






[bookmark: _Toc25739105]Supplement 1: Requirements and Scope of Work




Contents
Supplement 1: Requirements and Scope of Work	1
1.0	Solution Overview and General Scope	3
1.1.	Statements of Work	3
1.2.	Future Project Opportunities	4
1.3.	Conceptual Grouping of State Requirements, Framework Context	4
1.4.	Requirements Gathering Process and Expected Outcomes	6
2.0	Project Management Requirements	7
2.1.	Project Management Scope	7
2.2.	Meeting Attendance and Reporting Requirements	7
The Contractor’s project management approach must adhere to the following meeting and reporting requirements:	7
2.3.	System Changes as a Result of Contractor Activities	8
2.4.	Project System Environments	8
3.0	Document Imaging Requirements	9



[bookmark: _Toc25739106]Solution Overview and General Scope
In 2015, the State awarded a contract to Hyland to help the Department of Administrative Services, Office of Information Technology plan and deploy the State’s Enterprise Document Management Service to include the Human Resources Division’s use of OnBase as well as create a Master Licensing Agreement (MLA) for the Hyland OnBase Software Suite.  The Department of Administrative Services now seeks to create a Contract for the continued Build and Enhancements of the Enterprise Document Management Service for the more than 120 Agencies, Boards and Commissions across the State (currently, there are 16 Agencies, Boards or Commissions using the Service) that could potentially leverage the Service. The Agencies, Boards and Commissions have a variety of requirements that need to be fulfilled by imaging / workflow / integration solutions that are specific or related to the business needs of the State and aligned with the missions of each Agency, Board and Commission. The State seeks to identify such a service via this RFP to:
Address the Agencies, Boards and Commissions needs and requirements pertaining to Enterprise Document Management;
Serve as a basis for ongoing standardization for other systems requirements;
Provide an extensible enterprise platform that is “image source” and “target system” integration agnostic;
Flexible and extensible to address high volume imaging, transaction processing, storage, retrieval and integration requirements of any Agency;
Implement in a modular fashion that allows the State to leverage existing investments and deployments in OnBase to include scanning technology and services, workflow, document management, storage, networks and open systems based on modern APIs and integration format capabilities; and
Require modest investment from an enterprise perspective that makes financial and business sense with respect to subsequent addition of new opportunities as they are identified by the State.

1.1. [bookmark: _Toc25739107]Statements of Work
State Agencies will be responsible for drafting their own Statements of Work with the Contractor. As a function of its governance role, the DAS/OIT Enterprise Document Management Service Owner will coordinate with State Agencies to ensure their IT projects are aligned with the State’s enterprise technology direction. 
A State Agency in collaboration with the Contractor will identify specific requirements and develop a proposed Statement of Work for the service and delivery outcomes, subject to the review and approval by OIT. 

Content. Each Statement of Work will contain the sections listed below: 
· Background information for the project, including: 
a. Agency information; 
b. Project name; 
c. Project objective; 
d. Project description; 
e. Project schedule; 
f.  Project milestones; and 
g. Bill to Address. 
 
· Requirements Gathering including:
a. Overview - briefly describes the Scope of Work;
b. Projects - briefly describes each separate portion of whole ‘chunks’ of work;
c. Services - Requirements, Analysis, Documentation, Requirements Review, Implementation and Project Management;
d. Defines Software / Configuration Solution, Project Plan(s), Administration Guide Enhancements / Modifications, Solution User Guide, etc.;
e. Assumptions; and
f. A Description of each of the Services within the Scope of Work; 
The Contractor must provide the following:

· Scope of Work including:
a. Description of scope of work and project requirements; 
b. Description of constraints, assumptions; 
c. Contractor’s Work Effort Requirement; 
d. Description of roles and responsibilities; 
e. Expected duration; 
f. Resource Requirement; and 
g. Reports.
· Cost  

The DAS/OIT Document Management System Service Owner must sign off on the final Scope of Work.  
1.2. [bookmark: _Toc25739108][bookmark: _Hlk26352351]Future Project Opportunities
The criteria below have been established for the Enterprise solution and will be used to guide the Contractor through future SOWs.
Compliance with the design, implementation and production use of Enterprise requirements contained in this Supplement;
As State data contains personal and sensitive employee data (e.g., benefits, compensation, enrollment and performance forms), compliance with State Information Security and Privacy Requirements and State Data Handling Requirements from a proposed solution and implementation perspective are essential (as contained in Supplement 3);
Extensibility of the proposed solution to meet other situational needs as defined by each State agency, Board or Commission as dictated through requirements;
Modularity of the proposed solution to allow the State to selectively implement elements of the solution in a variety of systems support roles that leverage existing or future State investments in scanning, imaging, workflow, routing, storage and integration with State systems in the future; and
Flexibility and Adaptability of the solution to: 
· Address a variety of image inputs (forms, formats and standards); 
· [bookmark: _GoBack]Accept presentation from a variety of sources (desktop scanners, workgroup imaging platforms, high volume imaging platforms or managed imaging vendors);
· Align with specific situational business needs (e.g., HR data, Business data, State revenue data; citizen data) based on the mission of an Agency and it’s needs; and
· Integrate with existing or new State systems using available APIs based upon open-standards such as XML, SOAP, .NET and other integration frameworks.
1.3. [bookmark: _Toc25739109]Conceptual Grouping of State Requirements, Framework Context
The State offers the following table to organize its requirements for convenience of a common basis of communication and articulation of its views as to the context of the overall solution (in general) and specific to future Statements of Work. 
General descriptions of each element of the conceptual organization are as follows:
	Framework / Solution Organization Area
	Illustrative Attributes and Elements

	State Image Sources
	Agency specific imaging platforms from a variety of Original Equipment Manufacturer (OEM) vendors.
Desktop / Workgroup imaging sources such as scanners, multifunction copiers, etc.
Citizen / Business / Vendor scanned forms and documents provided to the State via email, electronic gateways and other mechanisms.
Industry standard structured formats including PDFs, XML, embedded forms, bar codes, Microsoft Office, TIFF, etc.
Semi-Structured Data using a variety of sources, formats and transmission mechanisms that may include structured forms with handwritten augmentation (e.g., a W4 withholding form or signed document).

	Imaging Interface
	Offeror proposed system elements to accept State Image Sources into the offeror proposed solution.
Offeror provided solution elements to provide images to its solution in the absence of a compatible or acceptable State image source (for example, those imaging requirements that cannot be met by an existing image source or where an image source is unavailable at the point of image origination).

	Workflow and Routing
	Elements of the offeror solution that “guide” the image through the required State processes and work-steps. 
Initial error identification/rejection/recycling, prioritization and distribution to State workgroups (domain generalists and specialists). 
Routing to transaction processing groups. 
Integration with State systems as required and agreed with the State. 

	Optional Value Added Information
	Optical character recognition.
Image metadata tagging used to identify origin, use, purpose, destination and processing considerations.
Data classification based on origin/type of data (e.g., PII, financial, banking, HIPPA, IRS, etc.).
Image to Business/Employee/Citizen matching considerations to streamline processing, workflows, cases and integration.
Barcoding, watermarking, dating, versioning and other image enhancements.
Digital signature identification and capture.

	State Systems Integration
	Integration frameworks that are designed to format the data in structures and formats compatible to integrate from the source State systems to the target imaging system.
Interface/integration controls to ensure that integration(s) occur as required and that no data, images or information is lost in translation or transit.
Maintaining a variety of image formats and integration methods based on industry standards that ensure that images and information are useful as a companion to, or as part of a State system.

	Document Cataloging and Storage
	For those State systems that do not have the capability or provision for large scale image storage management, accommodation of storage image data stores that maintain this data in a manner that appears seamless to a State end-user in performance of process responsibilities.
Cataloging of all images with controls to adhere to data privacy, access, security and other requirements in consideration of the contents of the images.
Data structures that can be used independent of a State target system to inventory, maintain, archive and purge these images upon reaching their practical or useful life.

	State Systems
	Detailed integration and data exchange requirements specific to a State solution
Timing, format, technology and other technical elements as required by a State system specific to the imaging requirement set.

	State Document Cataloging and Storage
	Specifics as to what, how and how much data can or will be maintained in a State system as opposed to the offeror provided Document Cataloging and Storage capability.
Integration requirements and capabilities between a given State System and the offeror proposed system.


1.4. [bookmark: _Toc25739110]Requirements Gathering Process and Expected Outcomes
High Level Business and Functional Requirements Gathering – This process will be used to gather all the necessary Requirements from the Agency, Board or Commission to create a complete Scope of Work containing:
· Overview - briefly describes the Scope of Work;
· Projects - briefly describes each separate portion of whole ‘chunks’ of work;
· Services - Requirements, Analysis, Documentation, Requirements Review, Implementation and Project Management;
· Define Software / Configuration Solution, Project Plan(s), Administration Guide Enhancements / Modifications, Solution User Guide, etc.;
· Assumptions;
· Description of each of the Services within the Scope of Work; and
· Pricing Table, expected example below:
Example:
	[bookmark: _Hlk17355677]Project Name
	
	
	
	
	Hours
	Amount

	XXXXXXX
	Project Manager Hours
	Integration Consultant Hours
	Business Consultant Hours
	Technical Consultant Hours
	
	

	Phase 1: Discovery
	x
	x
	x
	x
	x
	$xx,xxx.xx USD

	Phase 2: Implementation
	x
	x
	x
	x
	x
	$xx,xxx.xx USD

	Phase 3: Doc/Train/Test
	x
	x
	x
	x
	x
	$xx,xxx.xx USD

	Phase 4: Migration
	x
	x
	x
	x
	x
	$xx,xxx.xx USD

	Project 1 Totals
	x
	x
	x
	x
	x
	$xx,xxx.xx USD



· [bookmark: _Hlk17355728]Pricing Assumptions (if any) – Offerors must propose a Single Flat Hourly Rate fully inclusive of all costs.
Discovery (Phase 1) – This process will be used to fully explore each requirement to its smallest element / detail in order to create a blue print / configuration / solution map document for the Scope of Work and must contain all work items, configuration items, and solution steps in order to accomplish the Scope of Work.
Implementation (Phases 2, 3 and 4) – This is the process to fully configure and deploy the solution to the Tiers of the Service (Development, Test, User Acceptance Test (UAT) and Production), perform full testing of each requirement of the solution, collaborative work with the Agency, Board or Commission to perform full testing of each requirement of the solution and collaborate / work with the Enterprise Document Management Service to promote the solution from one Tier to the next.  Production deployment must include an ‘all hands on deck’ approach where the Implementation Team is on the ground with the Agency, Board or Commission to ensure Production / Go Live goes smoothly.
[bookmark: _Toc384797927][bookmark: _Toc384797928][bookmark: _Toc384797929][bookmark: _Toc384797930][bookmark: _Toc384797931][bookmark: _Toc384797932][bookmark: _Toc25739111]Project Management Requirements 
1.5. [bookmark: _Toc25739112]Project Management Scope
The Contractor will have responsibility to provide overall project management for each Scope of Work relating to new builds or expansions of existing solutions. 
The Contractor must:
Be responsible for overall Project completion;
Maintain the overall Project Plan;
Ensure that required testing activities across both technical and operational components are completed to minimize Project risk; 
Collaborate with the task areas to ensure appropriate cross-team communication and delivery; and
Coordinate with the Agency, Board or Commission assigned Project Manager (or other designee working in the role).

1.6. [bookmark: _Toc25739113]Meeting Attendance and Reporting Requirements 
[bookmark: _Toc25739114]The Contractor’s project management approach must adhere to the following meeting and reporting requirements:
Immediate Reporting - The Project Manager or a designee must immediately report any Project staffing changes to the Enterprise Document Management Service Owner.
Attend Weekly Status and other Key Meetings - The State and Contractor Project Managers and other Project team members must attend weekly status meetings with other members of the Project teams on State premises as deemed necessary by the State to discuss Project issues. These weekly meetings must follow an agreed upon agenda and allow the Contractor and the State to discuss any issues that concern them.
Provide Weekly Status Reports - The Contractor must provide written status reports to the Agency, Board or Commission’s Project Manager (or delegate) for each Project by close of business on Thursday of each week before each weekly status meeting.
Provide Weekly Enterprise Status Reports - The Contractor must provide written status reports for each Project using a tabularized spreadsheet (to be provided by the State) to the Enterprise Document Management Service Owner by close of business on Thursday of each week before each weekly status meeting.
Issues encountered, proposed resolutions, and actual resolutions;
· The results of any tests;
· A Problem Tracking Report must be attached;
· Anticipated tasks to be completed in the next week;
· Task status, with percentage of completion and time ahead or behind schedule for tasks and milestones;
· Proposed changes to the Project work breakdown structure and Project schedule, if any;
· Identification of Contractor staff assigned to specific activities;
· Planned absence of Contractor staff and the expected return date;
· Modification of any known staffing changes; 
· System integration / interface activities;
· A description of the overall completion status of the Project in terms of the approved Project Plan (schedule and cost, if applicable);
· Updated Project work breakdown structure and Project schedule;
· The plans for activities scheduled for the next month;
· The status of overall Project, with percentage of completion;
· Time ahead or behind schedule for applicable tasks;
· A risk analysis of actual and perceived problems;
· Testing status and test results; and
· Strategic changes to the Project Plan, if any.

The offeror must develop these plans from information that the State’s Project personnel provide. These State personnel have varying percentages of time to devote to this Project, and the offeror must consider (and specify) time commitment expectations to the Project in creating the Project schedule and when obtaining information from State staff to create the above plans.
1.7. [bookmark: _Toc25739115]System Changes as a Result of Contractor Activities
For those System Changes (updates, upgrades, patches or otherwise) to any State system or environment within the Contractor’s scope of work that involve the change of code or data (provided system elements, software, Interfaces, Executables, Database Structures / Elements, operating system or database scripts, contractor developed code, interfaces, conversions, configuration items or otherwise) the Contractor will:
Establish, publish and maintain a formal release calendar in consideration of the scheduled or required changes to the system;
Develop release packaging rules that includes provisions for Contractor system and performance testing, State review and approval of Contractor results, provisions for State acceptance or validation testing (depending on the nature of the change);
Operational procedures to backup or otherwise copy the system environment prior to implementing the change;
Change implementation roles and responsibilities prior to making the change; and
Rollback or reversibility considerations including success / failure criterion applicable to the change.

The Contractor will implement, utilize and maintain:
State provided code management, version control tools based on the Rational change management suite or Contractor tools if mutually agreed with the State;
Include requirements traceability for all elements of a system change;
Ensure that all changes adhere to State Information Security, and Privacy Requirements and State Data Handling Requirements as contained in Supplement 3;
Employ standard test beds that are utilized and extended for purposes of fully demonstrating completeness of adherence to business, functional and technical requirements at State required quality levels;
Utilize Contractor provided automated methods and tools for accomplishment of routine testing functions wherever possible; and
If applicable, include performance testing for high volume (transaction or data) transactions at the mutual agreement of the State and Contractor in consideration of the contents of a change.
1.8. [bookmark: _Toc25739116]Project System Environments
The State requires that the following environments at a minimum will be provided and supported for the new installation of the offeror proposed solution(s). The offeror may propose any additional environments if they believe these environments are required to provide a fully functional solution based upon the offeror’s approach.
Development;
Test;
User Acceptance Testing; and
Production.

[bookmark: _Toc25739117]Document Imaging Requirements
This process will be used to gather all the necessary Requirements from the Agency, Board or Commission to create a complete Scope of Work for Document Imaging that contains:
· Overview - briefly describes the Scope of Work;
· Projects - briefly describes each Imaging Project in whole ‘chunks’ of work;
· Imaging Services - Requirements, Analysis, Documentation, Requirements Review, Implementation and Project Management;
· Assumptions;
· Description of each of the Services within the Scope of Work; and
· Pricing Table.
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