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SAS OPERATIONAL PROCESS

The Commonwealth Office of Technology (COT) and the Finance and Administration Cabinet, Office of Material and Procurement Services (OMPS) reserve the right to alter and/or amend these processes, in whole or in part, as necessity demands, in accordance with the applicable laws of the Commonwealth.

IT Projects over $600,000
The agency will submit an Enterprise Project Approval Request in accordance with the provisions of Office of the Commissioner of COT Policy CIO-075 for IT Projects over $600,000.  After approval of the project, the agency shall follow the process listed below.   (See Attachment A for Enterprise Project Approval Request)
IT Projects under $600,000
The agency shall follow the process listed below.

SAS OPERATIONAL PROCESS: 
1) The agency will develop a Request for Project Services (RPS) and submit the RPS to the SAS Contract Administrator (SCA) at OMPS, as designated by COT.  
     (See Attachment B for sample RPS.)  
2) COT will review and provide written concurrence of the RPS to the SCA.  The SCA shall submit the RPS to all full-service SAS vendors and all appropriate niche vendors.  The RPS should specify a deadline for submittal. The RPS and any responses may be exchanged by any means of documented communication, including electronic mail as deemed appropriate by the SCA.  All communications between the agency and the vendors shall be managed by the SCA. The agency shall not communicate directly with the vendors, without the permission of the SCA.
3) The SAS vendors shall respond by the deadline for response, with a proposed Statement of Work (SOW). 

4) An evaluation team shall be named/assembled in order to review the responses from the vendors and select the vendor who best meets the requirements specified in the RPS. 

5) The selected vendor and the agency shall finalize the proposed SOW, including customized project plans, resource and timing requirements, performance measurements, rate structures (if applicable), project costs, milestones and payment terms.  COT shall participate, if it deems necessary, in the negotiation process of finalizing the proposed SOW. 
6) The SCA shall create a Master Agreement pursuant to the SAS Master Agreement for the contractor selected before any work on the project is initiated. The Master Agreement shall include a signed copy of the final SOW;

7)  The evaluation team shall document the criteria and reasoning used to select the chosen vendor, the proposed official terms and the final signed SOW. The SCA shall file this information with the Finance and Administration Cabinet, OMPS.
 PROCEDURE FOR AN EXEMPTION FROM THE SAS PROCESS

1. Before making a request to the Finance and Administration Cabinet, OMPS to establish any other method of procurement for deliverables-based IT project services, an exemption from the SAS process must be requested from and approved by the Commissioner’s Office of COT.

2. Upon written approval of the waiver, the agency shall coordinate with the Finance and Administration Cabinet, OMPS to establish an alternative method of procurement for proposed project. 

MANDATORY TERMS

Any deviation from these mandatory terms shall require prior written approval from the Finance and Administration Cabinet and the Commissioner’s Office of COT.

· A Statement of Work (SOW) may include hardware, including hardware leasing costs, up to a maximum of twenty-five percent (25%) of the original SOW cost.

· Increases in project costs may be necessary, however:

(1) The sum of all increases for a particular project must not exceed twenty-five percent (25%) of the original SOW cost estimate, or $50,000, whichever is less, without prior consultation and approval from the Commissioner of COT;

(2) Individual increases must be filed with the SCA, but do not require formal approval until they would, in sum, exceed either of the aforementioned thresholds. 

· No Contractor shall begin any work in anticipation of compensation of any kind prior to issuance and approval of a finalized SOW.

SCOPE OF WORK AND REQUIREMENTS

Section 30.300—Statement of Work (SOW)

Upon selection of a particular contractor to engage in a specific project, and prior to the start of work on the project, a SOW will be established and accepted by the Commonwealth and the selected Contractor. The SOW will clearly outline the project’s intent, phases, deliverables, timeframes, performance measures, resource requirements, key decision points, price and project-specific terms and conditions.  All project work performed through the SAS contracts shall be deliverables based.

The project pricing and the funding mechanism will be negotiated and determined within the parameters of each SOW. The Commonwealth wishes to engage these Contractors in a variety of funding and risk sharing approaches to enable advancing information technology practices to improve services and business operations. Such approaches would include any of the following or a combination thereof to include performance/benefit based payment, software reuse terms, software royalty sharing, “utility pricing” such as a transaction or per user pricing, etc. or any other agreed upon cost sharing and mechanism.
Section 30.500—Contractor Responsibilities

· The Contractor shall furnish all materials, personnel, support and management necessary to provide the services as set forth in accordance with the final Statement of Work (SOW).  Facilities for Contractor staff will be agreed upon during the final negotiations for each SOW between the Commonwealth and the Contractor.

· The Contractor is responsible for assuring Subcontractors comply with all the terms and conditions of both this contract and any SOW issued. The Contractor will assume sole responsibility for any payments due the Subcontractor(s) under this contract.

· The Contractor shall be the sole point of contact with regard to contractual matters and will be required to assume sole responsibility for the complete efforts stipulated in the SOW.  Payment will be made only to the Contractor.

· The Contractor is responsible for hardware and software for Contractor staff for the duration of the project; the Contractor must be able to communicate with Commonwealth employees via the Commonwealth’s email facility.  

· If the Commonwealth assumes long-term support responsibilities for solutions provided by the contractor, the Commonwealth shall have the right of first refusal to purchase the application development and testing environments (hardware and software) from the contractor, if it is in the best interests of the Commonwealth.

· A Contractor project manager shall be identified as the primary contact point for all project-related status reporting and issue resolution. 

· A Contractor contract manager (CM) shall be identified as the primary contact point for all contract-related issues. The CM may be required to participate in periodic contract reviews with the SCA.

· Each SAS contractor who has been awarded a project(s) totaling in excess of $50,000 may provide one knowledge-transfer seminar each fiscal year. The Commonwealth will initiate the request and jointly plan the seminar with the contractor.  However, the Commonwealth reserves the right to waive requests for any or all seminars from a contractor.

Section 30.600—Commonwealth Responsibilities

· The Commonwealth Office of Technology shall designate an individual or individuals as “SAS Contract Administrator(s)”.  An SCA will be the primary contact for both the SAS contractor community and Commonwealth agencies. 

· Problem resolution between the agency and contractor shall be handled in the following order of preference:

(1) First, through OMPS;

(2) Second, through the Commissioner of COT; and 

(3) Finally, through the Office of the Secretary of the Finance and Administration Cabinet or authorized designee.

· Upon award of a SOW for a particular project, the Commonwealth shall appoint a project manager to handle the day-to-day issues for the project. This project manager shall:

1. Review and approve work activity on a prescribed basis;

2. Review and approve deliverables;

3. Provide all relevant documentation;

4. Coordinate communications and meetings with Commonwealth staff;

5. Clarify Commonwealth policy, regulations and procedures;  

6. Establish facilities / space arrangements for Contractor staff; and

7. Notify the SCA of any contractual disputes.

ATTACHMENT A
Office of the Commissioner
Commonwealth Office of Technology
ENTERPRISE POLICY/PROCEDURE
Policy Number: CIO-075 


Effective Date:  March 6, 2007







Revision Date:  

Subject:  Enterprise IT Project Approval Process 

Policy Statement:  Prior to the expenditure of Commonwealth funds, COT will ensure that all major information technology efforts are consistent with the Commonwealth’s strategic direction for information technology and with the Enterprise Project Management Framework.  This policy is intended to enhance the probability of IT project success across the enterprise.  

Authority:  KRS 11.507 (1) (h) “Reviewing and overseeing large or complex information technology projects and systems for compliance with statewide strategies, policies and standards, including alignment with the Commonwealth's business goals, investment, and other risk management policies. The Commissioner of COT is authorized to grant or withhold approval to initiate these projects."

Responsibility for Compliance:  All Commonwealth agencies have an obligation, when initiating projects, to ensure that the questions pertinent to a successful project structure are addressed. The review process will focus on basic information necessary to determine whether a proposed project can be both supported and successful. 

Policy Maintenance:  The Commonwealth Office of Technology (COT), Office of Enterprise Policy and Project Management in collaboration with OMPS is responsible for maintaining and updating this policy.

Policy:  All Executive Branch Agencies, under direct authority of the Governor, initiating IT projects or initiatives where the estimated cumulative project cost is $600,000 or more from concept through implementation must use the Enterprise IT Approval Process.  (The project cost does not take into account on-going operational cost once the project is completed.)  
The Enterprise IT Project Approval Process must be completed prior to the expenditure of Commonwealth funds. The review of proposed project initiatives will focus on:

· Coordinating IT investments across the enterprise to avoid duplicate investments wherever possible,

· Validating that IT investments align with the Commonwealth’s strategic plan and with the Enterprise Architecture Principles and Standards, and

· Ensuring that the Commonwealth considers potential project risks and only undertakes projects with a level of risk that we can knowingly assume and manage, and

· Verifying that standard Commonwealth project management practices are employed when initiating projects.

Projects or initiatives that were initiated prior to the approval date of this policy are considered “approved” as long as the agency continues work on the project.

Once the submitted project has been approved, the sponsoring agency must submit quarterly Enterprise Project Status Reports to the Commissioner of COT utilizing the attached Enterprise Project Status Report template. Following the completion of the project, the sponsoring agency must submit a final Post-Project Closeout Report to the Commissioner of COT utilizing the attached Enterprise Post-Project Closeout Report template. 

Once work is stopped on a project for a period longer than three (3) months, approval will be required to restart project efforts. 

Definitions:

Project – "A project is a temporary endeavor undertaken to create a unique product or service.  Temporary means that every project has a definite beginning and a definite end.  Unique means that the product or service is different in some distinguishing way from all other products or services."

Project Management Body of Knowledge 2000 Edition, Project Management Institute

In the Commonwealth this definition will apply to IT projects that develop a new product or that enhance or substantially modify a current product. Renewals of hardware maintenance agreements and renewals of software license agreements are specifically excluded from the Commonwealth definition of IT projects.

IT project or initiative – A project/initiative for a computer, telecommunications, communication infrastructure or other information technology improvement with proposed expenditures for hardware, software, data, consulting, or other professional services.   

Agency specific project – A project that will impact a single Commonwealth agency and its customers.

Enterprise impact project – A project that will impact two or more Commonwealth agencies and their customers.

Estimated cumulative project cost – A predicted total of expenditures required to complete all the project tasks from initiation through closeout.  This cost would include both direct and indirect project cost. 

Direct project cost – Estimated expenditures that can be directly allocated to the project with relative ease and a high degree of accuracy.  Expenditures paid directly out for the project, such as capital outlay, labor cost to contractor, COT, etc. would be considered direct cost.

Indirect project cost – Estimated expenditures that cannot be readily and specifically allocated to a particular project.  Expenditures not paid directly out of the project budget, such as internal labor cost, CPU cost, etc.  When indirect project costs cannot be assigned a dollar amount, alternative-costing methods may be used (i.e. FTE’s, CPU usage rates, etc.).

Information System Technology Capital Project – Any computer or telecommunications system of related hardware, software, services and data infrastructure that provides a functional system for a specific business purpose; or an upgrade, or replacement to an existing system for a specific business purpose that may contain one or more of the following cost elements:
(a)
Hardware infrastructure;

(b)
Software which includes application software, systems management software, utility software, or communications software;

(c)
Professional services for project management, requirements analysis, system integration, installation, implementation, or data conversion services; or

(d) Digital data products, including acquisition and quality control.

Project Initiation Documents – Appropriate initiation documents developed in accordance with the Enterprise Project Management Framework guidelines.   

Peer Advisory Panel – An advisory group convened at the discretion of the Commissioner of COT to review specific Tier 2 projects.  The group may include participants from the Commonwealth Technology Council, the Commonwealth Office of Technology, and Finance and Administration Material and Procurement Services. 

Procedure:

The Enterprise IT Project Approval process is initiated by the sponsoring agency as part of the project pre-development activities, preferably at the exploration phase of the project known as Initiation.  Enterprise IT Project approval employs a tier review process based on the estimated cumulative project cost.

If the submitted project is an Information Technology System Capital Project, the requesting agency must have completed the necessary procedures for capital projects before starting this approval process. 

There are two (2) defined tiers for project approval.  

Tier 1:


Agency specific projects with estimated cumulative project cost equal to or greater than $600,000 and less than $1,000,000 (> $600,000 and < $1,000,000) 

Tier 2:


Projects with estimated cumulative project cost equal to or greater than $1,000,000 (> $1,000,000) or projects that have an enterprise impact

The following outlines each tier’s procedures for project review/approval:

Tier 1

1. Agency prepares the Project Initiation Document.

2. Agency Information Technology Officer approves the Project Initiation Document.

3. Agency Information Technology Officer submits Project Initiation Document to the Commonwealth Office of Technology, Office of the Commissioner.

4. Appropriate COT Offices review Project Initiation Document upon request by the Commissioner of COT.

5. The Commissioner may: approve a project, recommend that remedial action be taken to ensure that a project is appropriately structured for success, or may recommend that a project be deferred due to potential risks or limited availability of resources and notifies the requesting agency, the Office of the state Budget Director, and the Finance and Administration Material and Procurement Services in writing. The agency has the option to revise the project concept and resubmit the project for approval or find alternative ways to expend budgeted funds. 

6. Once a project has been approved the requested project must start within three (3) months unless otherwise approved by the Commissioner of COT.

Tier 2

1. Agency prepares the Project Initiation Document.

2. Agency Information Technology Officer approves the Project Initiation Document.

3. Agency Information Technology Officer submits Project Initiation Document to the Commonwealth Office of Technology, Office of the Commissioner.

4. Appropriate COT Office reviews Project Initiation Document upon request by the Commissioner of COT.

5. The Commissioner may convene a Peer Advisory Panel.  The Panel reviews Project Initiation Document and provides a recommendation and supporting justification in writing, to the Commissioner.
6. The Commissioner may: approve a project, recommend that remedial action be taken to ensure that a project is appropriately structured for success, or may recommend that a project be deferred due to potential risks or limited availability of resources and notifies the requesting agency, the Office of the state Budget Director, and the Finance and Administration Material and Procurement Services in writing.  The agency has the option to revise the project concept and resubmit the project for approval or find alternative ways to expend budgeted funds.

7. Once a project has been approved the requested project must start within three (3) months unless otherwise approved by the Commissioner of COT.

The Commissioner of COT will complete the Tier 1 Enterprise IT Project review process within fifteen (15) working days of receipt of the Project Initiation Document from agency Information Technology Officer.  The Tier 2 Enterprise IT Project review process will be completed within a timeframe that is in conjunction with the scope and complexity of the proposed project.  

Exemption Procedures:

If a requesting agency wishes a project to be exempt from the Enterprise IT Project Approval process, the Agency Information Technology Officer must submit justification for the exemption in writing to the Commissioner of COT prior to the expenditure of Commonwealth funds. The Commissioner of COT will determine whether the exemption is warranted and will respond to the requesting agency, the Office of the state Budget Director, and the Finance and Administration Material and Procurement Services in writing.

Project Status Reports:

All Enterprise IT projects that have previously been reviewed and approved through this Policy must submit quarterly Enterprise Project Status Reports. Once the project has been approved, or otherwise placed on the Enterprise Project Portfolio, an Enterprise Project Status Report must be provided to the Office of the Commissioner of COT on January 15th, April 15th, July 15th, and October 15th of each year until the project has been completed or stopped.

The following outlines the specifics of the Enterprise Project Status Report:

· All projects that have been reviewed and approved as part of the Enterprise IT Project Approval Policy must submit Enterprise Project Status Reports.

· Status Reports are to be submitted quarterly on January 15th, April 15th, July 15th, and October 15th of each year until the project is completed or stopped.

· Submit the completed Enterprise Project Status Reports to the Office of the Commissioner of COT.
Post-Project Closeout Report:

Once the project has been placed on the Enterprise Project Portfolio, an Enterprise Post-Project Closeout Report must be provided to the Commissioner of COT once the project is completed or stopped.

The following outlines the specifics of the Enterprise Project Closeout Report:

· All projects that have been reviewed and approved as part of the Enterprise IT Project Approval Policy must submit Enterprise Project Closeout Report following their final status report.

· Submit the completed Enterprise Post-Project Closeout Report to the  Commissioner of COT..

ATTACHMENTS: 
Enterprise Project Status Report Template



Enterprise Post-Project Closeout Report Template
ATTACHMENT B

Agency to complete all yellow highlighted areas
REQUEST FOR PROJECT SERVICES (RPS)
PROJECT TITLE
Strategic Alliance Services (SAS) Request

Issued by:

Finance and Administration Cabinet

Office of Materials and Procurement Services (OMPS)

On behalf of 

AGENCY NAME
BUYER INFO
DATE

PROJECT TITLE
section 1
1.000 General Requirements
Strategic Alliance Services (SAS) Contractors are invited to submit a response to this SAS Request as part of a project initiated by the AGENCY NAME. 
It is the Commonwealth’s intent to enter into a firm, fixed price Master Agreement but will consider any creative funding methods and approaches that might be proposed by the Offeror.  The issuance of this SAS Request shall not constitute an obligation by the Commonwealth to award a Master Agreement.  The Commonwealth shall not be liable for costs incurred by an Offeror to prepare a proposal or conduct any other activity in response to this SAS Request. 
The Commonwealth reserves the right to engage the selected Offeror in subsequent phases of the project within the scope of this SAS procurement.  The Offeror’s ability to successfully complete the strategic plan, as determined by service level performance measurements, will factor into the final decision.

The Commonwealth also reserves the right to engage the selected Offeror in other projects requiring the same services within the scope of this SAS procurement.  
1.010 Procurement Schedule

The following schedule, described in terms of calendar days, is expected for the SAS procurement and Master Agreement process.  All communication shall be via email to the SAS Contractors.
	Release of SAS Request
	February 28, 2003

	Written questions from Vendors due to SCA by 4:30PM EST
	March 11, 2003

	Commonwealth’s Response to Written Questions
	March 17, 2003  from 1:30pm to 4pm at the LRC Capital Annex, Room 149

	Vendors’ Conference
	

	Commonwealth’s Response to Oral Questions Presented at Vendors’ Conference 
	March 24, 2003

	Proposals due by 4:30 PM*
	April 21, 2003

	Evaluate and Score SAS Request Responses

	DATE

	Final Master Agreement Negotiations
	DATE

	Anticipated Award Date
	DATE


1.020
Procurement Respondents

This SAS Request is being issued to all Full Service SAS Contractors and to the following Niche SAS Contractors: ENTER APPROPRIATE NICHES.
1.030
SAS Contract Administrator (SCA)
The Commonwealth Contact shall be the sole point of communications throughout the procurement.  The SCA for this project is:

OMPS Buyer

702 Capital Avenue, Room 373

Frankfort, KY 40601

502-564-4510 ext____

Email address:

Fax:
1.040
Agency Project Manager

The Agency Project Manager is:

ENTER NAME, ADDRESS, PHONE, FAX AND EMAIL.
1.050
Commonwealth and Contractor Responsibilities

The Commonwealth shall provide limited office space in Frankfort for the selected Offeror’s staff including printing services, LAN and mainframe access, and telephone and fax services.  The selected Offeror shall adhere to the project management disciplines referenced in the Project Management Institute’s Project Management Body of Knowledge as appropriate for the scope of services required for this project.
The selected Offeror shall adhere to the following Commonwealth technical standards and general guidelines for this Service Request:
Commonwealth Strategic Information Technology Plan:
http://technology.ky.gov/policies/strategic_planning.htm
Commonwealth Information Technology Enterprise Standards:

http://cot.ky.gov/policies/  
1.060 Enterprise Solution Usage

The Commonwealth Office of Technology reserves the right to use approaches and solutions proposed/developed in response to this Strategic Alliance Services Requests (SASR) for implementation in other agencies or at the enterprise level.  Such application/usage is dependent on the mutual agreement of the Commonwealth and proposing SAS partner/s.
1.070 Deviations from Commonwealth IT Architecture and Standards
The Commonwealth of Kentucky maintains an Enterprise IT Architecture and Enterprise Standards that provide a framework for developing and maintaining IT systems and data in a secure and efficient service-delivery environment.  Approved SAS vendors are aware of the Enterprise Architecture and Standards and are expected to provide services consistent with the EAS.  

It is recognized, however, that enterprise standards must be dynamic if they are to provide business agility and best-value solutions for the Commonwealth.  Where SAS vendors can deliver solutions or services by employing components that vary from Enterprise Standards or which aren’t addressed in the current Architecture, these may be proposed in responding to SAS requests.  The Commonwealth will assess proposals from a global, whole-of-government view and reserves the right to accept or reject proposals based on Enterprise needs.  Where proposals are accepted, Enterprise Standards may be revised accordingly. 

1.080 Identity Theft Prevention and Reporting Requirements

In the delivery and/or provision of Information Technology hardware, software, systems, and/or services through a contract(s) established as a result of this solicitation, the vendor shall prevent unauthorized access to “Identity Information” of Commonwealth citizens, clients, constituents and employees.   “Identity Information” includes, but is not limited to, an individual’s first name or initial and last name in combination with any of the following information:

· Social Security Number;

· Driver’s License Number;

· System Access ID’s and associated passwords; and

· Account Information –such account number(s), credit/debit/ProCard number(s), and/or passwords and/or security codes.  
The vendor shall also immediately notify the contracting agency, the Office of Material and Procurement Services, and the Commonwealth Office of Technology upon learning of any unauthorized breach/access, theft, or release of Commonwealth data containing “Identity Information.” 

For even a single knowing violation of these Identity Theft Prevention and Reporting Requirements, the vendor agrees that the Commonwealth may terminate for default the contract(s) and may withhold payment(s) owed to the vendor in an amount sufficient to pay the cost of notifying Commonwealth customers of unauthorized access or security breaches.   

REVIEW THIS SECTION FOR OTHER RESPONSIBILITIES SPECIFIC TO YOUR PROJECT. 
1.090
Proposal Submission Requirements

One (1) executed hard copy and one (1) executed electronic copy, via email, of the SAS Request response shall be delivered to the SAS Contract Administrator identified in Section 1.30 under sealed cover no later than 4:30 P.M. EST on the day indicated in Section 1.060 (SAS Request Responses Due).  Any response received after this date and time may be rejected and returned unopened to the Offeror.

The electronic response shall be provided in Microsoft Word.  All electronic files shall be scanned for viruses prior to delivery to the Commonwealth.  The Offeror shall identify, on the diskette label, the virus-scanning tool used.  The outside cover of the package containing the SAS Request response shall be marked:


Information Technology

Strategic Alliance SAS Request

Project name Request Response

Name of Offeror
Any proprietary or confidential information shall be marked and separately packaged by the Offeror.  Proprietary or confidential information provided in electronic format shall be provided in a separate, identifiable electronic file.
The Commonwealth reserves the right to reject all responses from either the full service or niche Offerors.
Specific requirements for all sections of the SAS Request response are outlined in Section 4 – SAS Request Response Requirements.

1.100
Proposal Evaluation Process

The Commonwealth shall conduct a comprehensive, fair, and impartial evaluation of all proposals. The Commonwealth may reject any Proposal that is incomplete or in which there are significant inconsistencies or inaccuracies.  The Commonwealth reserves the right to reject all proposals.
The Commonwealth shall evaluate the response by assigning scores in the following categories according to established criteria, including, but not limited to, those criteria listed below, using a consensus or group scoring methodology. A risk assessment will be conducted for each established criteria in all categories.
Scoring Criteria
	Corporate Experience
	%

	Project Execution and Management
	%

	Proposed Solution
	%

	Project Cost
	%  

	TOTAL
	100 %


The Commonwealth has established a Proposal Evaluation Committee to review, evaluate and verify information submitted by Offeror.  The Commonwealth reserves the right to alter the composition of the committees or to designate other staff to assist in the evaluation process. The Commonwealth may use third-party assistance in the evaluation process. Other designated persons may act as observers during the evaluation and selection process.
The Commonwealth reserves the right to request a “best and final” response from the Offerors.  
The Commonwealth will select the Offeror with the highest score to enter into  negotiations for this project.  The selected Offeror and the Commonwealth will finalize the Scope of Project Services for incorporation into the final Master Agreement for project work.
Topics open to negotiation include: project scope, terms, conditions, cost, deliverables, milestones, schedules, timelines, service level agreements, proposed solution (technical and functional) and proposed services.
The Commonwealth reserves the right to enter into negotiations with other Offerors, in the order of descending scores, should negotiations with the selected Offeror fail to result in a final delivery order for project work.

1.110
Right to Use Information

The Commonwealth shall have the right to use all approach/solution ideas or adaptations of those ideas contained in any response to the SAS Request.

Use of proprietary information will be in accordance with Section 50.100 of the Strategic Alliance Services (SAS) RFP #S-03046805.
1.120
Payment Terms

The Commonwealth agrees to submit payments according to the following schedule:

INSERT PAYMENT TERMS PER MILESTONE
SECTION 2

2.000
Project SLA/Scorecard

The Commonwealth intends to produce a “Score Card” as a final report of the project.  This Score Card will consist of service level and customer satisfaction measurements.  A Service Level Agreement will be developed and performance measurements collected throughout the project to assess the quality of services provided by the selected Offeror and the quality of the products produced during the project.  At the end of the project a satisfaction survey will be completed by project participants to assess their satisfaction with project services. 
2.010 Standard Terms and Conditions
All requirements of the Strategic Alliance Services (SAS) RFP #S-03046805 shall 

be fully incorporated herein.

section 3

3.000 statement of business problem

DESCRIBE THE BUSINESS PROBLEM THAT YOU ARE TRYING TO SOLVE.  

INCLUDE INFO ABOUT YOUR CURRENT BUSINESS AND TECHNICAL ENVIRONMENT AS APPROPRIATE.
DESCRIBE THE GOALS AND OBJECTIVES OF THE PROJECT (VISION STATEMENT) AS APPROPRIATE.
section 4

4.000 scope of services

GENERALLY DESCRIBE THE SERVICES THAT SHOULD BE COMPLETED WITHIN THE SCOPE OF THIS CONTRACT. 

DESCRIBE PROPOSED PROJECT DELIVERABLES. 
section 5

5.000 SAS Request Response requirements

The response to this SAS Request should focus directly on the requirements as stated or outlined by the Commonwealth.  Straightforward, concise content is to be provided to show the competency, adequacy, willingness and understanding of the Offeror in response to the SAS Request.  The response should include any examples of previous similar efforts.  Responses should be divided into the following major sections:

5.010 Corporate Experience 

Provide references for at least three (3) recent projects that demonstrate the alignment of your business vision with our business problem. Public sector focused project references are desired.  

For each example, describe why that project relates to this procurement and provide an assessment of your performance.  Provide a contact name, current telephone and fax numbers and e-mail address for these examples.  Example projects that have been complete for more than five years should not be submitted. 

5.020 Project Execution and Management
· Submit a Project Organization Chart that includes both vendor and Commonwealth resources.  

· Submit a Resource Allocation Matrix that describes the roles and responsibilities for each vendor and Commonwealth resource.  Include the percent of time vendor resources will be allocated to the project and the percent of time you feel the Commonwealth should allocate resources to this effort. 

· Provide Resumes and References for key staff that will be assigned to this project. 

· Provide a Project Work Plan, including a timeline, for completing this project. The beginning date should be the date that billable work can begin. The project timeline should depict all major deliverables and milestones. 

5.030 Proposed Solution
ENTER RESPONSE REQUIREMENTS THAT ADDRESS THE VARIOUS DELIVERABLES INCLUDED IN THE SCOPE OF THIS EFFORT.  

5.040 Project Cost
Provide a table listing total, firm fixed price project cost by milestone.  The milestone costs should include ALL costs associated with the completion of the effort described in your proposed solution. 
PROJECTS THAT INCLUDE HARDWARE, SOFTWARE, ETC., SHOULD PROVIDE A WORKSHEET FOR PROVIDING COST BREAKDOWNS – CONTACT YOUR SAS CONTRACT ADMINISTRATOR FOR EXAMPLES.
Agency can create a cost form
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