of Person Arrested - Under 18

(9) Vident crimesto senior citizens

(10) Domedtic violence

(11) Arrest and Citation Register

(12) Law Enforcement Officerskilled or assaulted report

(13) Hate crime gatigtics for reporting period

(24) All other reports required by the Department of Jus-
tice (DOJ)

Ability to meet (NIBRS) reporting requirements
Ability to print ligting of related reports

Ability to track or print alist of open or unapproved reports
(tickler for follow-up):

(1) By officer
(2) Bydae

Ability to print alist of juvenilesin secured custody for the
Cdlifornia Y outh Authority (CYA)

Ability to review and approve reports on-line

Ability to sdlectively print incident and crime report infor-
mation

On-lineInquiries

a

Ability to view individua incident and crime reports (in-
duding narrative) on-line

Ability to retrieve records by single or combined criteria

(1) Report number
(20 Date or daterange

[
[
[
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©)
(4)
Q)
(6)
()
(8)
)

County of San Mateo RMS RFP
Chapter 4: Functional Specifications

Day of week

Involved party name
Involved party description
L ocation/reporting digtrict
Crime classfication
Reporting officer

Vehicle description

(10) Timeof day
(11) Any fiddin record

4, I nterfaces

a.  Ability to accept incident number and other pertinent dis-
patch information from CAD to initiate a report record

b.  Ability to support field entry of crime and incident reports
on laptops

c.  Ability to upload reports from lgptops to RMS for review
(viadiskette, PCMCIA card, or wireless transmisson)

d.  Ability to interface with Didrict Attorney system

5. Other

a.  Sydem needsthe ability to migrate easily to Nationd Inci-
dent Based Reporting (NIBR) format

e B e B e e e e R e e B |
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E.
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FIELD INCIDENT AND CRIME REPORTING

1.

Major Functions and Features

a

AFR screen forms should be resident within the mobile data
device

AFR screen forms should be the same as corresponding
RMS forms, where possible

Ability to utilize pull-down fidds with auto defaults and
autoill

Ability to utilize lookup tables for pick and validation pur-
poses

System should require data be entered only once and utilize
that datain al other needed forms and reports

System should prompt for needed information
System should dlow shortcuts for keying information

Ability to dectronicaly complete the following forms and
reports (sample reports are included with RFP):

(1) Incidents
(2) Arrest
(3) Booking

(4) Traffic accident

(5) Crimereports

(6) CSTARS

(7) DUI reports

(8) Fdd Interviews

(9 Missing Persons reports

(10) Probable Cause/Declaration reports
(11) Property/Evidence reports

(12) Traffic Citations

(13) Summary of Arrest reports

(14) Patrdl officer shift activity reports
(15) Domedtic Violence reports

(16) Subpoenas and Warrant Service

— — — — — — — — — — — — — — — —
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County of San Mateo RMS RFP
Chapter 4: Functional Specifications

(17) BlueLetters
(18) Internd Vehicle Damage reports
(19) Other reports

Ability to submit AFR reports dectronically to RMS upon
command

Ability to access and update submitted AFR reports from
the field prior to report approval

Ability to access gpproved reports from the field

Ability to write AFR reports smultaneoudy with other
functions (e.g., eectronic digpatch, messaging, inquiries,
€tc.)

Ability to automaticaly populate AFR with information
gathered from an inquiry

[
[
[

]
]
]
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F. TRAFFIC

County of San Mateo RMS RFP
Chapter 4: Functional Specifications

1. Major Functions and Features

Traffic

a.  Ability to enter and retain deta from:

@

)
©)
(4)
Q)
(6)
(1)
(8)
©)

Traffic collison reports

i Injury

ii. Hitandrun

jii. Non-injury

iv. Private/public property

Treffic dtaions

Towed vehicles

Driving under the influence (DUI) reports
Impounded vehicle reports

Stored vehicle reports

Stolen or recovered vehicles
Repossessed vehicles

Suspect vehicles (incomplete informeation)

b.  Ability to track solen vehicles or suspect vehidles that have
been involved in traffic accidents

Collision Reporting

c.  Traffic collison report dataincluding:

@
@
©)
(4)

©)

Case number

Dateltime occurred

Reporting didrict

Collison location

i.  Primary and secondary roads

ii. Intersection

jii. Footage

For each party (driver, registered owner, passenget,
pedestrian, etc.):

I.  Name

ii. Driverslicense number/State

ji. Address

iv. Teephone numbers (home/business)

— — — — — — — — — — — —
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(6)

(1)
(8)
)
(10)
(11)

Citations

d.

County of San Mateo RMS RFP
Chapter 4: Functional Specifications

V. Sex

vi. Date of birth

vii. Vehicle Code violation(s)
viii. Injuries

ix. Safety equipment

For each vehicle:

. Year

ii. Make

ji. Model

iv. Color

v. License number/State
Narrative/summary

Primary collison factors
Reporting officer/ID
Citations (number and description)
CSTARS compliant

Treffic atation dataincluding:

@
@
©)
(4)
Q)
(6)
()

8

©)

(10)

Citation number (a phanumeric)
Case number (should not be arequired field)
Datetime issued

Officer

Violation(s)

Location

Vehicle description

I. Make

ii. Model

jii. Year

iv. Color

v. License number/State
Operator

I.  Name

ii. Address

ji. Dateof birth

iv. License number/State
Court information

i.  Court location

ii. Dateftime of appearance
Physica descriptors (height, weight, eye, hair, etc.)

— e ———— e B e B e B e B e e B e e B e B | — e ———
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County of San Mateo RMS RFP
Chapter 4: Functional Specifications

(11) Classfication
I.  Moving
ii. Norn-moving
iii. Equipment
iv. Secondary types (SS— Stop Sign, S— Speed,
etc.) (multiple)

Reports and Output
a.  Ability to compare citation locations and types with acci-
dent locations and types
b.  Ability to scan in diagrams or other documents and attach
to a specific report, case or incident
c.  Trdffic Citation Written Report:
(1) Byday
(2) By officer
(3) Bytype
(4 Bytimeof day
(5) By locaion
I.  Intersection
ii. Street
(6) High Citation Locations Report
d.  Ability to print areport ligting the number of citations writ-
ten by:
(1) Officer(s)
(2 Dateor daterange
e.  Trdfic Accidents Report:
(1) Bytimeandday of week
(2) Bydaerange
(3) By locdtion
(4 Summary Satigtics
(5) High Accident Locations Report
(6) Vehiclecode
Reports and Output

———

— — — —
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County of San Mateo RMS RFP
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a.  Ability to query traffic accident data and produce reports
by:

(1) Location/intersection

(20 Daeandtime

(3) Violaion type(s)

(4) Citation number

(5) Incident number

(6) Officer name/ID number
(7)  License number/State
(8 Involved parties names
(90 Reporting digtrict

(10) Day of week

(11) Anyfidd

b.  Ability to inquire on vehide information by user definable
criteria

I nterfaces

a.  Ability to interface with the Cdifornia Statewide Traffic Ac-
cident Reporting System (CSTARS)

Other

a.  Havethedhility to create billing summary (dispatcher, offi-
cer and vehide time involved) for DUI convictions

b.  Citation and collison information should be down-loadable
to geographicd andysis sub-system (pin mapping)

c.  Mader nameindex file updated automaticaly from incident,
citation, collision, etc., reports entered

d. Mader vehicleindex updated automaticaly from citation
and collison reports entered

e.  Ability to track stored/impound vehicle release fees

— e e
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G. PROPERTY AND EVIDENCE

1. Major Functionsand Features

a

Ability to capture and maintain the following property in-
formation:

(1) Incident number

(20 Casenumber

(3) Crimetype/dassfication

(4)  Item number

(5) Property type (found, safekeeping, evidence, €tc.)
(6) Category (photo, jewelry, narcotics, €tc.)
(7)  Serid number

(8) Description

(9  Quantity

(10) Owner name

(11) Dispostion

(12) Dayshdd

(13) Property Satus

(14) Dedtruction/release date

(15) Property vaue

(16) Storagelocation

Ability to track current location of evidence (chain of evi-
dence):

(1) Checked out by

(2) Checkedinby

(3) Datetime checked out
(4) Check out reason

(5) Dedination/location
(6) Actud return date

(7) Comment fidd

Ability to capture evidence and stolen property numbers
separaey

Ability to print and utilize bar code |abdls and portable
reader(s) for property management:

(1) Entry
(2) Satuschange

— — — — — — — — — e — — — — — —
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(3) Dateof gatus change
(4) Inventory

Ability for user-defined disposition dates based on days
property/evidence held and property/evidence type

Ability to automatically notify property cerk if case dispos-
tion is changed e sawhere in records system (to alow re-
lease/disposal of property):

(1) Digpodtion change from Didrict Attorney viames-
sge

(20 CrimeLab Updates

(3) Any disposition change via message

Ability to vaidate at time of data entry:

(1) Report number

(2)  Property type
(3) Category
(4) Digpogtion

Ability to change incident report number on groups of items
with sngle entry or commeand

Ability to update next review date for dl items associated
with a case using one transaction

Ability to capture and maintain the following pawned prop-
erty information:

(1) Pawnlocation

(20 Pawn ticket number

(3) Date pawned

(4)  Person pawning

(G Itemtype

(6) Serid number

(7) Destription of item
I.  Manufacturer/make/mode
i. Cdiber/sze
jii. Color
iv. Applied number

[
[

[
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County of San Mateo RMS RFP
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v. Text

Ability to compare pawned property descriptions against
reported stolen property descriptions for potentia matches

2. Reportsand Output

a

Ability to create a tolen property inventory listing by:

(1)  Category
(2) Report number
(3 Item number

(4) Owner number

(5) Manufacturer (Brand)
(6) Make

(7) Modd

Ability to list property due for disposition review by date
(disposdl, release, €tc.)

Ability to print monthly Activity Summary Report:

(1) Casssin

(2) Casesdisposed

(3)  Number of new items

(4)  Number of new items disposed

Ability to check found bicycles againgt lost bicycles:

(1) Seidized

(20 Non-seridized

(3) Manufacturer (Brand)
(4) Description

Ability to print list of pawned property grouped by property
type

Ability to list property by pawn location and pawn ticket
order

3. On-linelnquiries

a

Ability to sort and select property reports by:

[
[
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County of San Mateo RMS RFP
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Response
(1) Report number [ ]
(2 Serid number [ ]
(3) Description/item/category [ ]
(4) Datereceived [ ]
(5) Owner [ ]
(6) Storagelocation [ ]
(7) Tickler date [ ]
(8) OfficerID [ ]
(99 Satelicense number [ ]
(210) Other (maximum of 5 data éements) [ ]
b.  Ability to view incident/crime reports and digpositions at [ ]
property records workstation
4.  Crime Lab Functionality
a.  Ability to capture and creste an article file which includes
the following information:
(1) SMCSO Case Number [ ]
(2) Externd Agency Case Number (10 digits) [ ]
(3) DateTime Recelved [ ]
(4) Article Description [ ]
(5  Quantity [ ]
(6) Victim/Suspect/Owner Name [ ]
(7) Reated Charge [ ]
(8)  Probation Number [ ]
(9) Person submitting article’ s name/ID [ ]
(10) Article tracking number [ ]
(11) Blood sample data [ ]
(@ Sausof subject (dead, dive) [ ]
(b) Name of technician drawing blood [ ]
(c) Check box with 3 sdections for why blood [ ]
was drawn
(d) Quedtion fidd for acohol swab usage [ ]
(¢ Witnessing officer [ ]
(f) DaeTime/Location of draw [ ]
b.  Ability to sequentialy issue bar code numbers (and various [ ]

gzesof labels) for use of affixing to articles



County of San Mateo RMS RFP
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Ability to sub divide tracking numbers (for example, adrop
of blood removed from avid for anayss should receive a
subdivided bar code labd with references to the origina
vid)

Ability to track current location of article (chain of evi-
dence):

(1) ID of person checking article out

(20 Dateftime checked infout

(3) Actud return dateltime

(4) Storagelocation

(5) Activity regarding checked our item (i.e., andyss,
etc.)

(6) Retained by court/released at court

(7)  Typeof movement

@ Internd
(b) Pending
(© Secure

(d) Trander (i.e, intake to disposition)

Ability to use portable bar code readers for article input
and management (be sure to identify cost of readersin your
cost sheets)

Ability to automaticaly notify crime lab personnd if case
disposition is changed e sawhere in records system (to d-
low release/disposal of property) via use of a daily/weekly

log

Ability to prepare written narratives for attachment to article
files. The narrative should include common word processing
functiondity (i.e., word-wrap, spell check, etc.)

Ability to enter name/ID of crime lab personne writing
narretive

Ability to Sore narrative text for future use

Ability to write supplementa article narratives

[

— e ———

— — — — — —

Response

]

[y Sy S [y Sy S—

[ Sy Ty S W S S_—



County of San Mateo RMS RFP
Chapter 4: Functional Specifications

Automatic assgnment of completed narrative or supple-
mental article reports to user-defined supervisory personnel

Ability for supervisory personnel to approve or regect sub-
mitted reports on-line

Ability to list reports due for supervisor review
Ability to list outstanding reports

Ability to ligt articles due for disposition review (disposd,
release, etc.)

Ability to print monthly Activity Summary Report based
upon any/dl of the following criteria

(1) Artidesin

(2 Articlesdisposed

(3) Breskdown of which agency submitted which items
(4  Number of items disposed

(5)  Number of new items

Ability to attach crimelab analysis narrative reports to arti-
clecases

On-lineInquiries

Ability to sort and select article reports by:

(1) Report number

(20 Typeof aticle(i.e., narcotics, blood, etc.)
(3) Seid number

(4) Internd tracking number (barcode)

(5) Desriptivelitem/category

(6) Date received

(7) Tickler date

(8) Deputy/Office ID

Ability to post supervisor gpproved article status and re-
lated report(s) on secured intranet

[
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Response

c.  Ability to maintain an on-line inventory of equipment and
supplies

d.  Tickler file natification of low-levd inventory

e.  Ability to view incident/crime reports and dispositions at
crime lab workgtations

6. I nterfaces
a Module mugt interface with CJI'S

b.  Module must interface with SMCSO PRC CAD and pro-
posed RM S magter name and vehicle files



County of San Mateo RMS RFP
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H. INVESTIGATIVE CASE MANAGEMENT

1. Major Functions and Features

a

Ability to capture and maintain the following case manage-
ment informetion:

(1) Incident number

(2) Casenumber

(3) Crime code section(s)
(4) Casedaus

(5) Assgned to/officer number
(6) Dateassgned

(7) Statusdue date

(8) Summary

(99 Datecleared

(10) Officer dearing

(11) Clearancetype

Ability to define case information purge criteria
Ability to track activity of cases.

(1) Typeof activity
(2 Investigator
(3) Hours per type of activity

Ability to track next steps

Ability to set aflag to denote that a person, property, or
vehicdeisbeing investigated

Ability to automatically return afiled report to the assgned
patrol officer for follow up/clarification.

2. Reports and Output

a

Ability to print the following Case Management Reports:

(1) Casesassigned by report number
(2) Casesassigned by detective
(3) Casesforwarded to Digtrict Attorney

— — — — — — — — — — —
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(4) Closed and suspended cases
(5) Jduvenilevs adult
(6) Juvenile peitions

Ability to generate casdload Statistics by date and date
range:

(1) Tota number of cases reviewed

(2) Tota number of arrests by Petrol

(3) Totd number of arrest by Investigations

(4) Totd number of warrant requests

(5) Tota number of cases closed and reason for closure
by disposition

(6) Tota number of cases suspended

(7) Totd number of cases till open and classfication

(8) Casetracking and status

Ability to print case summary statistics and hours utilized by
investigators:

(1) Ceaseactivity
(2) Casesassigned
i. By crimetype
(3) Casescleared
I.  Percent cleared
ii. By crimetype
jii. Percent cleared by crime type
iv. By clearancetype
(4) Tota hoursworked on cases
I. By detective
(5) Cumulativetota hours by case
(6) Overtimeworked by case

Some of the specific reports needed include:

(1) Unassgned Cases - provide achronologicdl list of all
unassigned cases in ranked solvability factor order
for assigning case priority

(2) Case Status Summary (Case Closing Andysis) pro-
vide asummary of the status of dl assigned casesin
cluding actua number of case closures aswel as clo-
surerate

[
[
[
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©)

(6)
()

County of San Mateo RMS RFP
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Case Aging - provide the time frame between the as-
sgned date, follow-up date and if necessary time
overdue to adlow reassessment of scheduled follow-
up time frames and/or reallocate resourcesto assst
in afaster case closure

Assigned Case (Investigator workload) - list solv-
ability factors of dl cases assgned by investigator
Divison Case Counts - summary of dl casesas-
signed, broken down by investigetor with individud
totals and divison totals

Case Activity Summary - list of cases and corre-
gponding status whether assigned or not assgned
Follow-Up Due Report - summary of dl assigned
cases based upon a user-specified due date

e.  Provide ad hoc report capability to generate user-defined
reports, including but not limited to:

@
)
©)
4)

Person By Name - ligt of dl persons contacted by
user-specified date range

Vehicle By ArealBest - ligt of dl vehicles for a user-
Specified date range

Vehicle By License- lig of dl vehides by license
contacted for a user-defined date range

Vehicle By Color - list dl vehicles by color contacted
for a user-specified date range

f. Ability to mail merge case data and produce form letters

3. On-linelnquiries

a.  Ability to search and retrieve possible suspects from Mas-
ter Name Index based on:

@
@
©)
(4)
Q)
(6)
()
(8)

Full or partid name

Alias

Full or partid physica description
Specid characterigtics (tattoos, etc.)
Location of contact

Vehicle description

Multiple search criteria

Soundex matching

[
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(99 Any fidd or combination of fields

Ability to display specific records by searching for a spe-
cific case number. If the case number is not known, then a
generd file search using any other fidd can be initiated.

Ability to digplay awarning flash (or amilar indicator) indi-
cating that the queried item has been “tagged” for investiga-
tive purposes

Ability to search and retrieve information from any field or
fidds

[
[

]
]
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CRIME ANALYSIS

1. Major Functionsand Features

a

Ability to conduct crime didtribution anayss

(1) By arealbest, by reporting district
(2) By time, date, and day of week
(3) Freguency of occurrence
(4) Fregquency of occurrence
(5) Type (resdentia, auto, business, etc.)
(6) Current period vs. previous period
(7)  Current period vs. historica average
(8) Percentage of total crimes for period
I.  Reporting didtricts
ii. Areas/Besdts
lii. Teams
(9) Percentage change from prior periods (trend)

2. Reportsand Output

a

Ability to present crime digtribution gatistics in grephica
format:

(1) Bargraphs
(20 PRechats
(3) Linegraphs

Ability to perform searches across dl master namefiles for
given set of MO or input criteria

Offense Activity Report - functions as overd| crimind ac-
tivity andyd's, showing offenses reported and their dispos-
tions for a pecified time period (generdly one month)

Offenses Activity By Hour of Day - andyzes the incidence
of crimind activity by hour of day showing counts for each
offense category. The offense classification used should be
generated from the offense record for a defined range

— — — — — — —
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Offense Activity By Day of Week - andyzes the incidence
of crimind activity by day of week showing counts and to-
tals for each offense category. Thetdlies should be gener-
ated from the offense record for a defined date range using
the offense code date occurred (or earliest) fields

Offense Activity By Area/Best - andlyzes the incidence of
crimind activity by arealbest, showing counts and totals for
each offense category

On-lineInquiries

a

Ability to produce ad hoc reports selected on multiple fields
across multiple (more than 3) files

Ability to query crime activity between a user- defined
range of hours, over a user-defined historical period:

(1) By arealbeat

(2) By reporting digtrict

(3) Bytypeof crime

(4) Location/address range

(5) Date
(6) Timeof day
(7) Day of week
(8 MO

(90 Property typeinvolved
(10) Any combination

Ability to create temporary data subset files for inquiries
and manipulation

Ability to search for an incident number using the dete the
offense was reported

Display ligt of possible offenses showing the time received,
activity code, arealbeat and incident number for al offenses
that occurred during the date specified

[
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J.  ACTIVITY LOG

County of San Mateo RMS RFP
Chapter 4: Functional Specifications

1. Major Functionsand Features

General
a.  Ability to capture and maintain the following deputy activity
information:
(1) Deputy name
(2) ID number
(3) Radio cdl number
(4) Vehide number
(50 MDC number
(6) Equipment information
(7) Reportsfiled and type
(8) Arrests(by type)
(9) Citation written
(10) Fed interviews completed
(11) Courttime
(12) CAD events
(13) Overtime by category

Scheduling and Daily Roster

b.

Ability to enter and maintain various shift types, including
but not limited to, 24 hour, 9-day/80-hour, €tc.:

D
)
©)

Sart time
Endtime
Day of week

Ability to maintain adaily rogter function to include, but not
be limited to, the following:

@
@
©)
(4)
(5)
(6)
()
(8)

Agency
Employee ID
Name

Shift

Roster
Assgnment
Sation ID
Schedule code

— — — — — — — — — — — — —
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(99 Daterange

(10) Beginning hours

(11) Ending hours

(12) Date

(13) Off duty
I.  Vacdion
ii. Hoating holiday
li. Comp time off (CTO)
iv. Workers compensation
v. Sick
vi. Leave without pay
vii. Military leave
viii. Adminidrative leave
IX. Leave of absence
X. School/traning

Ability to maintain department schedule:

(1) Team
(20 Assgnment

Ability to identify staffing shortfalsin roster (based on
minimum gaffing levels for spedific day and time of week)
for overtime assgnment

Ability to maintain maximum number of pogtions alowed
time off

Ability to maintain promotion/specid assgnments

Ability to manage employee attendance and exceptions:

(1) Agency
(20 EmployeelD
(3) Name

(4) Beat assgnment
(5) DaeTimerange
(6) Type of exception (e.g., Sick, court, comp, €tc.)
(7)  Personreplacing

Ability to process shift trades

— — — —
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Ability to update rogter in red-time during roll cal

k.  Ability for roll call to updete schedule

l. Ability to schedule up to 6 months in advance

m.  Ability to maintain a 12-month leave schedule

Reports and Output

a.  Ability to summarize deputy activity by:

(1) Individua

(2) Grouped by team, etc.

(3) Timeframe (eg., hour range)

b.  Ability to print (multiple copies) of predetermined interva
(incident log, etc.) and externd reports (news release in-
formation - blotter, etc.)

c.  Ability to itemize patrol activity by:

(1) Typeof crime

(2) Daterange

(3) Cdlsfor sarvice report by date range with output
showing by day of week and hour of day

d.  Ability to produce Deputy Activity Summary, for entire
team or individud deputy, including:

(1) Cdlshy typeby day of week for every deputy
and/or beat car in the primary unit which handled a
cdl within the time period

(2) Totd time (digpatch to clear) units spent in service
eech type, including freetime

(3) Percentage of cdlsand totd time as compared to all
cdls

(4) Average responsetime (cal receipt to on-scene) for
each type with agrand tota of al activity for every
deputy with daily averages

e.  Ability to print roster report based on:

(1) Daterange

[
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County of San Mateo RMS RFP
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(2) Schedule code

Ability to summarize deputy scheduled leave, Sck leave,
comp time, and total out-of-service time:

(1) By employee(multiple)
(2) Bydaerange
(3) By shift code

On-lineInquiries

a

Ability to retrieve individud deputy activity by:

(1) Deputy name

(2) Deputy ID

(3) DaeTimerange

(4) Specific group (e.g., Team)

I nterfaces

a

b.

Ability for ectivity datafrom CAD to feed RMS activity log
function

Ability to interface with third-party scheduling software

[
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K.  PERSONNEL AND TRAINING

1. Major Functionsand Features

Personnel

a.  Ability to mantain the following personnd informetion:

@
@
©)
(4)
Q)

(6)

(8)

9)

(10)
(11)
(12)
(13)
(14)
(15
(16)
(17)
(18)
(19)
(20)

(21)

Name

Employee ID

Radio cal number or CAD number

Addresses (minimum 2 addresses)

Multiple telephone numbers, with extension, indud-

ing:

. Work

ii. Home

ji. Pager

iv. Cdlular

v. Voicemal

vi. Fax

Email address

Employment date

Rank

Divison/Bureau/Unit

Bargaining group

Education history

Height

Weight

Certificates/licenses

Specid kills (languages, licenses, etc.)

Promotion history (date, rank)

Current assgnments (specidty, concurrent)

Previous assgnments

ID card number/Expiration date/Renewd date

Emergency information

I.  Medicd history

ii. Dateof lagt physics

jii. Blood type

iv. Emergency contact (names, addresses, multiple
phone numbers)

v. Nextof kin

Indicator flags

— — — — — — — — e e e e — — — — — — — — — — — —

— — ——
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(22)

(23)
(24)

County of San Mateo RMS RFP
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I. Retired

ii. Carry concedled weapon (CCW)
jii. Specia operations

State DMV confidentiaity

i.  Indicator flag

ii. Application date

Next appraisal/review date
Termingion information

I.  Notification of termination deate
ii. Termination date

jii. Fileto storage date

iv. Filestorage location

Recruitment

b.

Ability to cgpture and maintain the following recruitment

informetion:
(1) Name
(2) Address (work/home)
(3) Teephone numbers (work/home)
(4) Preferred contact location/time
(5) Dateof birth
(6) Socid security number
(7) Ethnicity
(8) Sex
(9) Pogtion gpplied for
(10) Classfication (e.g., academy, non-academy, laterd,
other)
(11) Academy atended
(12) Academy graduation date
(13) Scores
I.  Interview (multiple)
ii.  Written test
jii. Agility test
iv. CVSA
v. Other
(14) Persond higtory questionnaire
I. Datereceived
(15) Background check
I.  Invedtigator
ii. Date returned

— — — — — — — — — — — — — —

— — — — —
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d.

e

(16)
(17)
(18)
(19)
(20)
(21)
(22)
(23)

County of San Mateo RMS RFP
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jii. Comment

Psychologicd interview date
Psychologicd interview pass or fall
Polygraph exam date
Polygraph exam pass or fall
Medica exam date

Medica exam passor fall
Fingerprinted date
Disposition

I.  Conditiond offer date
ii. Find offer date

Ability to track departmenta vacancies:

@
@
©)
(4)
Q)
(6)
()
(8)
©)

Unit

Position

Category (e.g., sworn, non-sworn, volunteer)
Date open

Name (leaving)

Request tofill date

Date OK for hire

Replacement name

Hire date

Ability to track applicant processng

Ability to track prior applications and no-shows

Training

f.

Ability to capture and maintain the following training infor-

mation:

(1) Name

(20 EmployeelD

(3) Rak

(4 Assgnment

(5 Employment date

(6) Educaion detall
I.  Yearsattended
ii.  Number of units
lii. School

— — — — — — — —
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(1)
8

)
(10)

(11)
(12)

(13)
(14)
(15
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iv. Degree(s) attained
Certificates of training
Courses and seminars attended
I. Dates
ii. Course nameftitle
jii. Course number
iv. Hours completed
v. Ingtructor/school
vi. POST/non-POST
Speud skills (multiple)
Firearms qudification higtory
I.  Weapon type
ii. Duty/off-duty
lii. Score comment
iv. Date
Seria number of non-agency issued weapon(s)
In-service training
I. Date
ii. Topic/skill
jii. Hours completed
iv. Instructor/school
Academy attended and date
POST certificates
State mandated training completion and dates
. FrgAid
i. CPR
jii. State DMV driving test
iv. CLETS

Ability to lig training schedules

Ability to track training hours budget and mandatory train-
ing by individuds, position or rank

Ability to track course information:

@
@
©)
(4)
(5)
(6)

Nameftitle of course
Course number

Date

Location

Hours
Voluntary/mandatory

[

— — — — ——— — — — — — — — — — — — —
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Response
(7)  Advanced deputy training [ ]
(8) Reimbursable/non-reimbursable [ ]
(9) Grade [ ]
J- Ability to sat up and maintain a schedule for different types [ ]
of training activities
k.  Ability to obtain tickler information on personnd in need of
training by:
(1) Person [ ]
(2)  Traning type [ ]
(3) Date [ ]
Injury Tracking
l. Ability to track multiple work related injuries to personnd:
(1) Dateof injury [ ]
(2)  Typeofinjury [ ]
(3) Incident report number [ ]
(4) Indicator of pre-designated physician [ ]
(5) Disposition [ ]
(6) Work gatus/assgnments narrtive [ ]
(7) Expected return date [ ]
(8) Actud return date [ ]
(99 Adminigrative dates
i.  Formsgivento employee [ ]
ii. Department notification of injury [ ]
ji. Completion of adminidrative review [ ]
iv. Formsreturned by employee [ ]
v. Forms submitted [ ]
(10) Adminigtrative review control number [ ]
m.  Ability to track personnel exposure to:
(1) Hazardous materids [ ]
(2) Contagious diseases [ ]
n.  Ability to track notification of exposure activities [ ]
0.  Ability totrack injury time [ ]
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Reports and Output

a

Ability to summarize monthly training hours

(1) Number of sessions

(2) Membersattending

(3) Hdd training deputy

(4) Totd hours (sworn/non-sworn/volunteer)
(5) Grandtotd hours

Ability to print summary of training by individuad training
type

Ability to print breskdown of monthly training:

(1) Date

(2) Subject

(3) Sessons

(4) Trainees (number)
(5) Hours

(6) Totd hours
Ability to print training shortfdl ligs

Ability to produce history of assgnments during career of
individud

Ability to print summary (with user-defined date range) of
career injuries and time logt by individua or group of indi-
viduds

Alphabetic Ligt (sorted on any field) - overdl personnd
rogter liging al names aphabeticaly and providing depart-
menta information regarding each person'srank, divison,
bureau, unit and severa personne data dements including
address and tel ephone number

List by Employee ID Number - provide a complete agency
roster by 1D number

On-linelnquiries

a

Ability to retrieve personnd records by:

— e ———
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Q)
(6)
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Name

Specid kills

Employee ID number
Team/sguad/station assgnment
Training class or school

Bargaining group

Ability to display training history in reverse chronologica
order (most recent first)

Ability to display career higory of assgnments by individud

Ability to display current or future daily shift logs

— — — — — —
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L. INVENTORY, EQUIPMENT AND MAINTENANCE

1. Major Functionsand Features

a

d.

Ability to cgpture and maintain the following issued equip-
ment informetion:

(1) Item number

(20 Descriptionymode/type

(3) Size/caliber of weapon issued

(4 Cost

(5) Seid number/VIN

(6) Asset property tag number

(7) Issuedto (individud, vehicle, or location)

(8) Dateof purchase

(9) Dateof issuance

(10) Condition issued

(11) Comments

(12) Issued by

(13) Datereturned

(24) Condition returned

(15) Receved by

(16) Maintenance
i.  Equipment type (weapons, €tc.)
ii. Repair dates and comments

(17) Statuscode (lost/missing)

(18) Replacement dates

Ability to track individua components of equipment includ-
ing running balance and maintenance history

Ability to track duty and persond firearms:

(1) Duty/personnd
(2) Seid numbers
(3)  Inspection and maintenance dates

Ability to print and use barcode labels

2. Reportsand Output

a

Ability to print summeary of equipment by employee

e B N e N e N e e B e N e B e N e B e e e B e |
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b.  Ability to print equipment issued and in-stock inventory
ligings
c.  Ability to print equipment ligts by:

(1) Item number

(2) Seid number

(3) Locdion/vehide
(4) Individud issued to
(5)  Equipment type

d.  Ability to print periodic inventory check lists by:

(1) Building
(2 Vehde
(3) Storagearea

e.  Ability to print reorder lists
f. Ability to print periodic inventory check ligs by:

(1) Tagnumber
(2) Location

(3) Manufacturer
(4) Alphabeticdly
(5) Item category

On-linelnquiries
a.  Ability to retrievelview equipment records by:

(1) Serid number

(2) Equipment type
(3) Location

(4) Individud issued to

b.  Ability to view current issued inventory by individua/ vehi-
de

c.  Ability to review quantities consumed by date range and
user

[

— — — — —
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PERMITS AND LICENSES

1.

Major Functions and Features

a

Ability to maintain information for masseuse and taxi per-
mits

Alarm Permits

b.

Ability to track commercid and resdentid security and fire
darm permits

Ability to track fase darms by location and frequency
Ability to generate form letters for false darm occurrences
Ability to calculate false dlarm charges and one-time fees
Ability to print summary of fines and fase darm response

Ability to generate invoice for excessve fase darm re-
Sponses

Ability to handle any specid requirements for grace peri-
ods, etc.

Ability to track permit detail master name information
(minimum 3 names and addresses), expiration date and fee
information

Ability to tie permit information with mester namefilein-
quiry

Ability to flag inquiry if permit/license expired, permit holder
in custody or hasfelony arrest

Bicycle Licenses

Track the following bicyde license information:

(1)) Owner name

(20 Address
(3) Tedephone number
(4) Bicyde

— — — —

Response

[y T i SR y S_—



County of San Mateo RMS RFP
Chapter 4: Functional Specifications

(5) Manufacturer

(6) Mode

(7)  Serid number
(80 Color

(99 Sze

(10) Type

(11) Datelicensed/expiration

(12) Feecollected

(13) Bicydelicense number (UC Davis, €tc.)
Reports and Output
a.  Ability to print expired license/permit listing by license type
b.  Ability to print detail license/permit information
c.  Ability to generate serid numbersfor licenses/permits
d.  Ability to print license/permit forms
e.  Ability to print caculated fees and charges
On-linelnquiries
a.  Ability to review fase darm gatus.

(1) Number of false darmsfor user-defined period
(2) Lastnatice
(3) Billing/invoice deta

b.  Ability to inquire license/permit information by:
(1) Name
(2) Permit number

(3) Seid number
(4 Manufacturer/mode

I nterfaces
a.  Ability for CAD system to access darm permit information:

(1) Emergency contacts
(20  Alarm company office

e B e B e e e e R e e B |
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N. MASTERVEHICLE INDEX

1. Major Functions and Features

a.  Ability to cgpture and maintain the following vehidle infor-

mation:
(1) Vehicdetype
(2) License number
(3) Licensedate
(4) Licenseexpiration date
(5) Make
(6) Mode
(7) Modd year
(8) Vehideidentification number (VIN)
(99 Color
(10) Narrative
b.  Ability to capture and maintain towing informeation for ave-
hide
(1) Towed by
(20 Towedto
(3) Datetoward
(4) Reasontowed
(5) Dateavallablefor rdease
(6) Reeasedate
(7) Reeasadto
c.  Ability to capture and maintain traffic citation/collison in-
formation for avehicle
(1) Roadtype
(20 Road condition
(3) Road surface
(4) Road characteristics
(5) Pointsof damage
(6) Traffic contrals
(7) Vehicdledamage
(8) Vehicdedisabled
(99 Hazardous cargo

— — — — — — — — — — — — — — — — —
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Response

(10) Travd direction
(11) Trave sped
(12) Sped limit
(13) Damage amournt

— r———
[y Ty S E—

Ability to associate names from the Master Name Index to
vehidles, for tracking:

(1) Owner [ ]
(2) Driver [ ]
(3) Passenger [ ]
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O. SYSTEM INTERFACES

1. General

a

Sysem shdl interface to the following systems. Specific
data exchange requirements to/from the regiond RMS are
detailed in the Interfaces section of each section.

(1) CJSJal Management System

i.  Pre-booking

ii. Inmate information queries

jii. Feed RMSwith master name index data
(2) CJS Superior/Municipa Court System

I.  Warrant information

ii. Automatic exchange of case data

jii. Query of case gatus
(3) Autocite

i.  Citation data exchange to/from RMS
(4) CJISDigrict Attorney’'s Office System

i.  Automatic exchange of case data

ii. Query of case Status
(5) RIMS
(6) IFAS(County Finance)
(7) TMS
(8) FACES

(90 Livescan

I.  Feed RMSwith fingerprint data, mugshots, ar-

rest information

(10) PRC CAD

i.  Automated download of pertinent incident data

ii. Query of pertinent historical incident data
(11) Exiding Imaging System (TFP)

I.  Booking photos
(12) CdiforniaDMV

I.  On-line photos
(13) CLETSDOJNCIC

I.  Law enforcement database queries
(14) County Probation (PDS)

. Query
(15) I/LEADS

I.  Feed master name index datawith SFIA

ii. Queryl/LEADS of case and subject data

Response
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(16) DOJ
i. Cda-ID
ii. Cd-Gangs
jii. Cal-Photo

Ability for system to capture images (e.g., documents,
photos) associated with crime reports and cases and inter-
face such data with the vendor’ s proposed optical imaging
solution

Ability to interface with off-the-shelf geographic information
system (e.g., ArcView) for functions such as incident plot-
ting and trend andysds

Response
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Supplemental Report Writing Questionnaire
A. HARDWARE/SOFTWARE/DEPLOYMENT REQUIREMENTS
1.  Doesyour reporting software support deployment on laptop comput-
ers and specialized mobile data computers (MDC) that are PC-
compatible. Y/N
2. Supports deployment on fixed desktop workstations. Y/N
3. Supports LAN-based or workstation-based instal | ation/execution.

a Instdlation Y/N
b. Execution Y/N

4.  Describe workstation hardware requirements.

a  Minimum/recommended CPU YIN_
b.  Minimum/recommended RAM YIN_
c.  Minimum/recommended hard disk capacity YIN_
d.  Minimum/recommended video display capabilities YIN_
e.  Other required/recommended hardware YIN_

Al
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Software is Microsoft Windows compatible

a  Windows 3.x Y/N
b.  Windows 95 Y/N
c.  WindowsNT Workstation Y/N
Software requires third-party software (database, word processor,

spdll checker, etc)? Specify any required/recommended third-party

software. Y/N
Software includes third-party software (database, word processor,

spell checker, components)? Specify dl included third-party software
components. Y/N
Software integrates with third-party software (office automation,

Email)? Specify supported third-party applications. Y/N

A2
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USER INTERFACE

1.

Software takes advantage of native Windows user interface capabilities to enhance

data entry process:.

a.  Drop-downligts Y/N
b.  Autofill-infautocompletion Y/N
c.  Checkboxes, radiobuttons Y/N
d.  Toolbars, pull-down menus, buttons, shortcuts Y/N
Software /hardware supports various input mechanisms:
a  Keyboard Y/N
b.  Pen-based Y/N
c.  Touchscreen Y/N
d. Voicerecognition Y/N
e. Other Y/N
Datais stored in open-standards compliant database or repository on
MDC and server? Specify database(s) used. Y/N
Software alows agency customization:
a  Agency defined vaidations and edits Y/N
b.  Agency defined forms Y/N
c.  Agency specific processes/workflow Y/N
d. Toolsprovided to dlow agency to develop additiond custom

forms and/or modify existing forms without assstance from ven

dor, with proper training. Y/N
The system provides flexibility in user interface and data collection options:
a  Interview-oriented data collection Y/N
b.  Fedentry oriented data collection Y/N
c.  Graphica form-entry oriented data collection Y/N
The system supports multiple deta transfer options
a. Hoppy Disk Y/N
b.  Other removable media (PCMCIA hard disk/memory card) Y/N
c. Commercid Wirdess (CDPD, RD-LAP) Y/N
d.  WirdesLAN Y/N

A3
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The system dlows for eectronic workflow capabilities:

a

Electronic review and approva process

(1) Supportsdigita sgnatures Y/N
(2) Supportsrecord seding Y/N
(3) Tracks changes by user Y/N
Routing of documents to various departments/divisons/ person-
nel Y/N
Agency-defined events can trigger actions (Email, Printing, RMS
update, etc)? Y/N
Specify types of events and actions.
Groupware integration (L otus Notes, Exchange, Groupwise,
etc.)? Y/N
Describe:

The system supports integration with document imaging applications?

Specify imaging applications to which interfaces have been devel oped

Y/N

and deployed.

A4
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C. REPORT GENERATION/OUTPUT

1.  Sysemiscapable of generating high qudity printed forms that are comparable or iden-
tica to existing pre-printed forms. Output capakilities should include but not be limited
to:

a  Vaiety of Fonts

(1) Multipletypefaces Y/N
(2) Scdalemultipleszes Y/N
(3) Supports portrait and landscape orientation Y/N
(4) Supports 0 — 360 degree rotation Y/N
(5) Multiple atributes (bold, itdic, underline) Y/N
(6) Font graphics (inverse, outline, drop shadow, €tc) Y/N
(7) Barcode/Posta Code/OCR character generation Y/N
b.  Graphics capabilities

(1) Horizontd, Verticd and Oblique Lines Y/N
(2) Linessupport various point Szes'thicknesses Y/N
(3) Boxes(outline and solid fill) Y/N
(4 Shading

I Solid Y/N

i.  Gradient Y/N
(5) Graphics

I Logos Y/N

i. Images Y/N

ji.  Supportsindustry standard formats (JPG, BMP,

TIFF, PCX, etc) Y/N

Iv.  Watermarks/Background images Y/N

V.  Scanned Sgnatures Y/N
(6) Support for color

I On screen Y/N

ii.  On Printed output Y/N

(7)  Support for printing double-sided forms
c.  Supports Headers/Footers providing agency-defined information

such as

(1) Agency Name Y/N
(2) Printing User Y/N
(3) Print DaeTime Y/N
(4 Worksation ID Y/N
(5) Other information Y/N

2. Support for generation of HTML output to support publishing of cont
pleted forms to Intranet or Internet. Y/N

A5
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Describe:

3. Supports COLD (computer output to laser disk) storage capabilities. Y/N

Describe:

A6
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D. OTHER FEATURES

1.  Officers can save reportsin progress and resume report at exact loca
tion in report completion process with no loss of data Y/N

Describe process.

2. Officers can work on multiple reports and on multiple incidents smul-
taneoudy and can toggle between them at officer’ s discretion. Y/N

Describe process.

3. System does not “supercede’ dispatch-oriented mobile data application.
a.  Officers can quickly minimize AFR gpplication Y/N

Describe:

b.  Digpatch application can be “re-activated” with asingle key-
stroke or function key Y/N

Describe:

c.  Digpatch audible derts and/or indicators are il presented to of-
ficer while gpplicationisin use Y/N

Describe:

A7
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RMSINTEGRATION/INTERFACE
1. Issoftware goplication fully integrated with RM S gpplication(s)? Y/N

Describe integration:

2. Hasan interface between the proposed RM S and the proposed report
writing systems been previoudy designed and implemented? Y/N

a.  If so, & which agencies/organizations? Please provide contact information for up
to three agencies.

3. Hasthe proposed report writing system been interfaced to a PRC
CAD system? Y/N

If S0, at what agency(s)?

4.  Candatafrom the CAD Incident record be used to initiate a report
and populate appropriate fields? Y/N

5.  Aredl fiddscollected in goplication transferable to RMS? Y/N

6. Doadl fiddsin the gpplication have corresponding deta dementsin the
RMS gpplication? Y/N

7. How doesthe interface handle multiple reports per incident?

8.  How istheinterfaceltransfer process initiated?

9.  Whenisdaainthe RMS system updated?

A8



10.

11.

12.
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What facilities are provided for “ conflict resolution” (i.e. information in one report con-
flicts with informetion in another report)?

What facilities are provided for data validation and correction?

What is done with locally stored data after the update/transfer process is completed?

a. Which“copy” isconsdered the “master copy”?

b.  What fadilities exigt for reviewing/removing data stored on the mobile data de-
vice?

c. Arerecords*“flagged” after the transfer process has been suc-
cessfully performed? Y/N

A9



SECURITY
1. Isaccessto the application controlled by the use of auser-

| D/password combination? YIN_
2. Isanaudit log provided to record user activity? YIN_
3. Isthisaudit log secure from user tampering? YIN_
4.  What types of activities and information are recorded in the audit log?
5.  Areactivities parformed automaticaly associated with the user? YIN_
6. Isdatastored within the system encrypted or otherwise protected from

viewing should the mobile data device be logt or stolen? Y/N

County of San Mateo RMS RFP
Appendix A: Supplemental Report Writing Questionnaire

Describe:

A10
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Appendix

Optical Imaging Standards
Vendors must review the following documentation provided by EID and the
County’s Information Services Divison. Any proposed optica imaging document
management system must be compliant with the standards incorporated herein.

San Mateo County

Informatlon

Services
Department

Electronic Document M anagement
Systems Standards and Guidelines

Prepared by:

M. Kathryn Ciamarro, Project Manager
County of San Mateo, ISD

Robert M. Blatt MIT, LIT
Electronic Image Designers, Inc.






Table of Contents

R [ 5 00 (U e: (o] o TSROSO 5
Background INfOrMEtiON. .......c.cervereerieriesiesiesieeee e 5
About the County Of San MateO.........cccevrveeeerercere e 5
About the EDM S Standards Project..........ovveerereenieneeniesienienene 2
PUIMDOSE......cei ittt sna e 6
(@0 [= o Y= 6
SHBETY v vveeeeeeereeereeeseseeeseeseeesesesesesessee s eesesesenesesessess s senesenees 6

2 Oveview of Document Management Technologies............oou...... 7
2.1 Overview of Web Enabled Document Management TEChNOIOQIES .......ccvvveeeereereerennennen.
2.2 Overview of Imaging TechnolOgIES........coerereeeeieriere e 8
2.3 Overview of Document Services TechnolOgIiEs.........veveuevneee 9
2.4 Overview of Workflow TechnOlOQIES........cccvevereereerereenieneens 10
2.5 Overview of COLD/ERM TechnolOgies.........ccvvvvrveereenrenen 11

3 EDMSGUIddIneS/ Standards........ccceevereerereeesennieseeseeee s 12
3L INtrOAUCHION ...t 12
3.2 Sdlecting the Appropriate Guiddineg/Standard ............ccve.... 13
BB GENEEL ..ot 13
3.3 L USEr GUIEIINES. ...ttt 13
3.3 L1 TEMINOIOOY ... euervereereemerrerreersesreseeesresseseesesseseeessesreseens 13
3.3.1.2 Human and Organizational ISSUES..........cccoerverererennenens 13
3.3.1.3 RFP DEVEOPMENL......cervieeeeierierieerie e 13
3.3.2 Legality ISSUES.....coeeeeieieieneste st 14

3.3.2. 1 EXPUNOEMIENE e eeeeeeeeeeeiee e e e e e eeeeeansensseseseeeesnnnneeeas 14




3.3.2.2 Legal Acceptance of RECOIAS........vvveveeeeeeeeeeeeeeeeeeea 14

3.3.3 Technology STaNdards..........ccocerererereeieeniesiesese e 14
3.34 Implementation CoNSAErations.........cccevvrvereeerereenereneenenne 14
3.3.4.1 System AdMINISITEION. .....cvevereereerieeeeeeeesee e 14
3.3.4.2 System PerformancCe........ccoeeveveereeeneeeeesesese e 15
3.3.4.3 System SCA@hIlity ...cvoveeeereeereeree e 15
3. 34,4 FaX SEIVICES. ...ceieeeierierie st sie sttt s sre s 15
3.4 DOCUMENE IMAOING ...t neens 16
4.1 USEr GUIAEINES.......coveeeeriisieeeesiesee e 16
3411 PlANNING .c.veveeueeieeneeieseesie it eesee s see s e sneseeas 16
3.4.1.2 Indexing the INfFOrmM@ation..........c.cereeerereeneeeresieseseseeeee 16
3.4.1.3 Storage TeChNOIOQIES.......ooververeerierieeeeeeee e 16
34.14MediaLabeing......ccccovvererineneninieeee e 16
3.4.1.51Mage FOIMELS........coivereerieere e 16
3.4.1.6 QuAlity CONLIO .....eeeeereisieeeeeere e 17
3.4.2 Technology Standards.........ccceeerererereeienienesese e 17
3.4.3 Implementation CoNSAErations.........ccccvvrvereeerereeneneneennene 17
3.4.3.1 Document Scanning & INAEXING.......ccceververeerererieneneens 17
3.4.3.2 Scanning/Indexing Performance.........cooeoeeerenieienenieeen 17
3.4.3.3 1Mage COMPIESSION.....veveeirreriesiesieeeeeeseeseeseeseeseesneseens 18
3.4.3.4 DOCUMENt SCANMNING. .+-cveveneeiesrereenesie e seese s seeeesesre e 19
3.4.3.5 DOCUMENE INDEXING ...vcvvenveeeneesieeiesieeeeee e 19
3.4.3.6 QUAlity CONLIO ......ceeeereerieeeeeeseeere e 19

3.5 DOCUMENE SEIVICES ..o 20




351 USE GUIAEINES. ... 20

3.5.2 Technology Standards.........cccceerererereeieiesiesese e 20
3.5.2.1 Open Source DIstribution..........ccoeeerereneeeneseeseseeeee 20
3.5.2.2 Development TOOIKIES......coevererereeeeieeese e 20
3.5.3 Implementation CoNSAErations..........cceoerereeerereererereennene 20
3.6 WOIKIIOW ... 21
3.6.1 USEr GUIEIINES.......coveeeerierieieiesiesie e 21
3.6.2 Technology Standards.........ccceeerererereeieeniesesese e 21
3.6.2.1 Workflow Development TOOIKItS..........ccoveerereererereennen 21
3.6.2.2 WOrKflow AUdItiNg.......cevverveneerienienieeeeieiesee e 22
3.6.2.3 Workflow Interoperability .........ccoeeererereeenenicieseseee 22
3.6.3 Implementation CoNSIAErationS...........ccovrereeerenrererenrennene 22
3.6.3.1 WOIKFIOW ... 22
3.6.3.2 ROIEVEISUS USEY ...ttt 22
3.6.3.3 ROULING REQUIFEMENES........cceeievereeerie e 23
3.6.3.4 Graphica "Rule DeSIgNer".........ooerereeeeesenesie e 23
3.6.3.5 WOrK MONItONNG ....c.eeuerveseeeeiesresieesie e 23
3.6.3.6 Escalation ProcedUIES..........ccovererereeieieiese e 23
3.6.3.7 Error HaNAliNg .....coveoveereeneeenenieneeesie e 24
3.6.3.8 TiIME-0Ut PrOCEAUNES........cceevereereerieeieeieiesie e 24
3.7 COLD/ERM......ctiiiieieriesiesiesiesiesiesseseseenee e ssessesseseessessens 24

Implementation GUIJEIINES.........ccooerirereneneeeeee e 24
4.1 Process/Procedure Basalining........ccocveeeeereeneeenenieneseseeneene 24

4.2 Anticipated Processes/PrOCEOUIrES. .......vveeeeeeeeeeeeeeeeeeeeeeeennns 25




4.3 RequirementS DEfiNIION. ... 25

4.3.1 Records Management ..........ccevereriereneeeereenee e 26
4.4 Critical SUCCESS FaCIOrS.....ccveecieecreecteecre et 26
4.4.1 Busness Relaed GOAS ......ccocevververiererieeeeeesee e 26
4.4.2 TechniCal GOAS.......cocveeeieriirie e 27
4.5 Document CONVEISION ISSUES.........ocvereeriereeeeeenee e 28
4.5.1 Full-Backfile CONMVEISION.......cccoeririereeeriesieeee e 28
4.4.2 Partiadl Backfile CONMVEISON........cccereruerereeieniesee s 28
4.4.3 AsNeeded CONVErSION.....ccerueererieneeeriesieesie e 29
4.6 Product Evauation GUIJEIINES..........ccoererereeieeneseseesieseenes 29
4.6.1 ProducCt MaUNItY........ccereeeriereeinenieseee s 29
4.6.2 Adherence to Relevant Industry Standards/Guiddlines........ 29

4.6.3 Ability to Meet Key Objectives and Critical Success Factors29

4.6.4 Leve of Available Technical Support Both During and After Implementetion...............
4.7 Technology Evaluation GUIEINES...........cccvereeererieneeeneeneee 30
4.7.1 COLD/ERM......coeitiiiisieenieeiesieenieseesieesee e ste e esne e 30
4.7.2 DOCUMENt IMBOING ... e 30
4.7.3 DOCUMENE SENVICES....cueiueeiesiereesre st see e 31
4.7 A WOIKIIOW ...ttt 31
4.7.5 FOrMSMaNagEMENT .......ceeereerreeireeree e 31
4.7.6 Web Publishing COmponents...........ccoeeerereerereseenesesseneene 32
4.8 Acceptance TeStiNg Criterial......overererereeeereeneesee e 32
4.9 ROIOUE PIANNING ...t 33

4.10 Typica Project Activitiesand MileSones..........eveeeeeveeennnne. 33




Appendix A —Guiddinesand Standards........coooeeeeeeeeeeeeeeeeeeeeeeeeeenn, 35

5.1 Document Management Industry GUIdENES............ccceeereneee. 35
5.2 Document Services Industry Standards..........eeeeevveeeeeeeveniineenss 39
5.3 Workflow Industry Standards..........ccocveeeeeveveeeeivieeee e, 40
5.4 Document Imaging Industry Standards............cccevererennennns 40
5.5 Storage and Archival Standards...........ccceevvereeenineieecnnenee 41

Introduction

Background Information

The process utilized to develop this document included a high leve review of existing processes
throughout specific county agencies through an interview process, and/or through reviewing existing
documentation. When those agencies had current reports related to these technologies, these re-
ports were reviewed and in many cases, portions were incorporated in the accompanying Depart-
ment/Agency high-level review document. This evaluation was limited to those activities associated
with the document management and workflow technologies.

Asindustry standards and guiddines will continue to mature, this document will be kept current on
an annud basis, enabling the County to maintain a current level of adherence, and compliance with
selected industry related standards.  The standards and guidelines that were evauated were sdlected
from American Nationd Standards Ingtitute (ANSI), Association for Information and Image Man+
agement (AlIM), and Internationa Standards Organization (1SO). Other standard setting bodies
(NISO, PIMA) were researched to ensure that all relevant guiddines and standards are listed in this
document.

About the County of San Mateo

Severa Departments within the County of San Mateo are currently engaged in projects to better
process and manage ther forms and records using eectronic solutions including imaging systems,
search, storage and retrievd systems and workflow systems.

The need to find a better means of processing, sharing and storing data in other than hard copy is
greater than ever given current workloads, government regulations, the high volume of information
available, and the fast-paced technological climate in which we live and work.

The County Manager’ s Office and Information Services are partnering in an effort to promote
dandardization in the area of Electronic Document Management Systems in order to ensure




overdl cogt-effectiveness and the compatibility of data between multiple platforms, sysems and
technologies.
About the EDMS Standards Project

|SD has been mandated to maintain this document to ensure that dl rdevant information is current
and available for review by County agencies.

Purpose

The County of San Mateo Standards and Implementation Guiddines, has been prepared by the In-
formation Services Divison (ISD). The purpose of this document is

> To edablish asat of implementation guiddines related to DM/Workflow technologies

» To provide technical and project management support to those County agencies evau-
ating the technologies, but do not have internd staff knowledgeable with these technolo-
gies

» Toasss in reducing project related costs by devel oping a standardized approach to the
evauation, sdlection, and implementation of these technologies.

» Todlow for theimplementation of atechnology foundation from which the County of
San Mateo can add technologies, as required, while ensuring compatibility and informa-
tion sharing.

Objective

The objective of the EDMS project is to provide County departments, by way of this document, an
overview of records management technology, recommendations as to software and hardware stan-
dards, and guiddines to assist departments with the implementation of these systems.

Strategy

This report contains the results of research and analys's conducted by the project team into EDM
and rdated systems. A comprehensive review of written materids, internet research, discussons
with product vendors and independent industry analysts, as well as product demonstrations contrib-
uted to the results of this study.

Interviews were also conducted with pertinent staff within the County organizetion to ascertain the
needs of departments and the current state of their document management technology.

The EDMS Standards Project Team is headed by Kathryn Ciamarro, Project Manager from ISD.
The services of Electronic Image Designers, Inc, an independent consulting firm, were engaged

for their specific industry and technology expertise. Representatives from several County de-
partments have been included in the process.




Overview of Document Management Technologies

"Electronic Document Management” is becoming an al-encompassing term, referring to the integra-
tion of the underlying technologies induding:

» Document imaging

» Document services

> Workflow

» COLD/ERM
2.1 Overview of Web Enabled Document Management Technologies

Document management systems provide users with access to more gpplications within a common
user interface. One of the primary reasons users prefer thislevel of technology is the distributed
functiondity that becomes avallable dmost immediatdly after implementation.

These systems provide numerous advantages over traditiona client/server-based document man-
agement systems because users are dready comfortable with browsers and the cost of implementing
“thin-clients’ is continually decreasing.

From ahigh level perspective, web based document management technologies enable users to:
1. Control accessto documents
Link documents to various sources outside the WEB/HTML environment
Update documents
Maintain documents with native editors or manipulation tools
Position documents as part of a business process requiring bi-directiond communication
Customize format, content, and accessihility for each individua user
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These systems enabl e browser-based access to document repositories which were previoudy avail-
able only within very closed and proprietary environments. This browser-based access has become
the lowest common denominator among document management products from a user perspective.
With this type of user interface people utilizing this technology don’t need to learn new interfaces
every time different types of information become available. An example of this would be when or-
ganizations begin deploying information in nontraditional methods such as video, audio, or non-
word processing based formats. The browser service would determine how to present the informa-
tion to the user, dlowing the user to determine whether they need the information or not. Previoudy
the users were forced to first determine whether they needed the information, and if they did require
the information, the user had to determine the best method of retrieving the information and then
viewing it. In many cases, this became an extraordinary effort sgnificantly increasing the cost

of performing business activities.




From the end-user perspective, browser-based functionality is a primary reason the concept of the
intranet has grown and become widdly accepted throughout organizations. Using this technology
endbles usars to establish online information repogitories alowing for virtudly any type of informe-
tion to be accessed from a browser.

Many document management products enable users to save information in user-sdectable formats
including: HTML, and PDF format. This capability prevents the loss of formetting and other infor-
mation that typically occurs when the users are forced to convert the information with third party
products. The result of thistechnology trend is that the client workstations are no longer forced to
maintain copies of various authoring tools to access the desired information. With some products the
browser on the client can launch the native gpplication or aviewer and maintain the origind format-
ting and, possibly, editing. However, this approach requires that the native application or viewer be
resdent on the client platform, thus limiting the concept of universa access and ultra-thin clients.

To address thisissue of ingalling complete copies of gpplications on user workstations for read-
access only, many vendors have developed products that are now reedily available, &t little or no
charge, to the end-user for read-only versons of the gpplications. Examples of thisinclude, Adobes
PDF reader, Microsoft’s Word Reader, and Wang's Image Viewer (primarily for G3/G4 TIFF
formatted images). Some vendors provide document viewers with support for a significant number
of different file formats and include these tools within their document management services.

Web based document management systems enable applets, or thin-clients, to check information
infout of the repository, dlowing users to make changes and check the modified information back
into the repository. The browser client becomes a combination reader and editor for al types of in-
formation. This has been achieved through the use of applets that can be downloaded when re-
quired, or requested, or can be pre-loaded on the user workstations. These applets can be further
managed from a centralized point enabling system adminigtrators to control not only which functions
are avallable, but aso which users have access to those functions.

With these advancesin technology, information can be more tightly tied to business processes and
greatly facilitates collaborative information creation and management in a secure and controlled en
vironment. Products that specifically exploit the dynamic nature of Web content and transform
documents into entities capable of customized one-to-one communication provide the highest level
of Internet-related functiondity.

2.2 Overview of Imaging Technologies

Even in today’' s world, many organizations till function dmost entirely in a* pgper-driven” environ-
ment. This environment is a direct result of the need to maintain information on al aspects of
the organization. As the organization expands and the volume of work increases, the amount
of documentation grows at an enormous rate. This growth forces organizations to ether dis-
pose of documents not considered essentid, or increase the storage areas used for the filing of




these documents. The problems which may occur are significant and could have an adverse impact
on the overal client service provided by the organization.

To dleviae these problems, many organizations began using microfiche and microfilm technologies
as well as edablishing complex manua procedures to support organizationa demands. When
document management technologies are used to replace or augment manua paper management
systems, organizations face another issue: how to successfully implement the desired technologies
without adversdly affecting the day-to-day operations. When addressing this issue, organizations
need to determine which technologies are appropriate to address identified business and technical
needs. It should be recognized that when implementing these technologies organizations will need to
review existing day-to-day operations to identify where the technologies would be of vaue to pre-
vent redundant processing.

From ahigh leve view, there are four basic components to document imaging systems. input, iden-
tification, storage, and retrieval. Theinput components typicaly consst of multiple sngle-sded
(smplex) and/or double-sided (duplex) document scanners. Inputting technologies enable users to
cgpture information in a variety of formats including dectronicaly completed forms, facsmile docu-
ments, and hard-copy documents. The scanning stations are used to convert hardcopy documents
into a digita format for subsequent storage and management on the document imaging sysem. The
identification sations alow users to identify (or index) incoming documents alowing them to be
retrieved at alater date. During the identification process, the users can utilize various technologies
that assst in minimizing keystrokes. These technologiesinclude optica character recognition (OCR),
intelligent character recognition (ICR), and barcoding. The storage portion of the sysem consists
of various storage components that are connected to the document management or workflow
server. The storage sub-system is accessed by the appropriate server to retrieve and store informe-
tion managed by the system. The retrieval portion of the systlem congists of the user issuing a re-
quest for information that is then processed by the server. Once requedts are received information is
retrieved from the appropriate storage media connected to the server.

2.3 Overview of Document Services Technologies

Document Services Technologies enable organizations to manage their documents in an electronic
format. This management includes the ahility to restrict access to certain documents or group of
documents to only authorized users. Along with security controls these technol ogies enable users to
be granted different levels of access. For example the author of a document might only grant reed
accessto al users outside of a specific department while granting "check-in/out” control to others
who are working on updating the document. As the other users prepare to update the document,
they would "check™ the document out of the library, update the information and then "check” the
document back in.

Document Services Technologies would ensure that any other user attempting to check the
document out, would not be alowed to check it out, and would be notified that someone was
dready updating the document. Upon completion of the update cycle, the system automaticaly
updates the verson number of the document and makes it available to al authorized users.




Another portion of thistechnology is the ability to convert the document into aformat accessble
through an inter-/intranet. This converson istypicdly into either HTML, or XML, and isthen pub-
lished directly, or through an automated process, to the pre-configured web page for generd ac-
cess.

The utilization of eectronic formsis another agpect of document services. Forms management en-
ables users to create forms, manage the various versons of forms both during the crea-
tion/modification process as wel as during the utilization of the forms by the users. This technology
supports digital signatures and other authentication models enabling usersto retrieve the desired
forms and complete the forms either eectronicaly or hand-written.

2.4 Overview of Workflow Technologies

Workflow provides for the automation of business processes and enables users to control the proc-
esslogic in dl the various environments throughout their inter- or intranet. The ability to control the
various business processes and the document management system's control over content and integ-
rity, enables misson-critical, document-centric business gpplications to operate in an environment
otherwise cumbersome to implement and manage. This has resulted in most document management
vendors offering an integrated workflow engine or integrating the workflow engine with various
workflow products readily available throughout the industry. The primary difference between these
two approaches is whether the product consists of only those components developed by the pri-
mary product supplier, or whether the primary product supplier has tightly integrated specidized
technol ogies developed by other suppliers.

In the new approach to organizationa networking, web-based workflow is becoming amagjor tool
in the automation of document and information posting to aweb Ste. In these environments,
workflow applications are becoming tightly integrated to specific documents and other types of in-
formation. The actud integration of workflow and document technologies are becoming more
prevaent as various coditions and sandards committee’ s continue establishing implementation
guiddines and procedures. These guidelines and procedures are further enabling the acceptance of
various technical sandards and helping move this industry to the next stage of maturity.

The maturity of workflow technology and the associated trends are focused on the separation of the
processing rules from the processing scripts, or work routing.  In more sophisticated web-based
environments, workflow scripts could be tightly integrated to specific documents, making the rout-
ing, editing, approva and submissions of documents manageable at the user levd. Interaction with
the various thin-clients would trigger sub-processes as defined in the workflow script, resulting in
either the gppropriate applet being downloaded and/or launched.

Workflow computing is the automation of work processes performed daily throughout any
busness. A workflow gpplication automates the sequence of actions, activities, or tasks used
to run the process. This includes tracking the status of each occurrence of the process and




providing tools to manage the process. There are four basic components to a workflow system:
processes, individuals, tools, and objects.

» Processes. An automated workflow application is made up of the different tasks or ac-
tivities that must be completed to achieve abusinessgod. The workflow engine man-
ages these processes. The workflow application works in conjunction with the engine
to manage the work process.

> Individuals. Processes are performed in a specific order by specific individuals (or
automated agents taking the role of individuals) based on business conditions or rules.

» Tools. Therearevarioustools accessed by the user including word processors, termi-
nal emulators, etc. These tools are used to access existing host gpplications and per-
form office rdated activities.

» Objects. “Objects’ is another term for data used by the workflow system. Theterm
became more prevalent after the computing technology became sufficiently sophisticated
to support video, audio, and other forms of information into the workflow system.
These objects become the work item to be processed during the normal course of busi-
ness.

2.5 Overview of COLD/ERM Technologies

Computer Output to Laser Disk/Enterprise Report Management (COLD/ERM) is an integrated
software and hardware solution that stores and indexes formatted computer output (pages) on op-
tical disks, magnetic disk, or magnetic tape as an aternative to paper printouts or computer-output-
microfilm (COM). This formatted output conssts of point-in-time daily, weekly, and monthly re-
ports, such as transaction listings like billing statements and invoices. Once this page output is stored
on the COLD subsystem it can be dectronicaly retrieved, viewed, printed, faxed and distributed to
workgtations and host computer terminas within departments or throughout an enterprise.

While there are many different data types in the computing environment, the type of data which
COLD technology is concerned with is typicaly the result of transactions (data files and database
records) being formatted by the application into page - oriented form for printing on paper or com-
puter output microfiche (COM). The structure and format of this output is known. This data is
time-period focused -- it is a sngpshot of an interna system at a given point in time. These reports
are often the basis for analysis or comparative reporting. COLD systems have been designed pri-
marily to handle this formatted outpr.

Essentidly, the COLD process involves two procedures: recording (indexing and storing the data)
and retrieving (making the data available to users). Within these two smple procedures, however,
lay amyriad of complex tasks. Data must be downloaded or transferred to the COLD system
sarver before it can be processed. The method used to transfer the data from the main-
frame/hogt system to the COLD subsystem will vary depending on the communications capa-
bilities currently in place. Recording congsts of writing new documents to the storage media




and then making them available for retrieval. Recording speeds vary from system to system, and
aremod critical in high volume sysems. The recording process involves.

» Trandferring the data to the optica subsystem from the host

» Processing the pages from the transferred file (i.e., extracting index keys, compressing,
and writing to opticd disk)

» Adding the index records to the magnetic disk database

The retrieva process conssts of the users accessing the system and selecting the appropriate report,
or portion of the report, for viewing. The selection of the information to be retrieved is based on
information entered by the user into the query screen portion of the viewing software. After the user
selects the report, or portion of the report to be viewed, the system retrieves the information, dis-
playing it on the users workstation.

EDMS Guidelines / Standards

3.1 Introduction

Industry guidelines and standards enable departments to follow industry accepted practices and
procedures. These practices and procedures provide information for users (guidelines) and technol-
ogy Standards (sandards) that should be included in the vendor product. Following these guide-
lines and standards will ensure that the department is able to implement the selected technologies
following policies and procedures found to be necessary to implement highly successful systems.
These guiddines and standards a so enable the departments to implement products and technologies
mesting their specific needs while being able to share information with other departments who may,
or may not, have the same product installed.

Industry guidelines provide specific information to users that will enable them to acquire the detailed
information necessary to successfully prepare for, select, and implement the desired technology.
The guiddines that users should evauate include:

Recommended document preparation procedures for scanning/indexing,

Panning congderations for technology implementation,

How to determine what information should be included during document indexing,
RFP guiddines,

Legd congderations,

Forms design,

Sdlecting the appropriate image compression methodology to be used,

Sampling procedures to verify information being scanned and indexed

YVVYVYVYVYVYVYY

The industry standards include standards related to document services integration and toolkits,
workflow integration and toolkits, document imaging and optical storage. A product supplier
must certify that their product meets the specified standard(s) in order to ensure that the prod-
uct is, in fact, compliant with the relevant sandard(s).




It isimportant to note that as the industry creates and approves new standards and guiddines, this
document will be updated to reflect those changes after the sandard/guiddine have completed the
appropriate ANSI/AIIM approval process.

3.2 Selecting the Appropriate Guideline/Standard

The County of San Mateo recommends that departments preparing to select document management
and workflow products review reevant industry guiddines and determine whether the vendors being
evaluated meet the gppropriate stlandards associated with that portion of the technology. Detailed
information on each standard and guiddline are provided in Appendix A. Examples of vari-
ous guidelines and standards for each of the technologies are documented below.

3.3 General
3.3.1 User Guidelines

User guideines should be reviewed and will assist the department during the preparation, planning
and implementation phases of the document management project. Industry guiddines are identified
by an aphanumeric code and attached date, i.e., TR2-1998. (“TR” = Technical Report)

3.3.1.1 Terminology

To gain an undergtanding of various terms used throughout the industry, the department
should review the glossary of document technologies (TR2 —1998). This document pro-
vides adetailed ligt of various terms that will be encountered during discussions with product
vendors and integrators.

3.3.1.2 Human and Organizational |ssues

When implementing these technol ogies the department will face several human and organ-
izationa issues. The Human and Organizationa 1ssues guidelines (TR35-1995) provides
detailed information gathered throughout the industry related to system usability and adop-
tion by theusers. This guiddine will assst the department during al the change management
activities required for successful system implementation.

3.3.1.3 RFP Development

Prior to selecting a specific product/integrator, the department should document system re-
quirements and provide them to those vendor(s), or integrator(s) being consdered. TR27-
1996 is aguideline that can be used to develop these RFP's. Regardless of whether

the RFP is being sent to a single vendor/integrator, or multiple vendors/integrators, this
document should be devel oped to enable the department to clearly define their re-




quirements and enable the vendor/integrator to clearly understand al business and technical
gods and requirements.

3.3.2 Legality Issues

Legdity issues that should be considered by agency counsd include:

3.3.2.1 Expungement

Expunging information from databases and storage systems need to meet specific legd re-
quirements. Thistechnicd report (TR28-1991) provides detailed information related to in-
formation expungement as ordered by the courts or other administrative authority.

3.3.2.2 Lega Acceptance of Records

Thisisa4 — part technicd report (TR31:1, TR31-2, TR31-3, and TR31-4) providing de-
talled information on evidentiary issues associated with using eectronic imaging systems and
optica storage technologies.

3.3.3 Technology Standards

Technology standards are developed for specific technologies and not a the “generd” levd. All in+
dustry related and relevant standards are listed in the appropriate technology category within this
document.

3.3.4 Implementation Considerations
Implementation congderations should include:
3.34.1 System Administration

When selecting the technologies required to support the bus ness requirements, the depart-
ment should receive and maintain detailed information related to system administration func-
tions required to administer and control al gpplications, security, system server hardware,
and data backup/migration. Thisinformation should be provided by the product supplier, or
system integrator. These requirements should include:

Operating system management (updates, patches, backup, restore, etc.)

Application software (updates, patches, backup, restore, etc.)
System security (user additions/deletions, security modifications, etc.)
Data migration (retention periods, media replacement, etc.)
Hardware trouble-shooting tools

Database management utilities
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3.3.4.2 System Performance

To ensure that information is available for use by the users within anticipated time frames, it
isimportant that specific requirements related performance expectations be defined. The

department should determine the anticipated response times they expect from the system
for:

» Document Viewing
» Document Printing
» Scanning/indexing Performance

3.3.4.3 System Scalability

When considering document management and workflow technologies, the department
should ensure that the solution be scdladle. This scalability includes the ability to increase
the number of processors in amulti-processor environment, increase the number of servers
to operate in a cooperative fashion, as well as increase the storage capabilities as required
by the department. Requirements should include:

» The ability to increase the number of system users without component replacement
» Theability to support other technologies, i.e. OCR, Form management, etc.

» The ability to support multiple servers and optica jukeboxes in a distributed manner
» The ability to support symmetrical multi-processng

3.3.4.4 Fax Services

The utilization of facamile transmission services enables users to send and receive faxed
documents directly at their workstation. When considering these services, departments
should evauate the following requirements to support their specific business needs.

» Outgoing Fax without Document Viewing. This provides the ability for usersto fax
documents directly from their computer without viewing each document first. The user
should have the ability to select arange of documents and have them routed to the fax
"server” for transmisson,

» Outgoing Fax after Document Viewing. This provides the ability for auser to fax a
document during viewing. The user should have the ability to atach other documents
to the outgoing fax as gppropriate.

» Incoming Fax Processing. Asincoming documents are received the system should
support the ability to recelve incoming documents and automeaticaly route the document
based on configurable rules (viaa system adminigtration interface) either by in-
coming telephone number, or through forms processng).

» Fax Status Reporting. The system should provide afax reporting capability
enabling usersto view datus and historical information related to faxes sent by the
user. Thishigtorica reporting should be based on user security rights, preventing




users from accessing other users history, while supporting users with higher levels of
security to access dl historicd records.
3.4 Document Imaging

3.4.1 User Guidelines

User guidelines that should be reviewed for document imaging technologies include:

34.1.1 Planning

During the planning stages of the project, the department will need to address various issues
including planning for the implementation of document imaging and preparing the documents
to be scanned (TR15-1997). This document provides detailed information at the user leve
related to the various planning and preparation activities that are recommended  throughout
the indudtry.

3.4.1.2 Indexing the Information

As the department plans to implement document imaging, the department should review the
suggested index fidd guiddines (TR40-1995). These guiddines provide detailed informa:
tion that should be considered when planning the indexing requirements for al documents
being scanned. Egtablishing dl the necessary index vaues prior to system implementation
greatly improves the value and quality of information being scanned and stored in the sys-
tem.

3.4.1.3 Storage Technologies

During the planning stages of the project, the department should review “The Use of Optica
Disks for Public Records’ (TR25-1995) which provides guiddines for the planning, imple-
mentation, and operation of long-term and permanent public records.

3.4.1.4 Media Labdling

As the department begins using optical media, it becomes important to labd the mediain a
standardized approach. The Labding Guiddine (TR21-1997) provides detailed information
for both users and vendors resulting in a sandardized |abeling methodology beginning with
the first piece of mediabeing used. Thislabeling methodology will enable departments to
review and select media stored “outside’ the jukebox without being forced to “guess’ asto
the contents of the media, astypicaly happens when labeling is done “on the fly”.

3.4.1.5 Image Formats

The department should ensure that dl information being scanned is stored in an indus-
try-accepted format. There are various compression methodologies that are available.
TR33-1998 is a guiddine that provides information enabling users to select the appro-




priate compression technology that the vendor/integrator must support for different types of
data. The different types of data may include scanned documents, line art, photographs,
etc.

3.4.1.6 Quality Control

Asthe system is moved into production, it will become important for the department to de-
velop amethodology of reviewing both index data and the actua documents to ensure the
information is available and readable. The Sampling Procedures guiddine (TR34-1998)
provides detailed information to the users that can be used to set up and perform the neces-
sary index and image datato meet required qudity guiddines for the department.

3.4.2 Technology Standards

Technology standards in this area are currently being developed by ANSI/AIIM. Asthese stan+
dards are completed and approved, those applicable will be incorporated.

3.4.3 Implementation Considerations
Implementation congderations should include:
3.4.3.1 Document Scanning & Indexing

When implementing document scanning and indexing technologies, the requirements should
include detailed information related to al processing phases. The issue of performanceis of
critical importance and the department should ensure that the selected solution providesthe
ability to scan AND index documents within anticipated time frames. The various processes
associated with document scanning and indexing includes the time required to prepare the
document for scanning, scanning the documents, ensuring al documents and al sides (for
double-sided documents) are captured, the time required to index and verify the documents,
and the time required to route the document to the end user for further processing (if
workflow technologies are being utilized).

3.4.3.2 Scanning/Indexing Performance

The system must be cgpable of scanning both sides of double-sided documents smultane-
oudy on high-speed scanners that can accommodate the daily work volume at the sdlected
County scanning Ste. The system must aso be cgpable of supporting low, medium, and/or
high volume scanning depending on user requirements. The tota number of scan gations
and indexing gtations must be determined by the department to ensure that al work

can be processing within anticipated time frames and available for use when needed.




When egtablishing the scanning and indexing performance, the department should include dl
necessary steps from the initid mail preparation through the index verification stage to en-
sure that anticipated processing and response times are achievable.

Imaging systems should retrieve and display any specified document requested by a user
within 30 seconds for the first page of the document or set of documents and 10 seconds
for any subsequent pages of any document included in the request stored on optical media
and not currently avallable from magnetic cache. Thesetime periodsinclude dl timere-
quired to retrieve the appropriate optical media, reading al requested pages from optical,
storage of dl requested pages on magnetic cache, and subsequent transmission of the first
page to the user for viewing. This responsetime is used to take into account the time re-
quired to: “spin” the drive down, gect the media, retrieve new media from the storage bays,
insert the mediainto the drive, “spin” the drive up, and retrieve information from the media.
While magnetic sorage can be used in lieu of opticd media, it is highly recommended that
al information be stored on write-once media preventing aterations and/or changes as re-
quired in various state government code.

To further dlaify this requirement, if auser requests the entire file, the system will be able to
display thefirgt page of the first document in that file within 30 seconds, and then every
other page of the document within 10 seconds. The system should maintain only one source
copy of each specific document even though the document may be accessed and “logicaly”
appear in severd different file types. To prevent forcing an additiond time period on a user
when the system needs to “swap” mediato get the other document, the retrieval software
must support the ability to retrieve other documentsin a parale fashion (pre-fetching),
thereby anticipating the user’s needs.

The imaging system should be capable of printing user-sdected documents within one min-
ute of the user request. This response time includes document retrieva from optica Sorage
and transmission to the selected printer. The user should have the ahility to sdlect a docu
ment, or range of documents, to be printed without being forced to view any of the pages
prior to print submission. The one minute time period for document retrieva and printing is
greater than the required period for viewing, since retrieva requests for viewing typicaly
have a higher priority than those for printing.

3.4.3.3 Image Compression

Image compression/decompression should support CCITT Group 4, JPEG, or PDF
outputting formats standards with no proprietary dterations of the dgorithms. The se-
lected compression technology should not include extraneous information not sup-
ported by the relevant industry standards.




3.4.3.4 Document Scanning

The document scanning portion of the sysem must provide the ability for the users to
quickly digitize documents and route these documents to the person performing the indexing
operaion. Requirements associated with this portion of the system should include:

The ability to support both batch processing and single document scanning and indexing
document re-scanning procedures.

The ability to support both smplex and duplex scanning

The ability to support arange of scan dengties from 200 DPI (Dots Per Inch) — 400

DPI

(Specid congderations must be taken into account for digitizing color photographs or
video clips)

The ability to set page breaks when batch scanning documents of fixed length

The ability to preset common fidds (for indexing purposes) when scanning in batch

mode

The ability to support auto-indexing of documents using barcodes, Optical Character

Recognition (OCR) or Intelligent Character Recognition (ICR)

3.4.3.5 Document Indexing

Detalled information related to dl aspects of document indexing should be clearly defined.
This should include the ability for users to index documents on workstations other than the
scanning stations and support the ability to:

>
>
>

Index images ether prior to optica storage, or immediately after sorage
Add other indexing vaues
Support batch indexing

3.4.3.6 Quality Control

When defining quality control for document scanning and indexing the department should
include the ahility for the user to be able to:
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Check and vaidate the complete scanning and indexing process
Ensure data indexing accuracy

Verify readability of each page of each document

Verify proper indexing of each document

Verify proper page counts for each document

Verify proper security for each document, file section, and file




3.5 Document Services

3.5.1 User Guidelines

User guiddinesin this area are currently beging developed by ANSI/AIIM. Asthese guidelines are
completed and approved, those applicable will be incorporated.

3.5.2 Technology Standards
Technology standards should include:
3.5.2.1 Open Source Distribution

The product vendor/supplier should certify that the department could use openly contributed
document management software and metadata definitions (information describing the docu-
ment) with their pecific product. Thiswill enable the department to integrate other docu-
ment services technol ogies without sgnificant system re-devel opment.

3.5.2.2 Development Toolkits

The product/vendor supplier should certify that the system utilizes industry standard gpplica-
tion programming interfaces. Thiswill enable the department to implement document serv-
ices system and access information stored on other document services implemented
throughout the network. These toolkits smplify application development and will enable the
departments to develop a common user interface regardless of the product used to * house”’
the actua data.

3.5.3 Implementation Considerations

Document services enable usersto creste, modify, and manage dectronic files typicaly associated
with various office processng gpplications. These capabilitiesinclude:

3.5.3.1 Verson Control/Check-in & Check-out - The department should ensure that the
product fully supports version control and check-in/out methodologies. Version control
should automaticaly update the verson number whenever a previoudy "checked-out”
document is returned to the information repoditory. The system should prevent more than
one person from checking documents out for modification and utilize a security mode en-
suring that only authorized personnel can perform these functions.

3.5.3.2 Logical Folders - The ahility for the usarsto "logicdly” link asnglefileto
multiple foldersis important to prevent document duplication. The Department should
ensure that the selected product supports the ability for an authorized user to create a
copy of afilewithin aspecific folder, or st of folder(s) while maintaining only one
physica copy of the document within the system. The system should provide informe-




tion related to which folders are "linked" through a query mechanism available to authorized
USers.

3.5.3.3 Group/User Security — The system should provide the ability for departments to
apply security accessredtrictions at both the group and user levels. The group level security
should gpply to dl users within the defined group, while user level security should provide
additional security restrictions or capabilities for specified users.

3.5.3.4 Document/File Security — The system should provide the ability for departments
to apply security at the document or filelevel. Only those users with appropriate security
levels should have access to these documents and/or files. This security should include
reaed, update, annotation, highlighting, “mark-up”’, and creation control.

35.35HTML/XML Conversion — The sysem should provide for either HTML or
XML data conversion (or both) as required by the department. This should enable the us-
ersto convert existing office documents into aformat that can be accessed through a stan+
dard web browser.

3.5.3.6 Document Publishing - The system should provide the ability for a department to
update an exigting web page autométicaly either after data conversion, or review by the

“web-magter”. This document publishing functiondity should include the utilization of web
templates that would be used to reformat the document into either HTML or XML format.

3.6 Workflow

3.6.1 User Guidelines

User Guidelinesin this area are currently being developed by ANSI/AIIM. Asthese guiddines are
completed and approved, those applicable will be incorporated.

3.6.2 Technology Standards

Technology standards should include:

3.6.2.1 Workflow Development Toolkits

The vendor should certify that the product supports the various Workflow Management
Coadition (WfMC) Application Programming Interfaces (API's). These API’s as docu-
mented in the WfMC Application Programming Interface document will ensure that

the implemented product utilizes industry standard application interfaces. Thiswill en-
able the department to have the user interface devel oped and operate with other stan-
dard compliant workflow systems, without any significant system re-development.




3.6.2.2 Workflow Auditing

The vendor should certify that the product supports the WIMC Audit specification. This
specification details information to be captured and managed by the workflow system during
operation. Thiswill ensure that dl rdlevant datais associated with al functions within the
workflow technology.

3.6.2.3 Workflow Interoperability

The vendor should certify that the product supports industry interoperability sandardsin-
cluding the usage of sandard e-mail systems. These interoperability standards will enable
the department to share workflow information directly between different workflow systems
without requiring speciaized development.

3.6.3 Implementation Considerations
Implementation congderations should include:
3.6.3.1 Workflow

Workflow technologies include various types of routing including Ad-hoc Routing, Admin-
igrative Routing, and Production Routing. Ad-Hoc routing enables the user to specify a
specific process for a document to follow for that document only. Adminigtrative routing
enables users to define specific routing for a pecific type of work that is aways followed,
regardless of the data within the work being routed. Production routing enables the users to
define rules and work methods which are based on the document type AND data contained
within the work item. Asthe data changes, the production routing system would process
the document accordingly, including the ability to support work timeouts, escalation, and
work reassgnment.

3.6.3.2 Role versus User

There are two gpproaches to defining users within aworkflow environment. Thefirgt
method is to define a pecific user to manage a specific task or activity. The second ap-
proach is to define arole within the work task or activity and then assign as many users as
necessary or appropriate. The departments should require a"role" based system when im+
plementing production workflow technologies. This dlows greater flexibility in system ad-
minidration.



3.6.3.3 Routing Requirements

For those departments requiring production workflow, the system should alow auser to
route a document, section, file, or memo to another user. The following capabilities should
be consdered:

>

>
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>

Ability to automaticaly route documents into a routing queue based on docu-
ment type or "type of work™

Ability to support multiple routing queues for each user based on the "type of
work"

Ability to sort/retrieve documentsin a routing queue in date order

Ability to sort/retrieve sections in arouting queue in "type of work™ order
Ability to sort/retrieve documents in arouting queue in document type order
Ability to sort/retrieve documentsin arouting queue for a specific person
Ability to "pend” or "hold" itemsin that user’ s routing queue for work at alater
time

Ability to retrieve specified documents from the routing queue on demand
Ability to define which documents require additional documents prior to for-
warding

Ability to define timeframes for when additiona documents must be received
Ability to define action to take if specified documents are not received by speci-
fied date

Ability to process defined documents as a*“logica” folder

3.6.3.4 Graphica "Rule Designer”

The system should support the ability for authorized usersto creete and modify work rules
associated with the workflow system. This ability should include graphica based design and
management tools that would be used to creste/modify work rules within a Windows or
browser based user environment.

3.6.3.5 Work Monitoring

When sdlecting workflow technologies, the department should evaluate whether work
monitoring is required for their operation. \Work monitoring tools engble the users to moni-
tor current on-going work, in ared-time basis (typicaly). Thiswork monitoring is used not
only for "load-leveling” of ongoing work activities, but also to seeif there are any "bottle-
necks' in the overal workflow process.

3.6.3.6 Escalation Procedures

For those departments requiring production level workflow, the selected solution
should include the ability to automatically route work to a different user based on a




gpecific rule or st of rules. The solution should aso include the ability for users to manualy
escalate work as appropriate. During this escaation procedure, the solution should have
the ability to have the work item returned, or permanently reassigned as determined by the
user.

3.6.3.7 Error Handling

Asworkflow items can include information not previoudy anticipated during the rules defini-
tion, the department should require that the solution include the ability to handle errors within
the routing of work through the workflow engine. The error handling should include the
ability to pre-define arole that would receive the gppropriate work items that are deter-
mined to bein error.

3.6.3.8 Time-out Procedures

When workflow is implemented, there are many ingtances where the timeliness of complet-
ing a specific work activity, or group or activities, are important. The ability to establish
timers for al work items becomes very important. The department should require that the
solution support "timer" mechanisms and that the user is able to sat these time out values for
specific activities throughout the graphica work "rule designer” tool.

3.7 COLD/ERM

Industry Standards and user guidelinesin this area are currently being developed by ANSI/AIIM.
As these standards and guidelines are completed and gpproved, those gpplicable will be incorpo-
rated.

Implementation Guidelines

The County of San Mateo has established guidelines for use by County agencies in the sdlection and
implementation of document management and workflow technologies. These guiddines will assst
agencies in the evauation and selection of appropriate technologies addressng specific busness is-
sues. Each of the following sections provides detailed information on those activities requiring com:
pletion prior to product/vendor selection.

4.1 Process/Procedure Baselining

The purpose of process/procedure basdlining isto clearly define existing processes/procedures
and identify issues and problems currently encountered. Thisis achieved through a detailed




andysis of exigting processes and procedures. When performing this andysisit isimportant to
capture and document activities including:

» How documents and information are received

» What occurs to these documents after receipt (i.e., stamping, sorting, log-
ging, delivery, etc.)

» How are these documents utilized and how many people use the same
document to complete a specific activity, or process

»  What happens to the document during the processing (annotation, highlight-
ing, copying, etc.)

> After the processing is completed, where is the document stored, are there
multiple copies, etc.

Thisinformation should be gathered through interviews with selected users within eech processing
unit. These users should include experienced users (non-management), and management personnd.
It isimportant to note that the team gathering this information should represent the business units
from a user perspective and include ALL processes and procedures currently being used. Asthe
basdlining process continues, users may describe processes and/or procedures that are not “offi-
cidly sanctioned” in the day-to-day processing. These workaround, or aternative methods, need
to be documented, as well as al other user workarounds and methodol ogies implemented to com-
plete the daily work activities.

Upon completion of this documentation, the users should have an opportunity to review the basdine
document to ensure that al functions and activities related to their processing have been accurately
captured and documented. It is very common for these documents to have multiple versions pre-
sented prior to user sgn-off. Thisis due to the primary fact that most users do not have complete
documentation related to how the documents are managed at the detall leve.

4.2 Anticipated Processes/Procedures

Upon completion of the basdlining process this information is evaluated to determine where non-
technology based and technol ogy-based change could be implemented. Examples of non-
technology based change typicaly include reduction in document copies, and the revision of out-
dated procedures, dimination of redundant procedures, and duplication of processes/procedures
between departments.

4.3 Requirements Definition

The requirements definition should be detailed and be directly related to issues documented
during the process basdining activity. The following sections provide additiond information on
technology requirements associated with various aspects of document management and
workflow technologies that should be considered by departments.




4.3.1 Records Management

When researching technology solutions for document management technologies, public organizations
must be cognizant of government mandated records management policies. The County of San
Mateo is working to develop a RECORDS MANAGEMENT MANUAL theat will identify and
clarify statutory requirements, administrative roles and responsibilities, and the scope and content of
the Records Management Program at the County of San Mateo. In addition to this, it will so offer
guidelines and procedurd information for daily operationa use of public records maintained by the
County.

As defined: "public records’ shdl include any paper, correspondence, completed form, bound
record book, photograph, film, sound recording, map drawing, machine-readable materia, optica
storage meeting current industry ANSI, AlIM, or 1SO specifications or guidelines, or other
document, regardless of physical form or characterigtics and including such copies thereof, that have
been made by or received by any agency of the County of San Mateo in connection with the
transaction of public business.

County records are public records and may not be destroyed, microfilmed or transferred to the
Cdifornia State Archives without an officid retention period gpproved by the State of Cdifornia, or
authorized agent.

1.4 Ciritical Success Factors

The definition of the critical success factors (CSF) for the solution should be clearly defined. These
CSF s should enable the department and the vendor to identify those areas of critical importance
related to the successful implementation of the desired technologies. Common examples of critica
success factors from both a business and technica perspective typically include:

4.4.1 Business Related Goals

> Improved service. Users need the ability to quickly access and review information
managed by the Document Imaging and Workflow system.

> Ability to track and monitor work activities. The system should enable the usersto
track al ongoing work including the ability to re-assign work from one user to another.
This tracking capability will enable the department to implement workload leveling when
appropriate.

> Centralized historical information between departments. The syssem should en
able the department to maintain centralized history related to al activities associated
with the dient/condtituent. This history centrdization should include both system-
generated activities (i.e., date scanned, date routed, etc.) and user generated informea-
tion such as notes taken during telephone conversations. The users should have
access to information alowed by their security access, limiting access to informa:
tion required by higher levels of security.

» Increased efficiency of available resour ces. The department should be able to
utilize the selected technologies to support ongoing business activities. The se-




lected technology should enable users to decrease time spent on paper and file handling
activities including slamping, stapling, copying, ddivering, and filing documents and in-
crease time in the areas of work processing.

Satisfy various gover nment regulations pertaining to document retention. The
use of optica storage to replace exigting microfilm/microfiche must adhere to any laws
and/or regulations covering the storage, retention, and retrieva of information on optica
storage media

Decr eased storage costs. The solution must provide the ability to utilize optical stor-
age technology to reduce the overal cost of storing and retrieving al “hard copy” in-
formation currently stored on microfilm/microfiche and other storage locations.
Decreased costs for manual document management. The cost for manua docu-
ment management needs to be reduced, aong with increasing the ability to provide
greater improved service at alower cost per request.

Simplified user accessto application, work-order, and other data. The overdl
solution must enable the users to quickly select and access the desired information with-
out using highly complex user interfaces or tools. The user interface needs to be easy-
to-use by the various system users.

4.4.2 Technical Goals

>

Scalability. The sysem must be fully scalesble dlowing for an increase of the number
of users and volumes of data without replacing primary system components. This Scal-
ability must be in the areas of increased memory, disk storage, optica storage, CPU
speed and size, etc.

Migration Path. A clearly defined migration path must be fully supported by the pro-
posed solution. This migration path must provide for the integration of new Document
Imaging and/or Workflow related technologies to ensure proper integration without ad-
versdly affecting the proposed solution and/or data managed by the exigting system.
Modularity. The various client-based gpplications must be modular dlowing for im-
plementation of additiond functionality without adversdly affecting the overdl system
solution. Thisincludes the ability to add routing, "virtud" file folders, high-volume print-
ing, automated fax services, workload distribution and monitoring, €tc.

Web based Access. The system must fully support intranet/internet web based tech-
nology where the various web servers will provide dl the necessary mechanismsto
dtore and retrieve information requested by the user, provide system level security for
both users and data, and associated system management functions. All applications
must be fully integrated to prevent redundant hardware and software on both the work-
gtation and web server platforms.

Utilizeindustry standard components (no proprietary ar chitectures allowed).
The associated components within the solution must be commonly available
throughout the Document Imaging & Workflow industries and be fully supported

by the sdlected product supplier and have full user and/or development documen-
tation and libraries.




4.5 Document Conversion Issues

There are three different gpproaches to exigting file/data converson in use throughout the Document
Management/Workflow industries. Full Backfile, partid Backfile and As-Needed. The department
should review and determine which approach best meets the previoudy defined business and tech
nical goals. The approach sdected by the department will become extremely important if there are
existing documents/files that need to be converted, aong with new and ongoing document receipt.
Full-Backfile and Partid-Backfile conversons typicdly require the selection of an outsde "conver-
son" organization capable of processng large volumes of documents within ashort time frame. The
determination of whether to utilize an outsde conversion organization, or to convert usng internd
resources should be based on the volume of information to be scanned, the complexity of the re-
quired indexing, and the required expediency of the converson. The various approaches that should
be considered by the department include:

> Full Backfile Converson

> Patid Backfile Converson
» As-Needed Conversion

4.5.1 Full Backfile Conversion

When sdlecting a full backfile conversion, the department would have dl exigting hardcopy docu-
ments available for use within the system in an eectronic format. This converson methodology is
used when existing documents must be converted to meet business and/or technica goas. This
methodology istypicaly very expensve and time consuming. The costs associated with full back
file conversons are based on the volume of documents being converted, the total number of "key-
strokes" needed to index each document, calculated by the total number of characters. When cal-
culating the tota number of characters, the department should determine the leve of accuracy re-
quired. For conversons where the conversion organization will only enter the information once
(minimd data verification), the accuracy istypicaly not high enough to directly import the informe-
tion into the document imaging portion of the system. It is recommended that a verification process
(commonly achieved through "double keying") be implemented which increases the cost of conver-
sion to an industry average of $0.10 per page to $0.20 per page.

4.4.2 Partial Backfile Conversion

This converson methodology is similar to the full backfile conversion except that the department
should select specific documents requiring conversion. Other than reducing the tota number of
documents requiring conversion, al congderations outlined within the "full backfile' methodal-

ogy aoply.




4.4.3 As-Needed Conversion

This conversion methodology enables the department to convert documents when required to com-
plete an activity or process, when new work isinitiated. This conversion effort typicaly does not
require the utilization of an outsourcing organization asis typica with back file converson. To per-
form thistype of converson, the syssem should have acommon "lig" of where al documents are lo-
cated including both hard copy and dectronic copies. The purpose of thislist isto enable the users
to quickly locate documents and determine whether they are available in the document imaging sys-
tem, or whether they are in hard-copy format and require converson. Asnew work items are re-
ceived, the system should notify the user (or scan/index operator) that other documents are in hard-
copy format and need to be retrieved, scanned, and indexed, prior to routing to the user(s) for
processing.

4.6 Product Evaluation Guidelines

When evaduating products, the department should consider severd factors associated with the
product and technology. Areas that should be considered include:

4.6.1 Product Maturity

The department should evauate the level of product meturity. This evauation should include deter-
mining how long the product has been generdly available, whether the product isin an early relesse
gage (isthis anew verson which has not been fully implemented by the user community yet?), or
whether the selected product has been in production for at least 1 year. All products are continually
being updated to provide new functiondity, "bug” fixes, and adherence to new standards and tech-
nologies. Itisimportant for the department to congder the maturity of each portion of the selected
solution when determining the overdl risk factors associated with implementing these technologies.

4.6.2 Adherence to Relevant Industry Standards/Guidelines

When reviewing various products and technologies, the departments should consider whether the
selected product(s) adhere to the appropriate standards and/or guidelines established for the
County of San Mateo (See Section 3 of this document).

4.6.3 Ability to Meet Key Objectives and Critical Success Factors

Each department should evauate whether the selected product meets dl, or a portion, of the previ-
oudy defined critical successfactors. It isimportant the department selects the most appropriate
solution to address the previoudy defined business and technica requirements, rather than being
forced to modify businessitechnical goas to meet the capabilities of the selected product. For those
areas where the selected technology does not meet the stated requirements, the department should
evauate and determine the potentia risk associated with changing the requirements. Changes

to requirements may bein order due to technology not being mature, the requirement being a

future item, the requirement not being critical to the success of the department, etc.




4.6.4 Level of Available Technical Support Both During and After Implementation

When sdlecting the product/technol ogy, the department should review the level of technica support
both during and after technology implementation. The department should determine whether the
primary product supplier provides al support (with the exception of 3° party development) related
to theingalled product, or whether technica support is only available through aresdler, or "part-
ner'.

4.7 Technology Evaluation Guidelines

When eva uating appropriate technologies required/necessary to meet business and
technica gods, the department should consder severd factors associated with the
technology. The evauation of the gppropriate technology should include:

COLD/ERM
Document Imaging
Document Services
Workflow

Forms Management
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Web Publishing

4.7.1 COLD/ERM

COLD/ERM technologies should be evauated after the department has determined whether data
mining, or report mining is required. When evaduating COLD/ERM technologies the department
should review the downloading, indexing, and storage processing requirements. Additiondly, the
department should consider the complexity of configuring the system to support new and/or modi-
fied report formats and indexing requirements. The ability of the technology to support smplified
user access to dataviaa“ query” screen and the ability to “cut and paste” information from are-
trieved report, or page, to a standard office application should be considered. When evauating
COLD/ERM technologies, the department should ensure that the system is capable of |oading and
indexing the daily work volume without impacting the users. This functiondity of “loading” should
include automated indexing based on templates defined by authorized users.

4.7.2 Document Imaging

When evauating these technologies, the department should meet with other organizations
(smilar in sze and processing) that have implemented technologies by the product supplier in




the same configuration being consdered. Thisincludes al aspects of document scanning, indexing,
and verification. Overdl system performance should be reviewed along with ease of use and proc-
ng accuracy.

4.7.3 Document Services

These sarvices enable users to manage dectronic information independent of the tool used to create
the information (i.e., word processing, spreadshests, facsmile documents, etc.). Document services
typicaly enable users to check documents “in” and “out” of information repositories, support
document version control, and support document, group, and file level security rules. When evau-
ating these technol ogies, the department should consider whether the product supports these func-
tions dong with being integrated with web publishing components (described below).

4.7.4 Workflow

When the department determines that workflow technologies are required it must be decided
whether ad-hoc, adminigtrative, or production level technologies are required. For ad-hoc and ad-
minigtrative routing/workflow requirements, the department should evauate whether the product in-
cludes smplified authoring tools (for non-complex routing procedures) that can be used in a graphi-
cd environment aong with monitoring capabilities. The monitoring capabilities should enable
authorized users access to work queues, or “baskets’. These administrative and monitoring tools
should further enable the authorized user to re-route work items and establish basic escdation and
“time-out” procedures. These escdation and ‘time-out” procedures enable the usersto establish a
specific amount of time which awork item can remain at any specific activity, or establish atotd
amount of time to eapse prior to automaticaly sending the work to a specific person, or role.

When the department determines that production level workflow technologies are required, the es-
cdation and “time-out” requirements should be included, but additional functionality should be con-
sdered. Thisadditiona functiondity should include the ability for authorized users to build complex
workflow rules and support load-leveling functiondity and real-time work queue, or “ basket”
monitoring.

4.7.5 Forms Management

When the department determines that forms processing and management are required, the depart-
ment should consider both the forms creation and forms processing tools. The forms creation tools
should enable the authorized user to develop new forms and modify existing forms for use within a
browser-based application. Thisforms design should include the ability to create fill-in boxes,
checkligts, pull-down sdections, free-form text input, and digital signature attachment to the form
during transmisson. The forms management technologies should aso enable the users to man-

age forms using version control and support the ability to either store the submitted data with

the form, or sore the data with the verson number of the form. Thisinformation should be

stored in the gpplication database for further management and/or storage.




4.7.6 Web Publishing Components

Whenever the department requires publishing documents to an inter/intranet server, the system
should support the ability for authorized users to create templates associated with specific classes,
or types of documents. These templates should be used by the web publishing system to convert
submitted documents to either HTML, or XML format including graphic and table conversion as
required. The system should provide a mechanism for authorized usersto either configure the sys-
tem to automatically publish these converted documents directly to the web server, or send the con-
verted document to awebmaster for review and website updating.

4.8 Acceptance Testing Criteria

There are severd methods commonly used throughout the indusiry to perform acceptance testing,
including the product supplier developing and performing the acceptance tests, the users developing
and performing the tests or a project team consisting of both product suppliers and user manage-
ment working together. The associated tests to be used should be based on the concept that a team
representing al parties would be formed. This team should be present and work together through-
out the various phases of the testing.

To ensure that each portion of this system is properly tested, assuring that al portions of the founda-
tiond system being implemented meet/exceed system designs (with agreed upon modifications),
both the department and the implementation team should participate in the Acceptance Testing and
sgn-off. Those components being vaidated and verified include:

» Veifying dl sysem functiondity is operationd
> Veifying sysem design specifications are met induding agreed upon modifications

This testing should be used to ensure that:
» Theimplemented system either meets or exceeds the system design documentation.
> All users can access and utilize the system.

Listed below are the guiddines that should be used during the system and user testing time periods.

1. The Sysem Adminigtrator should maintain ajournd of events for the duretion of the
Acceptance Test and identify any hardware/Software deficiencies to the product sup-
plier.

2. No hardware or software modifications should be alowed without the approvd of the
Project Director(s)/Sponsor and/or Project Manager. The department should provide
areasonable but limited amount of time for overcoming problems encountered during
the Acceptance Test.

3. Suspension of the Acceptance Test should occur only by mutua agreement, or if
the department determines that the solution is not reedy for testing. |If this should




occur are-test date should be scheduled when the product supplier is able to update
the necessary components identified to be deficient.

4. Attheend of the Acceptance Test, the Project Manager should review the list of defi-
ciencies, if any, and make a determination to:

(a) Accept the system based on the Acceptance Test results with the deficiency ligt, in
which case the items on the list must be corrected by amutualy agreed upon date.

(b) Reect the system based on the Acceptance Test results, in which case the items on
the deficiency list must be corrected prior to are-test, and another Site Acceptance
Test scheduled.

4.9 Rollout Planning

When the department compl etes the acceptance testing, the planning of the technology rollout
should include evauating current and planned departmenta activities including other projects, ongo-
ing work activities, and the change management issues that can affect the overdl implementation.
The department should consider whether to integrate the system into a production mode using a
phased approach following a*“process’ modd, or a“unit” mode. The“process’ model incorpo-
rates rolling out the application to dl users associated with either a specific activity, or group of ac-
tivities. The “unit” mode incorporates rolling out the gpplication on acomplete unit basis.  If the
department isimplementing either document imaging or document services, the rollout plan should
be based on a unit basis. When the department is implementing workflow technol ogies the depart-
ment should consider rolling out the gpplication following the process modd to ensure that dl users
have access to the dectronic information. If the department implements the workflow technology
on aunit bagis, caution should be exercised to ensure that users not within the selected depart-
ment/unit would have access to the hard-copy documents to continue/finish the work process. This
isimportant as once the department begins managing and processing work in an eectronic environ-
ment, the hardcopy documents (previoudy scanned) would not be reedily available.

4.10 Typical Project Activities and Milestones

Listed below are industry standard activities and associated milestones that should be considered by
the department when developing the project schedule. Activities may be added, modified, and/or
deleted as determined to be appropriate by the department. These activities include:

RFP development, issuance, and award. (MSA/CMAS Vendors Only - Master Service Agreement
& CdiforniaMultiple Award Schedule)

> Devdopment

» Issuance

> Award

Milestone — Software/Hardware Ordering




Application Design & Development
» Detal Desgn
> Application Devel opment
> Application Testing
»  User Acceptance Testing

Milestone — Application Devel oped
Detall Workflow Configuration/Ingtalation (If Workflow being implemented)
> Rules Ddfinition
» Document Security Definition
» User Security Definition
» Sysem software Ingtdled
Milestone — System Software Ingtalled & Configured
Traning
» Training PC's Configured/Tested
» Sydem Server Ingdled/Configured
» Sygem Adminidration Training
Application Ingalation
Imaging/Workflow Hardware
> Imaging/Workflow Server Delivered
> Imaging/Workflow Server tested
» Scanner ddlivered
» Optica Jukebox ddivered
Sysem Tedting
User Practice/System Testing
Document Scanning Initiated
Acceptance Test Period

Milestone — Document Management/Workflow System Live



Appendix A - Guidelines and Standards

This section of the document provides detailed information on those guiddines and standards that
are recommended. Asthese guidelines and standards are reviewed, the user should determine
which guideing(s) and/or standard(s) would be beneficid to the department. Copies of dl refer-
enced guiddines and standards are available through 1SD.

These guidelines and standards have been organized into 6 sections including:

Document Management Industry Guiddlines
Document Management Industry Standards
Workflow Industry Standards

Document Imaging Industry Standards
Storage and Archiva Standards
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5.1 Document Management Industry Guidelines

ANSI/AIIM TR2-1998 — Glossary of Document Technologies

This glossary has been prepared to sandardize the use of and meaning of terms associated with mi-
crographics, eectronic imaging, workflow and related telecommunications/Internet; and to provide
an accurate, understandable guide for both the beginner and expert. The tota number of termsin-
cluded has been substantialy increased, dthough many obsolete terms from the previous edition
have been diminated. In addition, the definitions for the terms retained in this edition have been re-
viewed and revised as necessary to more clearly reflect present-day terminology.

ANSI/AIIM TR15-1997 — Planning Considerations, Addressing Preparation of Docu-
ments for | mage Capture

The purpose of thistechnica report is to provide information to organizations consdering image
capture as ameans of converting an existing record collection. Thistechnica report identifies pos-
sble issuesthat can be encountered when preparing documents for image capture. Moreover, the
purpose of this report is to provide the insght necessary for quality document preparation.

ANSI/AIIM TR21-1991 — Recommendations for the I dentifying I nformation to be Placed
on Write-Once-Read- Many (WORM) and Rewritable Optical Disk (OD) Cartridge La-
bel(s) and Optical Disk Cartridge Packaging (Shipping Containers)

Thistechnica report outlines recommended information that should be placed on optica disk car-
tridges and optica disk cartridge packaging (on aphysicd labe or other printed surface) for the
purpose of identifying the optica disk. It appliesto al Szes of opticd disk cartridges that can store
user-recordable information. Thistechnical report does not attempt to specify the types of
container(s) or protection needed for packaging optica disks. Thisreport is meant to give
guidance to the manufacturer, supplier and user by providing labeing and identification related
recommendations




ANSI/AIIM TR25-1995 — The Use of Optical Disks for Public Records

Thistechnical report was funded by a grant from the National Historic Records and Publications
Commission. It isintended for federd, state, and local government agencies and related entities
with records management responsihilities. In recent years, a number of government agencies have
consdered using eectronic document imaging systems and optical disk technology for records man-
agement gpplications. Thisreport provides guidelines for the planning, implementation, and opera-
tion of such systemsin applications involving long-term and permanent public records.

ANSI/AIIM TR27-1996 — Electronic I maging Request for Proposal (RFP) Guidelines
This technical report (TR) provides guidelines for developing request for proposas (RFPs) for
electronic image management (EIM) systems that are used for document storage and retrieva and
for systems used for document storage and retrieval in non-EIM environments, i.e., non-digita im-
aging gpplications. These guiddines provide step-by-step procedures for analyzing system require-
ments, developing functional specifications, and evauating configuration aternatives. Guiddines have
aso been included for developing the adminigtrative sections of an RFP. Office-type documents are
the primary focus of this TR. The speciaized needs for engineering drawings and other document
types are not considered. However, the basic principles for developing an RFP that are outlined in
this document apply to avariety of dectronic image-based projects.

ANSI/AIIM TR28-1991 — The Expungement of I nformation Recorded on Optical Write-
Once-Read-Many (WORM) Systems

Thistechnical report gppliesto the remova of information recorded on WORM disk mediawhen
expungement orders are ordered by the court or adminigtrative authority; expungement requires the
eimination of information. This report establishes uniform practices for both information remova
and to document the action for removal. Following these recommendations will assure thet the ex-
pungement is performed consistently. Thistechnical report does not address CD-ROM or rewri-
table optica media; or, information that is retained, managed, or digtributed to satisfy the Freedom
of Information Act or Privacy Act objectives.

ANSI/AIIM TR31:1-1992 (reaffirmed 1998) — Performance Guideline for the Legal Ac-
ceptance of Records Produced by Information Technology Systems Part 1: Evidence

Laws of reproduction related to government produced or maintained records often reflect the con-
cerns of government archivigts. The laws might specify a particular technology that meets longevity
and retrieva or copying requirements. Some government requirements severely redtrict the use of
technology other than microfilm, while afew states, such as Cdifornia, have enacted legidation to
enable government agencies to use optica disk technology. Aswith federa records, there is gener-
aly no absolute bar to admissibility of records produced by analog or digital information technology
systems in any state providing a proper foundation islaid. However, there are both federal and
date laws, regulations or rules that specificaly require the maintenance and production of

origina documents for certain purposes.




ANSI/AIIM TR31:2-1993 (reaffirmed 1998)— Performance Guideline for the Legal Accep-
tance of Records Produced by I nformation Technology Systems Part 2: Acceptance by
Government Agencies

Legidators and regulators have a legitimate interest to ensure that organizations maintain required
information to enable government to perform its legaly authorized purpose. By requiring the public
to submit information and maintain records, government can determine the impact of the laws and
verify compliance. But the degree of burden placed on the public through recordkeeping laws
should be balanced againgt the relative costs and benefits to society of the entire legidative and
regulatory scheme. When laws establish unique requirements for records and information manage-
ment systems, a sgnificant and sometime onerous burden may be placed on the public. Organiza-
tions that conduct business in numerous laws, face an even greeter burden in the identification, conm
prehension and implementation of the multitude of complex and even contradictory requirements.

Records and information system managers need to develop systems that comply with the law and
best meet the needs of the organization. New advances continue to be made in information tech-
nology that can assst organizations to become more efficient, effective, and profitable. These ad-
vances may be thwarted, or even precluded, due to inconsstencies in laws and the dow pace law-
makers follow to recognize new technologies. This part of the performance guiddine establishes
criteriafor legidators to incorporate into statutes that affect recordkeeping and guidelines to appro-
priately redtrict the scope and content of regulations. Regulators can use this guiddine in drafting
regulations to specify performance requirements for records and information systems devel oped by
the public. Systems designers can aso use this guiddine to develop systems and procedures that
increase the likelihood of legd compliance even before a nationa consensus is reached related to le-
gd acceptance of records produced by information technology systems.

ANSI/AIIM TR31:3-1994 (reaffirmed 1998)— Performance Guideline for the Legal Accep-
tance of Records Produced by I nformation Technology Systems Part 3: | mplementation
For purposes of the Performance Guideline, an information technology system is any process or
systemn that employs mechanical, photo-optical, magnetic, eectronic, or other technologica devices
for producing or reproducing records. Widespread use of these systems for recordkeeping "in the
ordinary course of business' has resulted in rules and regulations that pecify particular requirements
for acceptance by government agencies, or admission into evidence by courts, of records produced
by technologica devices. Thisreport provides a systematic gpproach for implementing recom:
mended recordkeeping practices that meet legal acceptance criteria set forth in Parts|, 11, and IV of
the Performance Guidelines. Adherence to the guideline facilitates legal acceptance of records
produced by information technology systems. Acceptance of the model act and rule promotes uni-
form trestment of records across jurisdictions and reduces barriers to the beneficid use of informa:
tion technology. This report dso includes a strategy for professona associations, indusiry groups,
and others to promote the adoption of the mode act and rule presented in Part |V of the

guideline that establishes requirements consstent with the recommended practices. The sdlf-
assessment process will help an organization determineif it has established and isfollowing re-
cordkeeping practices that will minimize problems with legal acceptance requirements. Pro-

moation of the mode act and ruleis intended to bring about uniformity in laws and policies af-




fecting the use of information technology systems for recordkeegping, and to minimize regtrictions that
unnecessarily discourage or hamper the use of such systems.

ANSI/AIIM TR31:4-1994 (reaffirmed 1998)— Performance Guideline for the Legal Accep-
tance of Records Produced by I nformation Technology Systems Part 4. Model Act and
Rule

The modd act and rule are designed to encourage good recordkeeping practices by providing di-
rection to legidators and government agencies in the establishment of requirements for acceptance
of records produced by information technology systems. The modd act, as proposed, will have
precedent over other contradictory laws and redtrict the content of regulations in the recordkeeping
area. Thetask force aso developed amodd rule, since it takes a considerable amount of timeto
have a uniform law enacted, whereas, arule can be implemented by government agenciesin arda-
tively short period of time. An underlying purpose of the model act and rule is to encourage use of
information technology systemsin the production of records. To this end, a delineation of benefits
of such systems (as opposed to paper-based systems) isincluded. The model rule can be adopted
independent of the model act, so long asit is properly promulgated, i.e., it is not arbitrary or capri-
cious or does not violate the dictates of alaw. However, adoption of both is encouraged.

ANSI/AIIM TR32-1994 — Paper Forms Design Optimization for Electronic lmage Man-
agement (EIM)

The purpose of this technica report isto provide information on characteristics of printed forms that
will make them readily accepted by various EIM applications. This document covers forms charac-
teristics that effect scanning. It dso addresses forms layout, recognition technology, scanner per-
formance and data processing and the effect on data capture and storage. This ANSI technical re-
port is not intended to address forms remova technologies or the design of eectronic forms.

ANSI/AIIM TR33-1998 — Selecting an Appropriate | mage Compression Method to Match
User Requirements

The purpose of this technica report isto provide practical methods for andyzing user requirements
for image compression in order to salect an gppropriate and optimal image compression scheme
that matches user requirements. For example, an EIM system configured for scanning, storing, and
delivering hdftone, line art, text, and continuous tone images will have different image compresson
requirements as compared to an gpplication involving only text. Thistechnicd report is desgned to
provide guidance in selecting applicable compression agorithms for each among awide range of
source documents.

ANSI/AIIM TR34-1996 — Sampling Procedures for I nspection by Attributes of Imagesin
Electronic mage Management (EIM) and Micrographics Systems
Thistechnica report contains procedures that may be used to select and gpply sampling inspecting
plansto determineif alot or batch of dectronic or micrographic images meets specified qual-
ity requirements. Its purposeisto do the following:
» Provide guidance to the user when sdlecting a sampling procedure that will
meet risk requirements




> Enable the user to develop asampling plan for individud imagesin a
scientific manner

ANSI/AIIM TR35-1995 — Human and Organizational |ssuesfor Successful EIM System

I mplementation

This document provides a fundamental framework for understanding the basic issues and concepts
of Organizationa Factors, Human Factors, and Ergonomics for Electronic Image Management
(EIM) systems. The principles of Human Factors and Ergonomics are applied to usability criteria
for the development and sdlection of EIM equipment, environmental and implementation issues, and
training for long-term productivity benefits. This technica report should help you understand and
plan for the non-technica issues that need to be managed when implementing EIM. Recommenda:
tions are provided to help prepare organizations for change.

ANSI/AIIM TR40-1995 — Suggested I ndex Fields for Documentsin Electronic | mage

(EIM) Environments
The purpose of this technical report isto describe fields of attribute information that are often used

with eectronic imaging systems. Thisinformation may take the form of a collection of database fields
or astructured computer record that refers to an image record on an electronic, digital image medium.
Such a collection of database fields includes a necessary and sufficient description of the image record
to control subsequent storage, retrieval, and archive management-related actions with that image rec-
ord. Theinformation contained in the fields described in this document is similar to that typicaly used
in atext management system. It is designed to be informative to a user if it is displayed in an image
query response. System designers could eect to use some or al of the fields described in this techni-
ca report in addition to fields that are specific to the application they are designing.

5.2 Document Services Industry Standards

When reviewing document services technologies you should determine whether or not these
products meet the county recommended industry standards. A vendor/supplier will be able to tdl
you if they are certified for the following industry standards:

AllM/Document Management Alliance (DMA)
DMWare
DMware is the open-source distribution and development clearinghouse operated with the
ingtitutiona sponsorship of AlIM Internationd. The subject matter of DMware based on
the work of the Document Management Alliance (DMA) and of the Open Document Man+
agement APl (ODMA) cadition is public, openly-contributed document management
software, documentation, and metadata definitions.

Document M anagement Alliance Specification




The DMA specification defines software component interfaces that enable uniform search
and access to documents stored in multi-vendor document management systems. The DMA
organization includes more than 60 user and vendor companies working together as atask
force of AlIM to define interoperability specifications that meet the requirements of enter-
prise document management systems.

Open Document Management APl (ODMA)

ODMA specifies a st of interfaces that gpplications can use to initiate actions within a
DMS. The API isintended to be relatively easy for gpplication vendors to incorporate into
updates of existing applications. It should not require magor restructuring of an application to
integrate it with ODMA. Note that this verson of ODMA does not specify how DM Ss may
initiate actions within the applications.

5.3 Workflow Industry Standards

AlIM/WTMC - Application Programming I nterface (Interface 2 & 3)

The purpose of this document is to specify standard workflow management Application Program-
ming Interfaces (API) which can be supported by WFM products. These API cdls provide for a
consstent method of accessto WFM function in cross-product WFM Engines. The APl st is
named Workflow Application Programming Interfaces (WAPI).

AlIM/WfMC - Audit Data Specification

The purpose of this document is to specify what information needs to be captured and recorded
from the various events occurring during aworkflow enactment. This document does not define
how the dataiis stored, but what information is to be gathered and made available for andyss. The
information will be caled Common Workflow Audit Data (CWAD).

AlIM/WfMC - Interoperability, I nternet, email MIME Binding

This document maps to the WfMC standard — Interoperability Abstract Specification , which pro-
vides an abstract specification that define the functiondity necessary to achieve a defined leve of
interoperability between two or more workflow engines. This document defines a binding that gives
concrete type definitions and message formats for the redizations of the abstract specification, using
Internet e-mail with MIME encoding as the transport mechanism.

5.4 Document Imaging Industry Standards

ANSI/AIIM M S52-1991 - Recommended Practice for the Requirements and Characteris-
tics of Original Documents | ntended for Optical Scanning

This standard describes the physical characteristics of paper documents which facilitate black-
and-white optica scanning, and the characteristics which make scanning ether difficult or im-
possible. It provides genera recommendations for the design of documents in order to make
these documents easier to scan. This standard does not cover specific scanning applications,

such as scanning of checks, scanning of engineering drawings, or scanning of bar codes, which




are the subject of other standards. 1t does not address the technical details for OCR, which are the
subject of other standards. Moreover, oversized documents and tiling techniques are not specifi-
cdly addressed in this sandard, dthough many of the same principles apply.

ANSI/AIIM M S53-1993 - Recommended Practice; File Format for Storage and Exchange
of Image; Bi-Level Image File Format: Part 1

The purpose of this standard is to standardize a sdlf-contained file format for the transfer of bi-level
image files in environments other than facamile tdecommunications. The image file formet is Smilar
to a Document Application Profile (DAP) and supports the transfer of encoded bi-level raster scan
images in environments. This standard covers bi-level images that are coded using CCITT T4
(Group 3) and T.6 (Group 4), as well as bit-mapped images (having no compression. Thefilefor-
meat is mediaindependent.

ANSI/AIIM M S55-1994 - Recommended Practice for the I dentification and I ndexing of
Page Components (Zones) for Automated Processing in an EIM Environment
This document identifies a media and application independent structure and indexing scheme that will

allow necessary and sufficient description of document pages and zones (rectangular sub areas) within
apage. These zones can then be processed automatically in the most appropriate fashion, regardless
of the nature of data outside the identified zone(s). In particular, this standard recommended practice

defines a document page so that the following processes can be applied to its el ectronic image record:

» Data compression specificaly suitable to the nature of the data within the zone (e.g., PEG
compression, vs. T.6 compression used in Group 4 Fax)

Opticad Mark Recognition

Optical Character Recognition

Intelligent Character Recognition

Handprint Character Recognition

Raster-to-vector conversion for computer aided design (CAD) or Geographic Information
System (GIS) applications

Signature capture and Recognition (CSR)

Any other form of compression, image manipulation or pattern recognition technology or dgo-
rithm(s) that may rely on specific data capture or storage methods.

5.5 Storage and Archival Standards
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ANSI X3.212-1992 (R1997- 130-mm Rewritable Optica Disk Cartridge for Information Inter-
change

ANS X3.220-1992 (R1997- Digita Information Interchange 130-mm Optical Disk Car-
tridges of the Write-Once, Read Multiple (WORM) Type, Usng the Magnetic-Optica Effect
(resffirmation )




ANSI/ISO/IEC 13549-1993 - Data I nterchange on 130 mm Optica Disk Cartridges - Capacity:
1,3 Gigabytes Per Cartridge

ISO/EC 11560:1992 - Information interchange on 130 mm optical disk cartridges using the mag-
neto-optica effect, for write once, read multiple functionaity

ISO/IEC 14517:1996 - 130 mm optical disk cartridges for information interchange - Capacity: 2,6
Gbytes per cartridge

ISO/IEC 15286:1999- 130 mm opticd disk cartridges for information interchange - Capacity: 5,2
Gbytes per cartridge
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Appendix C

Proposed WAN



Proposed WAN

Vendors must review the following documentation provided by Atomic Tangerine.
Any proposed connectivity between the Sheriff’ s Office and remote workstations

must be compliant with the standards incorporated herein.

To access this document in on-line fashion, proposers must download

thefiletitled “Appendix C’ separately.
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