GOVERNMENT OF EBONYI STATE OF NIGERIA
MINISTRY OF LANDS AND SURVEY

Mo i i Office of the Honourable Commissioner,
Block 2, Third Floor, State Secretariat Complex,
Ochoudo Centenary City, Abakaliki, Ebonyi State.
AR IETR it S svives oo et tsstyedtts s YOUE REE: ..cviiccivissoissipminiosdunasneressinsiavusssisnisisesinssos DIBEOE .orncivcsvarsbrsisrbesimpsrssimaisn

Terms of Reference
Consultancy Services for Creation of Data Centric Digital Archive System

A. OBJECTIVE

The objective of this consultancy is the implementation of a data centric digital archive
of Certificates of Occupancy (C of Os), which fully meets the minimum requirements
outlined in section D of this TOR. The digital archive can be implemented using
existing commercial or opensource products or as a custom development. The
preference should be given to free and opensource platforms, avoiding recurrent
license fees. For commercial products a perpetual license should be provided and
included in the overall cost. The Consultant is expected to deliver the digital archive
system, introduce it in Ministry of Lands office, train local staff, handover the system
with all relevant documentation and provide technical support services for [three]
months.

B. SCOPE OF WORK

In undertaking the assignment, the Consultant shall work in close collaboration with
Ministry of lands and Survey office, plan and agree required activities for the
implementation of the digital archive system. The specific tasks-to be performed are as
follows:

Review existing workflows, rules and procedures of managing Certificate of
Occupancy records. It should be noted whether any information system is used for
processing Certificate of Occupancy records and how it can be potentially integrated
with the digital archive system;



The system shall allow multiuser access over the network.

‘2. The system should be a Web or Desktop application with server-side component,
implementing

business logic and database access.

3. The system can be supplied as a commercial, open-source or custom development
solution.

4. If the system is supplied as a commercial solution, it shall have perpetual licenses for
10 (Ten)

usSers or more.

5. If the system is supplied as a custom development, Ministry of Lands and Survey
shall have full ownership rights and unrestricted access to the source code. If a custom
development is using any licensed components, it shall be agreed with Ministry of

Lands and Survey prior to using them and a required number of licenses provided,
allowing access to 10 (Ten) users at least.

6. The system shall be supplied with the user and administration guides, as well as

system documentation in case of custom development (e.g. database description,
system architecture).

7. In the case of a custom development, the supplier shall provide a warranty for 6
months, covering bugs fixing.

Functional requirements

1. The user shall be required to log into the system using the username and password,
assigned by the administrator (Unit head, EBLIMS, ministry of Lands and Survey, Ebonyi
State)

2. The main screen shall have a list of folders (or categories or workflow steps) on the
left side and relevant list of records on the right side, allowing quick filtering of records
in the system.

3. The displayed list of records shall allow sorting by visible columns and ordered by
the registration date by default.



4. The list of records shall be displayed in paged format (e.g. 20 records per page) and
allow pages navigation.

5. The system shall allow records search by the key attributes (e.g. document type,
range of registration dates, C of O number, owner name, folio number, status, etc.).

6. The system shall allow viewing of C of Os and relevant evidence through the search
results or by opening it from the main screen.

7. The system may implement workflow steps for the data entry and its processing.

8. The system shall allow capturing of various documents and recording it under C of O
case. Those have to include, but not limited to:

a. Certificate of Occupancy (C of O);

b. Land parcel survey diagram / location map;
c. Owner's ID;

d. Allocation letter, if applicable.

9. All document types shall be defined with relevant metadata fields, which have to
include, but not limited to the following:

a. Document type;
b. Document date;
¢. Document number;

10. For C of O documents, the following fields shall be captured, but not limited to
these fields:

a. Owner type;
b. Owner(s) name;

c. Owner(s) gender (mandatory);



1. Ownership type; /Residential/ commercial/industrial/ Agricultural/ institutional

e. Property unique 1D / Survey plan number

' { C of O issuance date;

g. C of O registration number
h. C of O reference number.
I. Ground Rent.

j. Revision Period

k. Improvement Premium

11. The system shall allow scanning and attaching of paper copies. It shall allow
selecting file format, scanning resolution, color mode and pages setting (single or
multipage). It shall also allow editing of a scanned document, adjusting its
brightness/saturation, rotating and cropping scanned images. Native scanner
applications can be used, but it shall be integrated with the user interface of the digital

archive system;

12. Captured and committed documents shall stay read-only in the system. They can be
enabled for editing by a user with a dedicated role and the system should request and

record the reason for modification.

13. In the case of multi-department/office access to the digital archive, the system shall
allow configuration of user access by department/office. Only records, relevant to
user's department/office shall be displayed and accessible.

14. The system should track the history of record creation and modification, capturing
user name, event type, date and time of such events. Recording modified fields and
their previous values would be beneficial.

15. Every record shall display its modification log in a simple way.

16. The system shall allow generating of parameterized reports (e.g. by dates), for
statistical reports, including, but not limited to the following:

a. Overall number of C of Os;



Review and gather the statistics of C of O paper archives in Ministry of Lands and
qurvey Office in order to understand the required hardware to run and operate the
digital archive system;

| Draft technical specifications for computer hardware required for the digital archive
'~ ijmplementation. This step can be skipped if the required equipment is available in
Ministry of lands and Survey Office;

Consult with Ministry of Lands and Survey and prepare the final list of requirements
for the digital archive system. It should be the System Requirements Specification
(SyRS) in the case of a custom development;

Develop and test the digital archive system as per SyRS (for custom development);

Prepare user and administration guides on operating and administration of the
digital archive system;

Introduce the digital archive system in Ministry of Lands and Survey for testing and
training;

Prepare the training plan and program;

Deliver user and administrator trainings. It is expected [10] users attending the
training;
Introduce the digital archive system into production in the Ministry of lands and

Survey Office

Handover the system, documentation and source codes (for custom development); -
Draft the final report;

Provide technical support online [and offline] for [three] months after the system

introduction;

C. SYSTEM REQUIREMENTS

The system requirements described below should be considered as a minimum set of
system functions and capabilities, required for the implementation. Existing products

can deliver more features.

General requirements



p, Cof 08 by gender;

e Cof 08 by ownership type;

4. Captured documents by types;

- The system shall implement various user roles, defining their access to system
features,

8. A dedicated system administration role shall be implemented for managing user

accounts and system settings.
Non-functional requirements
1. The system shall be easy to use and require minimum training for the end users.

o. All elements on the page shall have a clear style and proper spaces between them,
not overcrowding page and placed into logical groups if needed.

3. Fonts and colors shall be consistent for the same Ul elements throughout all pages.
4. Navigation elements shall be clear and help easy navigation between pages.

5. Horizontal scrolls shall be avoided to keep maximum width to 1024 pixels.

6. Form elements, which are not supposed to be modified, shall be displayed in
different colors to distinguish from editable elements and be disabled for user input.

7. Before submitting page results, simple fields check shall be done and highlight
occurred errors instantly with a clear description or appropriate alert message

displayed.

8. Partial page updates shall be implemented where appropriate, to avoid a full-page
reload and get faster feedback.

D. DELIVERABLE

Technical specification for hardware to run the digital archive system (including,

server,
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compUTers, SCAnnErs, ne twork equipment) [subject to the equipment availability in the
sdmmstration office)

.

Drgital archive svstem and its source codes (if custom development);

| Svstem documentation (user guide, administration guide). Other technical
documentation in the case of a custom development (data base catalog, architecture
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Training plan and program;
Trainings;

Final report.

E. LINE MAN MEN

The Consultant shall report directly to the Permanent Secretary, Ministry of Lands and
Survey. The Consultant shall closely collaborate with the staff of Ministry of Lands and
Survey to elicit system requirements and introduce the system.

F. PROPOSED TEAM COMPOSITION

Team leader / Business Analyst (1);
Senior Software Developer (1);
Software Developer (1);

Tester /Technical support (1);

A master's degree in Computer Science, business or related field;

A minimum of 5 vears of proven work experience as a business analyst;

Exceptional analytical and conceptual thinking skills;

The ability to convince stakeholders and work closely with them to determine
acceptable solutions;






