Sources Sought

The Headquarters Air Force (HAF) is interested in receiving capability statements from qualified prospective suppliers and internal entities capable of providing an open architecture, non-proprietary, Web-based solution or solution suite for automated administration and decision making, in accordance with the provisions and instructions set forth in this Request for Information (RFI).  The primary functions related to this capability today are Task Management, Document Management, Records Management, and Forms Management.  As a result, the Directorate of Contracting, Headquarters Materiel Systems Group, is soliciting interest and capability statements for a competitive acquisition from qualified contractors.  All contractors, large, small, small disadvantaged, 8a, women owned businesses and HUB Zone Businesses are encouraged to participate. 

 Responses shall be no more than fifteen (15) pages in length and should indicate the contractor’s interest and contractor qualification information.   Within fifteen (15) workdays of receipt of responses, the AF will review written responses and select vendors to present oral presentations.  Oral presentations of no longer than two hours duration will be scheduled to allow selected, prospective suppliers to further describe their solution set to a team of AF personnel.  The AF reserves the right to schedule these oral presentations at its discretion.
Responses are due not later than 3:00 PM EST., Tuesday, 22 October 2002 and shall be sent electronically to Contracting Officer James Leighty, James.Leighty@wpafb.af.mil or Contract Negotiator, Shelley Johnson, Shelley.Johnson@wpafb.af.mil
Information for the effort is as follows:
 Automated Administration & Decision Making 

(Enterprise Information Management)

Headquarters Air Force

Request for Information / Sources Sought

September 30, 2002
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I.  Overview of the RFI Process

1.1.1 The Headquarters Air Force (HAF) is interested in receiving written and informational presentations from qualified prospective suppliers and internal entities capable of providing an open architecture, non-proprietary, Web-based solution or solution suite for automated administration and decision making, in accordance with the provisions and instructions set forth in this Request for Information (RFI).  The primary functions related to this capability today are Task Management, Document Management, Records Management, and Forms Management. 
1.1.2 This RFI is part of a procurement process that helps to serve the best interests of the Air Force (AF) by educating users and technical personnel on best practice technologies for enterprise information management (EIM) and how available technologies and solutions can be brought to bear on challenges and opportunities the AF is facing.  It also provides prospective suppliers with a fair opportunity for their services to be considered. 

II. Vision, Goals, and Background Discussion 

2.1 Vision: A seamlessly integrated EIM environment that provides automated workflow management and data sharing using authoritative and intelligent knowledge discovery, and collaboration across the HAF enterprise.

2.2 Goals

2.2.1 The overarching goal is a seamlessly integrated process that optimizes data sharing with real-time collaboration and in-transit visibility of staff actions throughout all levels of the enterprise, and retention/accessibility of intellectual capital, in compliance with AF, DoD, and Federal directives/law.

2.2.2 The desired outcome is to provide high quality information (on-time, on-target) to external and internal customers (from civilian constituents to decision-makers) to eliminate late and/or unvetted responses, particularly to key constituencies, and to use AF personnel resources effectively by reducing or eliminating duplicative work.

2.3 Background

2.3.1 The HAF is seeking a solution (or solution set) that provides a good return on investment and is scaleable, flexible, adaptable, can be integrated with existing capabilities, and is compatible with the existing technical architecture/ environment.  The solution must support extensive, flexible and secure data sharing and interaction between and among the many functions of the AF and support significant sharing and interaction with persons and entities outside the AF as well.

2.3.2 The solution should be capable of handling/storing a large number of diverse information types (i.e. documents, images, graphics, video & threaded discussions, etc.)  that may provide supporting information to the development of future responses and/or may emerge from the response development process as an action is being developed. Attributes/full text indexing of information types and retrieval capabilities are needed; records and related workflow information may need to be stored many years for research/reference.

2.3.3 The solution should assist with intelligent knowledge discovery, facilitating automated/recommended solutions throughout the workflow process. 

2.3.4 The envisioned solution should be compatible or integrate with the AF forms processing and data capture solution--PureEdge; although some initiations/requests are received in electronic form, many are still paper-based and need to be tracked. 

2.3.5 The solution architecture should be web-based and ultimately accessible from the AF Portal to facilitate access to tasks, ongoing work/actions, and supporting documents from personnel in remote locations, using laptops and home office equipment.  

2.3.6 Tasks and supporting documents are created, accessed and modified or acted on by a wide range of AF and non-AF personnel, military and civilian, at all ranks and levels of responsibility.  The solution should be highly time-efficient for very senior level officers (decision-makers) and personnel who must review information, approve and/or sign proposed responses and in the process access some or all supporting documentation. The solution should provide a senior level executive view of the staff action and e-signature capabilities to facilitate the coordination, approval, and/or signature process.

2.3.7 At the same time, 6,000-10,000 people in various process roles create, monitor, search/access, collaborate on, approve/disapprove a wide variety & number of actions at all levels of the enterprise.  The solution should also be able to support a relatively complex flow of work and provide reliable security and access control.  The extensive turnover of AF personnel requires a solution to be easily and quickly learned and highly intuitive. Training and documentation materials and delivery should provide a high level of integration between the process and the supporting technologies.

2.3.8 The solution should provide for visibility of work in progress such as task status, current task location or ownership, task history/progress, document/staff action routings completed and routings still to be completed (in-transient visibility from an enterprise, organizational, and/or individual perspective), concurrences or non-concurrences already indicated.

2.3.9 In support of its mission and in an effort to maintain the highest quality services for its customers, the HAF seeks an experienced prospective supplier to provide an EIM solution that compliments or replaces existing technologies.  For example, in the HAF, an existing document management solution has been in place for several years but has not been upgraded and is perceived to have some functional limitations in its current version.  Microsoft Outlook’s Task Manager, and Microsoft Binder are in use for electronic routing of task items and related documents/staff actions to and from the originator and the functional organizations that supply responses to requests, between and among those organizations, and to decision-makers.  

2.3.10 The chosen solution will be used across the HAF, in its primary location at the Pentagon and across various HAF offices worldwide; most of which are located in the greater DC area.  The solution would need to serve between 6,000-10,000 HAF employees with an interest in potential scalability up to approximately 400,000 users.

2.3.11 The AF may determine that one or a combination of several approaches and using multiple products and services will best meet these objectives.  Existing applications may be kept in place, as is or upgraded; new applications may be added and integrated, or existing applications may be replaced by new applications that better serve the overall requirements.

III. Scope of Goods and Services

3.1 It is the AF’s intent to obtain those goods and services necessary to help the AF achieve its goals as outlined in this RFI. In order to achieve this, the prospective suppliers should describe a solution or solution set that offers the capabilities outlined in this section.

3.2 The AF recognizes that there may not be a single ‘system’ or solution that offers all of the capabilities listed, but prospective suppliers should recommend an integrated solution set that meets all the required capabilities. 

The Basic Process

At a high level, the current supported process looks like this:









· Receives (or initiates), evaluates and assigns and works formal requests for information and action from a variety of internal and external constituencies and sources, or disseminates information/guidance to all or portions of the enterprise

· Develops, collaborates, and coordinates its responses to those requests

· Maintains & Accesses relevant supporting materials from various information sources to assist in the development of responses (relational data)

· Obtains appropriate approvals for those responses

· Measures, reports, maintains and improves the quality and timeliness of the process

· Stores, archives and retrieves response development & response information
It may also be useful to understand that information requests (taskers) run a wide gamut of content and complexity; some are highly routine, repeated over and over again and relatively simple (requests from civic organizations for letters of commendation from a senior AF official, for example).  Others are unique and complex (requests from Congress or Secretary of Defense to study and report on the USAF positions on a matter of policy, for example), while others may be project-like with many related tasks and sub-tasks.  Some requests require immediate, urgent response and turnaround to the requestor; others may be the work of many weeks or months to develop and publish.

3.3 Functional description

This is not intended to be a comprehensive requirements definition, but to give potential suppliers a basic idea of the current key process elements.  

3.3.1 Task receipt, review and assignment

The process by which incoming requests are received and evaluated requires robust document scanning and imaging capabilities, as many requests are received in paper form.  These letters, memoranda, supporting documentation, images, in a wide-range of size and quality, etc. should be easily and quickly stored and then accessible through various search techniques.  The creation of the actual task/assignment accomplished through the use of either pre-determined templates for highly repeatable tasks or through the creation of ‘free-form’ task description for more complex or specialized tasks is desirable.

3.3.1.1 Tasks should be created with a number of common elements, including but not limited to required date, original requestor, suggested coordination points/routing scheme, required approvals, related histories-- “defining the deliverable”.  These common task elements should be automatically generated and presented to the user as recommendations based on the subject matter.  

3.3.1.2 The dissemination of tasks should link to both global distribution lists, for ad-hoc creation of the task distribution, and to pre-determined distributions for more repeatable tasks. Appropriate documents will be either attached or referenced (the desirable) in each request that is created. Tasks will typically be routed to one Office of Primary Responsibility (OPR) and multiple related offices, but in some cases an incoming request will require that multiple tasks or sub-tasks be created and sent to various functional owners for response/action, serially and/or in parallel.  The solution should enable management of task items, from an enterprise, organizational, and/or individual perspective.   Creating & modifying task views should be flexible and user-defined, saved or ad hoc.

3.3.2 Response Preparation and Coordination 

3.3.2.1 Recipients of tasks need the ability, within agreed business rules/parameters, to accept or to reject the incoming request.  Requests are normally rejected only when the routing is incorrect, and a different organization should be the OPR for the task.  Business rules may prevent such requests from being rejected or re-routed to the correct OPR when the task due date is within certain parameters. 

3.3.2.2 Tasks should be able to be split (sub-tasked, sub-milestones) if necessary by the OPR; visibility/tracking to all tasks and their sub-tasks should be maintained and easily accessed.  From time to time, multiple persons may be working on a given document (response) simultaneously.  Collaborative capabilities are needed (w/access controls), although the current approach is relatively hierarchical/linear.  Tasks may be forwarded ‘formally’ to coordinating persons/offices, or email questions, comments or other ‘informal’ coordination may also occur.  

3.3.3 Staffing

Once responses are prepared and coordinated, they are routed (either electronically or paper), along with appropriate supporting documentation for review and approval/signature up the appropriate chain of command  (a filtered, executive summary view), before being communicated to the original requestor or requesting organization.  They should remain visible and tracked/reported through this cycle.  Digital signature (using PKI certificate technology) capability is required, although some documents may still be printed and signed physically.  

3.3.4 Document/information storage and retrieval/database

Developed responses, response templates (like form letters), supporting information and reference materials, action officer inputs/discussion, concurrences and non-concurrences, are maintained in a centrally accessible repository.  This repository should provide for intuitive, yet robust save & search capability across a wide range of possible fields, texts, names/creators, etc.  Documents are sometimes accessed from remote locations and user laptops, where performance (speed of download or access) is a significant factor -- regardless of application, the solution should ensure passive integration when items are accessed.  Version control and check-in/check-out capability is needed when collaborative efforts are in progress to develop responses; once responses are completed, approved and disseminated, then the final package is locked (components may likely be archived -- Records Management) for further modification/update, although such packages or their components may be copied into new packages and then modified for the new request/tasker.

3.4 Technical requirements.  Suggested categories of technical specification include:
a.  Operating environment description; current and planned (with timeline) if applicable: desktop, server, web, and portal network

b.  Scalability statement; also, the vendor should provide evidence of scalability to include examples of where product has been deployed, number of users, and deployed as one instance or multiple instances.

c.  Security statement; normal environment, statement re: future inclusion of classified/sensitive requests and documents; include statement re: digital signature protocols; use of role-based access

d.  Ease of use statement; may include simplicity in number of clicks per each action; look &feel; drag & drop operations, etc. 

e.  Interoperability requirement, listing existing and planned systems with which interface might be required and interface standards (use of API’s, for example)

f.  Document types supported

g.  Web environment and access statement reiterated from a technical point of view

h.  Network and other protocols in place today or planned

i.  Reporting standards (user generated, for example, ad hoc and fixed, standard)

j.  Auditability statement; transaction audit capability and performance measures; ability to capture cradle to grave activity; flexibility for trend analysis of measurements based on user-defined queries; exportable to MS Office applications.

k.  Screen presentation should be readily understood and easy to navigate such as the look and feel of the Windows environment

l.  Architecture overview, if available (perhaps as Appendix or reference), with general statement on ‘open’ systems, database standards in use

m.  Conversion environment, i.e. the means to migrate the intellectual capital accumulated in legacy repositories.

n.  Recovery, backup and restore requirements

o.  Data integrity statement

p.  Training, documentation from a technical standpoint (e.g., on line, context-sensitive help and help feature users can supplement with/add business rules and procedures)

q.  Ability for rapid prototyping and deployment of new and existing business process; adaptability to change a business process or business rule without down time and significant cost of redeployment

3.5 Corporate Qualification Information.  This section should provide information to evaluate the corporate qualification of the vendor to include:

a. Years in business

b. B.  Relevant experience, to include implementation timeframes

c. Market share

d. Commercial and/or government clients and contact information

IV. Contents of the Response

4.1 Reserved

4.2 Response specifications

As this is a Sources Sought/Request for Information document, initial prospective supplier responses should be in the form of a Capability Statement; this should include the following elements:

4.2.1 Recommended solution set information

a.  How you would address the goals set forth in Section II, Vision, Goals, and Background Discussion of the AF.

b.  How you would address the functional and technical specifications set forth in Section III, Scope of Goods and Services.

c.  Your recommended training plan for the AF, and a description of the types of training available both on site and off site.

d.  Your approach to provide implementation and consulting services

e.  Literature and documentation related the functionality of the prospective supplier’s solution set

f.  Approach to providing solution access to local and remote users, including laptop computer users with dial-up capability

g.  Typical implementation approaches and timetables, including required or preferred client participation

h.  Minimum suggested hardware specifications that will be needed for the successful implementation of the solution set, including but not limited to server configurations, client configurations, recommended specifications for both high volume and low volume scanning equipment, software operating environments, etc.

i.  Address supportability issues required for operations and maintenance of the solution set, including Technical Manuals and Technical Data, Training and Training Devices, Computer Resources Support, Facilities, design interfaces, etc.   

j.  Address the solution set’s ability to fit into larger context of the AF’s information system environment such as GCSS-AF Integration Framework and AF Portal construct

k.  Address compliance with related DoD and AF standards, such as DoD 5015.2-STD, June 2002, Design Criteria Standard for Electronic Records Management Software Application and Section 508 compliance.

m.  How the solution set is scaleable to accommodate increasingly larger numbers of users and volumes of documents.

n.  Any new functionality of the prospective supplier's solution set and the future direction of any recommended elements.

4.2.2 Prospective supplier Information, Personnel, References

a.  A brief history of the prospective supplier and its experience in providing an Electronic Information Management System similar to those described in this RFI.

b.  Information on those individuals who could be assigned to an implementation, including a description of their experience.

c.  A list of all of the prospective supplier's clients comparable to the HAF indicating the length of service of each account. 

d.  The website address or addresses at which the HAF may obtain additional information about the prospective supplier and its solution set.

4.3 Other Information

Prospective suppliers should identify their size/socio-economic status and provide any other information that the AF should consider in evaluating the prospective supplier's response.
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