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DOCUMENT MANAGEMENT SYSTEM DEVELOPMENT (eDMS) 

 

Terms of Reference (TOR) 
 
 

 

1.0. Introduction and Background 
 

 

The Legal and Human Rights Centre (LHRC) is a Tanzanian, non-governmental organization 

that is private, voluntary, non-partisan, and not-for-profit sharing organization. It is registered 

and incorporated under the Companies (Act), Cap. 212, R.E. 2002, as a company without shares 

limited by guarantee, it has been in operation since September 1995. 

 

Legal and Human Rights Centre (LHRC) is envisioning a just and equitable society. It has a 
 

mission of empowering the people of Tanzania, so as to promote, reinforce and safeguard human 
 

rights and good governance in the country. The broad objective is to create legal and human 
 

rights awareness  among  the  public  and  in particular  the  underprivileged  section  of  society 
 

through legal and civic education, advocacy linked with legal aid provision, research and human 
 

rights monitoring. 
 
 

To improve LHRC’s efficiency in delivering its mandate, LHRC sees the importance of 

automating its day to day internal workflow. For that reason, Legal and Human Rights Centre is 

seeking for submissions from reputable companies to provide an Electronic Documents 

Management (Work flow) System (EDMS) Solution. 
 
 

 

Components and Scope of the desired EDMS 
 

1.1. Documents Capturing 
 

This is associated with capturing of documents as scanned PDF, Word Doc, 

Excel, Images, or any readable document format. Various scanners will be used to 

scan and create readable PDF documents 
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1.2. Storing Documents 
 

EDMS should be able to store electronic documents in a file once they have been 

captured. These files will be defined in the system with its Identification number 

and name. 

 

1.3. Retrieving and Distribution of Documents 
 

EDMS should be able to provide a flexible way of retrieving documents. Easier 

and faster searching of documents using keywords (Meta data tagging is of 

assistance). As soon as you enter a search term, you will see a list of documents 

matching the term. 

 

1.4. Work Flow Automation 
 

The Electronic Document Management System should have built in enterprise 

level business process management and workflow automation that automatically 

routes the documents to their destination. The workflow automation should 

provide; 
 

 Rule based processing incoming & outgoing documents and internal 

memos,
 Configured multi-level approvals
 Automatic creation of record based on documents
 Update records based on documents and
 Documents routing algorithm

 

1.5. Local Backup 
 

System should have a specific document storing module for uploading all types of 

documents and retrieval mechanism 

 

1.6. Document Indexing 
 

Document indexing is the process of associating or tagging documents with 

different “search” terms. Indexing is a path to the documents. That path is based 

upon our business processes The EDMS should provide indexing of the 

following; 
 

 Indexing of all documents
 Custom automatic document numbering
 Content recognition and indexing
 Indexing meta data
 Support innumerable formats
 Extendable meta data fields



1.7. Payment Forms 
 

These are finance approval forms, that will need to be signed digitally during the 

process, Electronic signature devices, will be used to add signatures to the given 

forms. And the system will need to be integrated with these devices. 

 

1.8. Security 
 

Security is one of the most critical aspects of a document management system. 

The EDMS should provide a high level of documents encryption and role 

based access, as well as; 
 

 Audit trail, User and Roles
 Advanced access rights
 Encrypted documents on file system
 Modify ownership and Support SSL.

 
 

 

1.9. Dashboard 
 

EDMS should have a simplified and easy to navigate user dashboard 

which contains; 
 

 Work flow inbox
 Documents inbox
 Alerts and notifications
 Report graphs and charts
 Inbuilt calendar and time.

 
 

 

2.0. Consulting Company Profiling Instructions. 

 

2.1. Companies wishing to undertake the process will be needed to submit their 

profiles and proposals 
 

2.2. The following format and sequence should be followed in order to provide 
consistency in Companies’ responses and to ensure each profile receives full 
and fair consideration. All pages should be consecutively numbered. 

 

2.2.1. Cover Page, showing Company's name, address and contact information; 
 

2.2.2. Up to one page Letter of Introduction, signed by an authorized signatory; 
 

2.2.3. Table of Content, including page numbers; 
 

2.2.4. Presentation of the Company and its suitability for the assignment; 
 

2.2.5. A Company Reference List (with references’ names and contact details) 
with at least 3 similar tasks conducted; 



 
2.2.6. Detailed CV of the expert proposed to execute the assignment, along with 

his/her current employment status with the Company or in case of 
proposing external expert a pre-contract document specifying availability 

of the proposed expert; 
 

2.2.7. Appropriate IT- related certification of the proposed expert; 
 

2.2.8. A document for registered activity as evidence that the Company is 

registered as a legal entity for performing the activity related to the 
subject of the Services or evidence that belongs to appropriate 

professional association in accordance with the regulations of United 
Republic of Tanzania. 

 
 

2.2.9. The list is not exhaustive, additional sections and further information can 
be provided by the Company. 

 
 

 

3.0. Proposal Contents 

 

3.1. The Consulting company must submit both financial and Technical proposal 
Including at least, the following. 

 

3.1.1. Sketch of the proposed System Workflow and Structure. 

3.1.2. Financial Consideration of carrying out the Whole Project to Final 

Launching, the Amount Must be Tanzanian Shillings(TSH) 

3.1.3. Proposed support Scheme 

3.1.4. Breakdown of Time frame of carrying out the Project 
 

 

4.0. The Minimum Requirement. 
 

4.1.1. At least 5 years’ experience in developing information systems. 
 

4.1.2. The Company has prepared/ executed at least 3 similar assignments. 
 

4.1.3. The Company has worked With Non-government Institution Undertaking 
similar tasks 

 

4.1.4. Company’s Senior Staffs Proposed to work on this Project must have the 
following 

 

4.1.4.1. A Bachelor degree in ICT or related fields; 

4.1.4.2. In-depth knowledge and  working experience in ICT Systems 

 development (at least 5 years); 

4.1.4.3. Experience in designing and establishing and integrating high 

 traffic web-based databases and modules, (at least 3 projects), 

 With proven Technical Skills. 

4.1.4.4. Experience in handling voluminous data 



4.1.4.5. Experience in development  of Server Solutions, procurement 

 of hardware and software licenses; 

4.1.4.6. Strong Communication and  writing skills including technical 

 reports as well as general reports; 

4.1.4.7. Excellent command on both written and spoken English is 

 essential; 
 
 

 

5.0. General 

 

5.1. The Client reserves the right to modify the terms of the ToR at any time at its sole 
discretion  

5.2. The cost of preparing a proposal and of negotiating a contract, including trips is 

not reimbursable as a direct cost of the assignment. Short-listed proposals may be 
asked to make a presentation to the Evaluation Committee, which will be solely 

at the bidder’s expenses.  
5.3. The Company is requested to hold the proposal valid for 30 days. 

 

5.4. The Client may not necessarily accept any proposal. At its sole discretion, the 

Client reserves the right to reject any or all proposals received and to accept any 

proposal which it considers advantageous, whether or not it is the lowest priced 

proposal. The Client is not under any obligation to award a contract, and reserves 

the right to terminate the request for proposal process at any time, and to 

withdraw from discussions with all or any of the Companies who have 

responded. The Client reserves the right to accept the proposed offer in total or in 

part, to reject any or all offers, to waive any minor informalities, irregularities, or 

technicalities, and to accept the offer deemed most favourable to the Client. 
 

 

5.5. The Language of the proposal and all correspondence is English. 
 
 
 
 

 

6.0. Negotiations: 

 

6.1. The Client reserves the right to negotiate specific terms of the contract with the 

short-listed companies prior to the final award of the contract. The Client 

intents to negotiate a contract with the Company, which secures the highest, 

overall weighted score as a result of the evaluation. Should it not be possible to 

finalize an agreement with that Company, negotiations will be terminated and 

the next highest rated Company will be invited. The Client also reserves the 

right to negotiate specific terms of the contract with the Company as the 

contract progresses. 



7.0. Contract:  
7.1. The Company appointed for the assignment shall be required to enter into a 

contract with the Client.  
7.2. The Company must propose a schedule of payments that will be discussed and 

finalized at negotiations.  
7.3. The Contract between the Client and selected Company will be signed under the 

Laws of the United Republic of Tanzania.  
7.4. All submitted proposals become the property of the Client. However, only the 

submissions by the successful Company will be used.  
7.5. The decision of the Client regarding the choice of a Company is final and is not 

subject to appeal.  
7.6. All the work Done and System developed will be sole Property of LHRC, and 

LHRC will hold the Copyrights. 
 
 
 
 
 

 

8.0. Enquiries 

 

8.1. This TOR Can be download from Legal and Human Rights Centre website, 
www.humanrights.or.tz  

8.2. Any enquiries about this TOR please contact LHRC ICT Unit through 
itsupport@humanrights.or.tz 

 

 

9.0. Submission 

 

9.1. Interested Companies will be required to submit their profiles and Proposals 
as per this TOR Guidelines to the address below 

 

Executive Director 

Legal and Human Rights Centre 

Justice Lugakingira House 

Kijitonyama, Opp Institute of Social Work 

P.O. Box 75254  
Tel: +255(0) 222773038/48 

Fax: +255(0) 222773037 

Email: lhrc@humanrights.or.tz 

 

9.2. The documents must be submitted via email or in a sealed envelope and must  be 

received before: February 15, 2019. 

 

9.3. Failure to follow the pre-drawn guidelines will lead to rejection. 
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