MAJOR - TECHNOLOGY CONTRACT – SOW GUIDELINES
(November 2018)
This Exhibit A – SOW Guidelines was created to help Procurement Officers write SOW’s. 
For assistance or suggestions related to this template, contact the State Procurement Office at 701-328-2740.
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EXHIBIT A – Scope of Work
Note: If Exhibit A is not used, delete all text below and replace with “Reserved”.
This attachment is for the detailed Scope of Work (SOW) outlining deliverables to be produced as outcomes of the project, including description and acceptance criteria. It is based on a COTS project.  If product is not a COTS modify as necessary as many are relevant.  
Detail all of the project deliverables and include a deliverable-based payment schedule. If this Exhibit is an example for RFP, include all anticipated deliverables.
Sample project deliverables and payment schedule are provided below. Modify these deliverables, the deliverable numbering and the Exhibit B payment schedule to align with your project and CONTRACTOR’s project approach. 
Some of the sample deliverables were split into two types: smaller less complex projects and larger more complex projects. This was done as smaller projects may not require the size of Project Management Plan or amount of documentation efforts as required in larger projects. Please mix and match the deliverables, reorder them, delete them, or create new ones as appropriate.
Typically, the deliverable completion dates are determined during the planning process and may still be undetermined at Contract signature time. Therefore, exact completion dates are not included in this template. However, if you choose to include them, copy section “d” from the Project Kickoff Meeting deliverable and modify to note exact due dates.
Reminder:  Adjust the deliverable numbers section titles 
1. Deliverable 1: Project Kickoff Meeting (Smaller, LESS COMPLEX project)
1. Description:
CONTRACTOR shall coordinate with STATE to schedule a Kickoff Meeting in City Name, ND, with the core project team. CONTRACTOR shall lead the meeting. The Kickoff Meeting must facilitate the introduction of CONTRACTOR and STATE individuals, and level-set understanding and awareness of project objectives, scope, governance, schedule, and project risks and issues.
Expectations of CONTRACTOR:
0. CONTRACTOR shall collaborate with STATE and provide agenda to attendees in advance of the meeting.
CONTRACTOR and STATE shall facilitate the meeting, and discuss and further define, at a minimum, the following:
(a) Effective project communication
(b) Project vision, background, purpose, and objectives
(c) Project governance structure, and project roles and responsibilities
(d) Approach to creating the Project Management Plan
(e) Initial risk assessment
Expectations of STATE:
0. STATE shall coordinate the logistics and co-facilitate the Kickoff Meeting.
STATE’s Project Sponsor and project team members shall participate in the Kickoff Meeting.
Completion Date:
CONTRACTOR shall start work with STATE within five (5) working days after the signing of this Contract to schedule the Kickoff Meeting. 
Acceptance Criteria:
For the acceptance of this deliverable to occur, the Kickoff Meeting results in: 
0. Facilitation of Kickoff Meeting using a clearly defined agenda
An introduction of CONTRACTOR and STATE resources assigned to the project
Review of project purpose, business objectives, project governance structure, roles and responsibilities, and scope 
Discussion of communications approach and structure
Discussion of known project risks and issues
Deliverable 1: Project Kickoff Meeting (Larger, MORE COMPLEX project)
1. Description:
CONTRACTOR shall coordinate with STATE to schedule a Kickoff Meeting in City Name, ND, with the core project and planning team. CONTRACTOR’s Project Manager shall lead the meeting. The Kickoff Meeting must facilitate the introduction of CONTRACTOR and STATE individuals, and level-set understanding and awareness of project objectives, scope, governance, schedule, and project risks and issues.
Expectations of CONTRACTOR:
0. CONTRACTOR shall provide content to STATE for a detailed agenda in advance of the meeting.
CONTRACTOR and STATE shall facilitate the meeting, and discuss and further define, at a minimum, the following:
(a) Effective project communication
(b) Project vision, background, purpose, and objectives
(c) Project governance structure, and project roles and responsibilities
(d) Approach to creating the Project Management Plan
(e) Initial risk assessment
Expectations of STATE:
0. STATE shall finalize agenda and send agenda to invitees.
STATE shall coordinate the logistics and co-facilitate the Kickoff Meeting.
STATE’s Project Sponsor and project team members shall participate in the Kickoff Meeting.
Completion Date:
CONTRACTOR shall start work with STATE within five (5) working days after the signing of this Contract to schedule the Kickoff Meeting. 
Acceptance Criteria:
For the acceptance of this deliverable to occur, the Kickoff Meeting results in: 
0. Facilitation of Kickoff Meeting using a clearly defined agenda
An introduction of critical CONTRACTOR and STATE resources assigned to the project
Review of STATE’s Project Charter to include project governance structure, roles and responsibilities, project purpose, objectives, and scope
Discussion of communications approach and structure
Discussion of known project risks and issues
Deliverable 2: Project Management Plan (smaller, LESS COMPLEX project)
1. Description:
CONTRACTOR shall develop and baseline a plan in collaboration with STATE. The Project Management Plan will include the project schedule.
Expectations of CONTRACTOR:
0. CONTRACTOR shall lead the Project Management Planning effort.
CONTRACTOR shall be responsible for the final product.
CONTRACTOR shall develop, contribute, and collaborate with STATE to create a Project Management Plan that includes, at a minimum, the following:
(a) Management plans to control cost, schedule, scope, and quality
(b) Integrated change control process
(c) Communication management plan
(d) Risk management plan
(e) Issue management plan
(f) Human resources management plan
(g) Implementation and transition plan Remove if this is a separate deliverable
CONTRACTOR shall develop, contribute, and collaborate with STATE on a detailed project schedule. The project schedule format will be mutually agreed-upon, and the project schedule will follow STATE best practices, including:
(h) Project has appropriate start date
(i) Project has appropriate Work Breakdown Structure
(j) Both STATE and CONTRACTOR tasks are included
(k) Project tasks are broken down into timeframes that can be reasonably managed – STATE encourages a maximum task length of approximately 80 hours/two (2) weeks
(l) Project tasks have appropriate resources assigned with appropriate and reasonable allocation
(m) Schedule has appropriate working times and incorporates STATE and CONTRACTOR holidays and nonworking times
Expectations of STATE:
0. STATE shall contribute and collaborate with CONTRACTOR on the Project Management Plan.
STATE shall provide information and timelines on STATE tasks.
Completion Date:
CONTRACTOR shall start work with STATE within five (5) working days after the signing of this Contract to create the Project Management Plan. 
Acceptance Criteria:
For the acceptance of this deliverable to occur, CONTRACTOR shall provide a Project Management Plan which adheres to the principles of the Project Management Body of Knowledge and includes the following:
0. A mutually agreed-upon detailed baseline scope and schedule for the project
Management plans to control scope, schedule, cost, and quality
Integrated change control process
Communication management plan
Risk management plan
Issue management plan
Human resources management plan
Implementation and transition plan Remove if this is a separate deliverable
Deliverable 2: Project Management Plan (larger, MORE COMPLEX project)
1. Description:
CONTRACTOR shall participate, contribute, and collaborate with STATE, led by STATE’s Project Manager, to develop a baseline plan. The Project Management Plan will include the project schedule.
Expectations of CONTRACTOR:
0. CONTRACTOR shall participate, contribute, and collaborate with STATE to provide content that includes, at a minimum, the following:
(a) Management plans to control cost, schedule, scope, and quality
(b) Governance structure for the project
(c) Roles and responsibilities of the project team
(d) Integrated change control process
(e) Communication management plan
(f) Risk management plan
(g) Issue management plan
(h) Human resources management plan
(i) Procurement management plan
(j) Implementation and transition plan Remove if this is a separate deliverable
CONTRACTOR shall provide CONTRACTOR tasks and participate and collaborate with STATE on a detailed project schedule created in Microsoft Project. The Microsoft Project format and settings will be mutually agreed-upon, and the project schedule will follow STATE best practices, including:
(k) Project has appropriate start date
(l) Project has appropriate Work Breakdown Structure
(m) All project tasks have appropriate predecessors and successors, with the exception of summary tasks
(n) All project tasks are auto-scheduled using predecessors to drive the task dates (dates are not manually entered)
(o) Minimal use of constraints
(p) Both STATE and CONTRACTOR tasks are included
(q) Project tasks are broken down into timeframes that can be reasonably managed – STATE encourages a maximum task length of approximately 80 hours/two (2) weeks
(r) Project tasks have appropriate resources assigned with appropriate and reasonable allocation
(s) Schedule has appropriate working times and incorporates STATE and CONTRACTOR holidays and nonworking times
CONTRACTOR shall provide written confirmation from an authorized individual confirming contents of the Project Management Plan.
Expectations of STATE:
0. STATE shall lead the Project Management Planning effort.
STATE’S Project Manager shall be responsible for the Project Management Plan.
The Project Management Plan shall follow STATE template.
STATE’s Project Manager shall incorporate STATE tasks into the project schedule.
STATE shall obtain written confirmation from an authorized individual at CONTRACTOR for the contents of the Project Management Plan.
Completion Date:
CONTRACTOR shall start work with STATE within five (5) working days after the signing of this Contract to create the Project Management Plan. 
Acceptance Criteria:
0. For the acceptance of this deliverable to occur, CONTRACTOR shall provide content to STATE for the Project Management Plan regarding all services, tasks, and products delivered by CONTRACTOR:
(a) Mutually agreed-upon detailed baseline scope and schedule for the project
(b) Management plans to control scope, schedule, cost and quality, including the variance
(c) Governance structure for the project
(d) Roles and responsibilities of the project team
(e) Quality assurance and quality control plans
(f) Integrated change control process
(g) Communication management plan
(h) Risk management plan
(i) Issue management plan
(j) Human resources management plan
(k) Procurement management plan
(l) Implementation and transition plan Remove if this is a separate deliverable
The Project Management Plan shall adhere to the Project Management Body of Knowledge
For the acceptance of this deliverable to occur, approval must be obtained from STATE’s Executive Steering Committee (ESC). Remove if not a major project
Deliverable 3: GAP ANALYSIS
1. Description:
CONTRACTOR to review, analyze, and confirm understanding of system functionality, business practices, interfaces, configurations, and customizations.
Expectations of CONTRACTOR:
0. CONTRACTOR shall lead the analysis effort.
CONTRACTOR shall demonstrate how system’s core functionality meets the requirements as defined in the Request for Proposal.
CONTRACTOR shall identify and document gaps between the system’s out-of-the-box functionality and STATE’s requirements, and business processes and practices.
CONTRACTOR shall identify any gaps that require system configuration or customization changes.
CONTRACTOR shall identify any gaps that require system customization beyond the Request for Proposal response.
CONTRACTOR shall collaborate with STATE to document agreed-upon changes to the system that may be needed as a result of the review and confirmed understanding.
Expectations of STATE:
0. STATE staff shall actively participate in work and analysis sessions.
STATE shall collaborate with CONTRACTOR to confirm requirements and gap analysis.
Acceptance Criteria:
For the acceptance of this deliverable to occur, the following criteria must be met:
0. Gap analysis to be presented in a matrix that lists requirements and identifies which requirements can be met out-of-the-box, which need configuration, and which need customizations in accordance with CONTRACTOR’s Request for Proposal response.
Gap analysis matrix includes a descriptive statement on how CONTRACTOR will meet each requirement.
Gap analysis matrix identifies which requirements that, through understanding and analysis, cannot be accomplished without additional efforts, including a recommended approach to resolve the gap and CONTRACTOR’s level of effort.
Deliverable 4: SYSTEM CONFIGURATION
Depending upon complexity, consider breaking down the system configuration effort into multiple smaller deliverables based on application functional areas, or whatever makes sense to manage the work. These could also be iterative releases to the end users.
In some projects, the STATE is responsible for product configuration. Review roles and expectation of who is performing work along with who is responsible for building the environment (e.g., test, development, and production).
1. Description:
CONTRACTOR shall configure the system according to the requirements established during the Gap Analysis phase, and decisions made throughout the configuration effort.
Expectations of CONTRACTOR:
0. CONTRACTOR shall lead the configuration effort.
CONTRACTOR shall confirm and reach configuration decisions in collaboration with STATE.
CONTRACTOR shall configure components in alignment with requirements and decisions confirmed or identified in the Gap Analysis deliverable, and demonstrate completed configurations and reporting capabilities to STATE.
Expectations of STATE:
0. STATE shall make necessary configuration decisions.
STATE shall provide requested information and documentation as needed to configure the system.
Acceptance Criteria:
For the acceptance of this deliverable to occur, the follow criteria must be met:
0. System configured according to the specifications and requirements documented in the Gap Analysis deliverable, and according to the information provided by STATE
Successful demonstration of the configuration and reporting capabilities
Deliverable 5: Testing management plan
This plan may not be required for smaller projects, but testing should be discussed in advance with the CONTRACTOR and documented either in the Project Management Plan or via meeting minutes.
1. Description:
CONTRACTOR shall create a Testing Management Plan that outlines the overall testing approach for CONTRACTOR and STATE testing.
1. Expectations of CONTRACTOR:
0. CONTRACTOR shall lead the test planning effort.
CONTRACTOR shall create a Testing Management Plan with STATE support.
CONTRACTOR shall conduct working session(s) with STATE to review and finalize the Test Management Plan prior to start of testing.
CONTRACTOR shall coordinate with STATE to schedule all testing activities.
CONTRACTOR shall provide tools, existing test cases, user acceptance test case templates, and reporting formats for testing.
CONTRACTOR shall train STATE to conduct user acceptance tests and report results.
CONTRACTOR shall participate, contribute, and collaborate with STATE in development of user acceptance test cases.
1. Expectations of STATE:
0. STATE shall actively participate in planning sessions.
STATE shall provide support and make any necessary decisions.
STATE shall review and provide feedback to CONTRACTOR.
STATE shall be responsible for creating the test scripts for performance and user acceptance testing, with support and guidance of CONTRACTOR.
STATE shall conduct application performance testing on STATE server(s).
STATE shall conduct user acceptance testing.
STATE shall assign a resource as a testing coordinator to facilitate STATE’s testing activities.
1. Acceptance Criteria:
For the acceptance of this deliverable to occur, the Testing Management Plan must include:
0. Testing strategy containing:
(a) Agreed-upon high-level testing schedule in accordance with the project schedule
(b) Testing assignments and responsibilities
(c) Test script creation practices including detail regarding system environments used during testing
(d) Method for reporting testing issues and tracking of remediation
(e) Statistical reporting strategy for issues and fixes
(f) CONTRACTOR support
Outline of the approaches and strategies for testing the requirements, federal and state reporting, interfaces, data conversion, and performance May need to change depending on what is being tested for this project
User acceptance test case template
Testing issues reporting approach containing:
(g) Template for reporting issues
(h) Prioritization and severity methodology, including a Service Level Agreement for CONTRACTOR support and fixes
(i) Resolution approach
Documentation of what priority and severity issues must be fixed before the system moves into production
Description of resources for testing, including numbers of testers and necessary skill-sets
Executive summary
Deliverable 6: Acceptance testing
1. Description:
CONTRACTOR shall support STATE testing efforts, make fixes, and remediate testing issues during STATE’s user acceptance testing and performance testing efforts.
1. Expectations of CONTRACTOR:
0. CONTRACTOR shall test 80% of code against product specifications and agreed-upon requirements. Consider a higher percentage if the project is visible or high risk.
CONTRACTOR shall demonstrate system functionality prior to commencement of acceptance testing by STATE.
CONTRACTOR shall review and consult on STATE’s test scripts to ensure scripts are accurate and thorough.
CONTRACTOR shall provide template to document testing results.
CONTRACTOR shall provide testing support to identify, troubleshoot, and resolve issues.
CONTRACTOR shall provide technical assistance with testing, verification, and classification of issues.
CONTRACTOR shall correct validated issues based on priorities and severities defined by STATE.
CONTRACTOR shall work with STATE to ensure the development environment is correctly copied into the testing environment and all users have appropriate access.
1. Expectations of STATE:
0. STATE shall provide the testing environment.
STATE shall lead the testing effort and issue resolution process.
STATE shall ensure STATE testing occurs according to the project schedule, and test results and resolutions are documented.
STATE shall create test scripts according to STATE-defined workflows and processes.
STATE shall provide adequate and knowledgeable system users to participate in testing.
STATE shall perform user acceptance testing.
STATE shall perform application performance testing.
STATE shall document any identified issues, assign priority and severity, and provide results to CONTRACTOR for trouble-shooting.
1. Acceptance Criteria:
For the acceptance of this deliverable to occur, the following criteria must be met:
0. Completion of system testing and system functionality demonstration by CONTRACTOR
Completion of user acceptance testing and performance testing support by CONTRACTOR
Testing issues are resolved
Testing approach and execution is in alignment with the Testing Management Plan Can delete if no Testing Management Plan will be created for this project
Deliverable 7: Training Management Plan
This plan may not be required for smaller projects, but training should be discussed in advance with the CONTRACTOR and documented either in the Project Management Plan or via meeting minutes.
1. Description:
CONTRACTOR shall create a Training Management Plan. The plan will address training approaches, courses to be delivered, course instructors, overall objectives and competencies, training schedule, evaluation, and required resources.
Expectations of CONTRACTOR:
0. CONTRACTOR shall lead the training planning effort.
CONTRACTOR shall create a Training Management Plan with STATE support.
CONTRACTOR shall conduct working session(s) with STATE to review and finalize the Training Management Plan prior to start of training.
CONTRACTOR shall coordinate with STATE to schedule all training activities.
Expectations of STATE:
0. STATE shall actively participate in planning sessions.
STATE shall provide support and make any necessary decisions.
STATE shall review and provide feedback to CONTRACTOR.
STATE will define training effectiveness criteria.
Acceptance Criteria:
For the acceptance of this deliverable to occur, the Training Management Plan must include:
0. Description of training session(s)
Identification of roles and responsibilities, intended audience, training objectives, and evaluation methods
Identification of agreed-upon high-level timing and approach for training
Executive summary
Deliverable 8: Training (CONTRACTOR to provide training to end users)
1. Description:
CONTRACTOR to conduct end user and administrator system training.
1. Expectations of CONTRACTOR:
0. CONTRACTOR shall provide up-to-date and accurate user manuals and any other training materials that can be given to training participants and future STATE staff.
CONTRACTOR shall provide a training syllabus to STATE for review and feedback in advance of the training.
CONTRACTOR shall provide qualified instructors.
CONTRACTOR shall conduct training sessions at a location and time mutually agreed-upon with STATE.
1. Expectations of STATE:
0. STATE shall review and provide feedback on the training syllabus to verify that desired areas are part of the training.
STATE shall make assigned trainees available for the scheduled training sessions.
STATE shall provide training facilities and equipment.
STATE shall develop and conduct survey of training participants to verify training was effective.
1. Acceptance Criteria:
For the acceptance of this deliverable to occur, the following criteria must be met:
0. Delivery of user manuals and training materials
Delivery of training in accordance with the syllabus
STATE survey concludes that CONTRACTOR training was effective.
Training approach and execution is in alignment with the Training Management Plan Can delete if no Training Management Plan will be created for this project
Deliverable 8: Training (train-the-trainer scenario)
1. Description:
CONTRACTOR to conduct train-the-trainer and administrator system training. The train-the-trainer training will focus on persons that will ultimately perform training for end users. The administrator training will focus on persons that will act as system administrators.
1. Expectations of CONTRACTOR:
0. CONTRACTOR shall provide up-to-date and accurate user manuals and any other training materials that STATE trainers can give to training participants and future STATE staff.
CONTRACTOR shall provide a training syllabus to STATE for review and feedback in advance of the training.
CONTRACTOR shall provide qualified instructors.
CONTRACTOR shall conduct training sessions at a location and time mutually agreed-upon with STATE.
1. Expectations of STATE:
0. STATE shall review and provide feedback on the training syllabus to verify that desired areas are part of the training.
STATE shall make assigned trainees available for the scheduled training sessions.
STATE shall provide training facilities and equipment.
1. Acceptance Criteria:
For the acceptance of this deliverable to occur, the following criteria must be met:
0. Delivery of user manuals and training materials
Delivery of train-the-trainer and administrator training in accordance with the syllabus
STATE survey concludes that CONTRACTOR training was effective
Deliverable 9: Implementation and transition plan
This may also be done as part of the Project Management Plan. If so, delete this section.
1. Description:
CONTRACTOR shall collaborate with STATE to create an Implementation and Transition Plan to manage the implementation of the product and transition the product and work from the project structure to maintenance.
1. Expectations of CONTRACTOR:
0. CONTRACTOR shall lead the planning effort.
CONTRACTOR shall create an Implementation and Transition plan with STATE support
CONTRACTOR shall conduct working session(s) with STATE to review and finalize the Implementation and Transition Plan prior to any implementation or transition work.
1. Expectations of STATE:
0. STATE shall actively participate in planning sessions.
STATE shall provide support and make any necessary decisions.
STATE shall review and provide feedback to CONTRACTOR.
1. Acceptance Criteria:
For acceptance of this deliverable to occur, the Implementation and Transition Plan must include:
0. Implementation strategy
Implementation resources and tasks
Implementation entry and exit criteria, and go/no go decision requirements
Implementation contingency plan
Business migration strategy
Transition resources and tasks
CONTRACTOR processes for moving product into maintenance and ensuring ongoing support
Executive summary
Deliverable 10: Implementation
As with Configuration, Implementation may be divided into several deliverables to support multiple/iterative releases to end users.
In some projects, the STATE is responsible for product configuration. Review roles and expectation of who is performing work along with who is responsible for building the environment (e.g., test, development, and production).
1.  Description:
CONTRACTOR shall support implementation of the final system.
Expectations of CONTRACTOR:
0. CONTRACTOR shall participate, contribute, and collaborate with STATE for implementation preparations.
CONTRACTOR shall make any fixes required in a timely manner to implement the system as approved in the Acceptance Testing deliverable.
CONTRACTOR shall provide technical support to STATE as needed for implementation efforts.
Expectations of STATE:
0. STATE shall participate, contribute, and collaborate with CONTRACTOR for implementation preparations.
STATE shall provide the production environment.
STATE shall monitor the implementation and notify CONTRACTOR of any issues.
Acceptance Criteria:
For the acceptance of this deliverable to occur, the following criteria must be met:
0. CONTRACTOR support during implementation
System go live with no unresolved issues
Deliverable 11: Post-Implementation Report and Closeout Meeting (smaller project)
1. Description:
CONTRACTOR shall coordinate with STATE to schedule a Closeout meeting in City Name, ND, with the core project team and interested stakeholders. STATE shall lead the meeting, though CONTRACTOR may be asked to present on certain agenda items. Because of the information discussed at this meeting, STATE will develop a Post-Implementation Report. 
1. Expectations of CONTRACTOR:
0. CONTRACTOR shall provide content to STATE for an agenda in advance of the meeting.
CONTRACTOR shall participate, contribute, and collaborate with STATE to develop a Post-Implementation Report that provides, at a minimum, the following:
(a) Key metrics related to schedule, cost, scope, and quality
(b) Discussion of how well the business objectives were met
(c) Lessons learned from the project
(d) Success stories from the project
1. Expectations of STATE:
0. STATE shall finalize agenda and send agenda to invitees.
STATE shall lead the Closeout Meeting.
STATE shall be responsible for the Post-Implementation Report.
1. Acceptance Criteria:
For the acceptance of this deliverable to occur, CONTRACTOR shall participate in the Closeout Meeting and provide content to STATE for the Post-Implementation Report:
0. Key project metrics related to schedule, cost, scope, and quality
Comprehensive lessons learned valuable to future projects
Success stories from the project
Deliverable 11: Post-Implementation Report (LARGER PROJECTS)
Some projects have objective measurements (typically identified in the Project Charter) that extend three to six months beyond the implementation of the product, and therefore, completion of the Post-Implementation Report may be delayed. In these cases, consider what is reasonable for the CONTRACTOR to provide for this deliverable and adjust the following language accordingly.
1. Description:
CONTRACTOR shall participate, contribute, and collaborate with STATE, led by STATE’s Project Manager, to provide content for the Post-Implementation Report.
1. Expectations of CONTRACTOR:
0. CONTRACTOR shall have project team members participate in the Post-Implementation Survey.
CONTRACTOR shall participate, contribute, and collaborate with STATE, led by STATE’s Project Manager, to develop a Post-Implementation Report that provides, at a minimum, the following:
(a) Key project metrics related to schedule, cost, scope, and quality
(b) Business metrics related to project objectives and measurements as defined in the Project Charter
(c) Comprehensive lessons learned valuable to future projects
(d) Success stories from the project
(e) Results of the Post-Implementation Survey
1. Expectations of STATE:
0. STATE’s Project Manager shall be responsible for the final product.
STATE’s Project Manager shall design and conduct the Post-Implementation Survey.
The Post-Implementation Report shall follow STATE template.
1. Acceptance Criteria:
0. For the acceptance of this deliverable to occur, CONTRACTOR shall participate in the Post-Implementation Survey and provide content to STATE for the Post-Implementation Report regarding all services, tasks, and products delivered by CONTRACTOR:
(a) Key project metrics related to schedule, cost, scope, and quality
(b) Business metrics related to project objectives and measurements as defined in the Project Charter
(c) Lessons learned from the project
(d) Success stories from the project
For the acceptance of this deliverable to occur, approval must be obtained from STATE’s Executive Steering Committee (ESC). Remove if not a major project
Deliverable 12: Project Closeout Meeting (larger projects)
Some projects have objective measurements (typically identified in the Project Charter) that extend three to six months beyond the implementation of the product, and therefore, completion of the Project Closeout Meeting may be delayed. In these cases: 1) consider what is reasonable for the CONTRACTOR to provide for this deliverable and adjust the following language accordingly; 2) consider changing the name of this deliverable to “Post-Implementation Meeting,” with the goal of providing and discussing survey results, lessons learned, and success stories soon after implementation; and 3) schedule a separate Closeout Meeting with the agency at a later date to review the completed Post-Implementation Report (depending on project circumstances, the CONTRACTOR may or may not be included in that later Closeout Meeting, and that meeting may or may not be included in this Scope of Work).
1. Description:
CONTRACTOR shall coordinate with STATE to schedule a Closeout Meeting in City Name, ND with the core project team and interested stakeholders. STATE’s Project Manager shall lead the meeting, though CONTRACTOR may be asked to present on certain agenda items. The Closeout Meeting must present a completed Post-Implementation Report and facilitate discussion of the project closeout.
1. Expectations of CONTRACTOR:
0. CONTRACTOR shall provide content to STATE for detailed agenda in advance of the meeting.
CONTRACTOR shall provide STATE any required information for STATE’s Project Manager to present the Post-Implementation Report.
CONTRACTOR shall expand upon the success stories and lessons learned captured from the Post-Implementation Survey, and discuss details related to the lessons learned to provide comprehensive information to future projects.
1. Expectations of STATE:
0. STATE shall finalize and send agenda to invitees.
STATE shall coordinate logistics and facilitate the Closeout Meeting.
STATE shall expand upon the success stories and lessons learned captured from the Post-Implementation Survey, and discuss and further document details related to the lessons learned to provide comprehensive information to future projects.
1. Acceptance Criteria:
For the acceptance of this deliverable to occur, the Closeout Meeting results in:
0. Completion and confirmation of the Post-Implementation Report deliverable
Comprehensive lessons learned and success stories valuable to future projects
Deliverable 13: Final Acceptance
If the STATE is not holding back a retainage as part of this contract or does not have a final payment due upon project closeout or the end of a warranty period, this deliverable may not be needed. Ensure the Contract language in Paragraph 26 d is reviewed.
1. Description:
Upon completion of all deliverables, and upon mutual agreement of STATE and CONTRACTOR, the project work will be considered complete and retainage paid to contractor.
1. Expectations of CONTRACTOR:
0. CONTRACTOR shall address any outstanding issues or completion of deliverables.
1. Expectations of STATE:
STATE shall alert CONTRACTOR to any outstanding issues.
1. Acceptance Criteria:
For the acceptance of this deliverable to occur, the following criteria must be met:
0. No outstanding or unfinished deliverables
No outstanding project or system issues
Other sample deliverables…
Note:  Remember to adjust the deliverable numbers in these section titles as you add/delete deliverables.
If the project will perform a business process modeling effort, or assistance with obtaining requirements, the following deliverables are recommended:
Deliverable X: Current state business process model
1. Description:
CONTRACTOR shall provide current state business process maps and supporting documentation. STATE may use the Current State Business Process Model to provide information to a prospective vendor, staff member, or project team member to understand current business practices and identify potential opportunities for improvements.
Expectations of CONTRACTOR:
0. CONTRACTOR shall lead the process modeling effort.
CONTRACTOR shall conduct interviews with key STATE personnel and collaborate with STATE to perform an analysis to comprehensively document mutually agreed-upon STATE existing business processes.
CONTRACTOR shall use CONTRACTOR’s standard business process modeling processes and best practices.
CONTRACTOR shall document models using business process modeling tools and formats that can be utilized and accessed by STATE post-project.
Expectations of STATE:
0. STATE shall actively participate in interviews and analysis sessions.
STATE shall collaborate with CONTRACTOR to produce and confirm current state workflows.
Acceptance Criteria:
For the acceptance of this deliverable to occur, the following criteria must be met:
0. Process maps include process flow diagrams and documentation of resources used to execute the process, which can be easily understood and confirmed by STATE
Process maps include all agreed-upon STATE business processes
Process maps and supporting documentation delivered electronically to STATE
STATE able to independently access and edit process maps and supporting documentation
Deliverable X: BUSINESS PROCESS IMPROVEMENTS
1. Description:
CONTRACTOR shall provide detailed report documenting improvement opportunities.
Expectations of CONTRACTOR:
0. Using the information gathered during the Current State Business Process analysis, CONTRACTOR shall identify potential improvement opportunities for processes for evaluation by STATE.
Expectations of STATE:
0. STATE shall provide additional information or details to assist CONTRACTOR in identifying improvements.
STATE shall not try to influence CONTRACTOR in identification, prioritization, or documentation of improvements.
Acceptance Criteria:
For the acceptance of this deliverable to occur, the Business Process Improvements deliverable must include:
0. List of prioritized business process improvements
Supporting documentation, including rationale
Deliverable X: FUTURE STATE BUSINESS PROCESS MODEL
1. Description:
CONTRACTOR shall provide future state business process maps and supporting documentation. STATE may use the Future State Business Process Model to provide information to a prospective vendor, staff member, or project team member to understand business targets and identify potential opportunities for improvements.
Expectations of CONTRACTOR:
0. CONTRACTOR shall lead the business process modeling effort.
CONTRACTOR shall conduct interviews with key STATE personnel and collaborate with STATE to identify and document mutually agreed-upon future state business processes.
CONTRACTOR shall use CONTRACTOR’s standard business process modeling processes and best practices.
CONTRACTOR shall document models using business process modeling tools and formats that can be utilized and accessed by STATE post-project.
Expectations of STATE:
0. STATE shall actively participate in interviews and analysis sessions.
STATE shall collaborate with CONTRACTOR to produce and confirm future state workflows.
Acceptance Criteria:
For the acceptance of this deliverable to occur, the following criteria must be met:
0. Process maps include process flow diagrams and documentation of resources used to execute the process, which can be easily understood and confirmed by STATE
Process maps include all agreed-upon STATE business processes
Process maps and supporting documentation delivered electronically to STATE
STATE able to independently access and edit process maps and supporting documentation
Deliverable X: Requirements PACKAGE
1. Description:
CONTRACTOR to collaborate with STATE to document, categorize, and prioritize requirements. STATE may use the requirements to provide information to a prospective vendor, staff member, or project team member to understand system needs and provide a system solution.
Expectations of CONTRACTOR:
0. CONTRACTOR shall lead the requirements effort and elicit the business rules and requirements.
CONTRACTOR shall conduct interviews with key STATE personnel, collaborate with STATE, consider current and future state, conduct and use any external research, and use business analysis best practices to identify and document STATE business rules and requirements.
CONTRACTOR shall document requirements in a manner that can be used in a future request for proposal.
CONTRACTOR shall collaborate with STATE to write business/stakeholder requirements, functional requirements, and technical requirements, and to define and document these categories.
CONTRACTOR shall collaborate with STATE to define requirement priority levels and document the priority level for each requirement.
Expectations of STATE:
0. STATE shall actively participate in requirements elicitation activities.
STATE shall collaborate with CONTRACTOR to produce and confirm requirements.
STATE shall make timely decisions regarding requirements and prioritization.
Acceptance Criteria:
For the acceptance of this deliverable to occur, the Requirement Package must include:
0. Business rules
Requirements documented, categorized, and prioritized in a matrix format that can be independently accessed and edited by STATE, and electronically inserted into a request for proposal
Requirements written according to business analysis best practices to be clear, concise, complete, consistent, testable, and traceable
Supporting documentation
If the Gap Analysis indicates CONTRACTOR needs to perform additional customizations to the system (beyond the standard configurations) in order to meet STATE’s requirements, the following System Customization deliverables may be used:
Deliverable X: SYSTEM CUSTOMIZATION DESIGN
1. Description:
CONTRACTOR shall design the system customizations in alignment with the analysis effort and outlined in the Gap Analysis deliverable.
Expectations of CONTRACTOR:
0. CONTRACTOR shall lead the customization design effort.
CONTRACTOR shall develop a high-level conceptual design for the customizations.
CONTRACTOR shall outline the design decisions and development specifications for STATE approval.
Expectations of STATE:
0. STATE shall actively participate in design review sessions.
STATE shall provide support and make any necessary design decisions.
STATE shall review and provide feedback to CONTRACTOR.
Acceptance Criteria:
For the acceptance of this deliverable to occur, the System Customization Design must include:
0. Proposed system context and workflow to be accomplished with the customizations
Documentation of development and how the development meets the requirements outlined in the Gap Analysis deliverable
DELIVERABLE X: SYSTEM CUSTOMIZATION DEVELOPMENT AND RELEASE
1. Description:
CONTRACTOR shall develop and release the customizations.
Expectations of CONTRACTOR:
0. CONTRACTOR shall complete development of the customizations in accordance to the Customization Design deliverable.
CONTRACTOR shall conduct thorough technical testing of the customizations as identified in the Testing Management Plan.
CONTRACTOR shall resolve issues identified with the customizations.
CONTRACTOR shall install and validate the customizations in preparation for User Acceptance Testing.
Expectations of STATE:
0. STATE shall participate in the identification, trouble-shooting, and resolution of any development issues.
Acceptance Criteria:
For the acceptance of this deliverable to occur, the following criteria must be met:
0. Release of the customizations to STATE’s user acceptance testing environment
Completion of CONTRACTOR’s testing effort and remediation of any testing failures
If the project requires transferring data from the existing system to the new, the following Data Conversion deliverables may be used:
Deliverable X: DATA CONVERSION PLAN
1. Description:
CONTRACTOR shall participate, contribute, and collaborate with STATE to create a Data Conversion Plan. The plan is intended to address the overall approach that will be followed for the data conversion effort and will be a subordinate plan to the Implementation Plan deliverable. The plan will define methodology, strategies, required competencies, tools, templates, quality standards, data cleansing, and data discrepancy resolution strategies.
Expectations of CONTRACTOR:
0. CONTRACTOR shall lead the data conversion planning effort.
CONTRACTOR shall create a Data Conversion Plan that will outline the approach to convert the agreed-upon data by collaborating with and gathering input from STATE.
CONTRACTOR shall be responsible for the final product.
1. Expectations of STATE:
0. STATE shall actively participate in planning sessions.
STATE shall provide support and make any necessary decisions.
STATE shall review and provide feedback to CONTRACTOR.
STATE shall work with CONTRACTOR to develop approaches planned for STATE’s data cleansing efforts.
Acceptance Criteria:
For the acceptance of this deliverable to occur, the Data Conversion Plan must include:
0. Data conversion methodologies and strategies to be used including a repeatable extract, transform, and load (ETL) process
Details regarding the tools and templates to be used
Outline of strategies and actions planned to resolve data discrepancies and mapping issues, which may include customizations and data cleansing
Outline of the testing approach and methodology, including defined success criteria and quality standards
Executive summary
Deliverable X: DATA CONVERSION DESIGN
1. Description:
CONTRACTOR shall design the overall data conversion approach to convert data from the legacy system.
Expectations of CONTRACTOR:
0. CONTRACTOR shall lead the data conversion design effort.
CONTRACTOR shall provide all necessary data conversion documentation to STATE.
CONTRACTOR shall provide example conversion files to STATE to assist STATE in generating successful data conversion files.
Expectations of STATE:
0. STATE shall assist CONTRACTOR’s review and design of data elements applicable to data conversion.
STATE shall provide necessary and relevant resources to make design decisions.
Acceptance Criteria:
For the acceptance of this deliverable to occur, the Data Conversion Design must include:
0. Proposed system context and workflow to be accomplished with the customizations
Documentation of development and how the development meets the requirements outlined in the Gap Analysis deliverable
Deliverable X: DATA CONVERSION VALIDATION
1. Description:
CONTRACTOR and STATE shall validate the data conversion effort by reviewing the data loaded into the user acceptance testing environment and making any fixes to the system or data conversion process to ensure data transfers accurately and completely.
Expectations of CONTRACTOR:
0. CONTRACTOR shall initially validate the data conversion into the user acceptance testing environment and resolve any issues prior to STATE data conversion validation efforts.
CONTRACTOR shall support STATE’s effort to identify and resolve any issues with the data conversion prior to Go Live.
Expectations of STATE:
0. STATE shall test the data conversion into the user acceptance testing environment.
STATE shall identify, document, trouble-shoot, and work with CONTRACTOR to resolve any data conversion issues.
Acceptance Criteria:
For the acceptance of this deliverable to occur, the following criteria must be met:
0. Successful upload of accurate and complete data extract from the legacy system to the user acceptance testing environment
CONTRACTOR review of STATE-documented user acceptance testing issues and recommendations for file extract changes to remediate issues
Subsequent load(s) of STATE-provided revised data extracts to confirm resolution of issues, or documented alternatives to resolution
If the project will involve interfacing the new system to existing systems, the following Interface deliverables may be used:
Deliverable X: Interface design
1. Description:
CONTRACTOR shall design the interface from the system to STATE’s XXX application, including any configurations or customizations required to support the integration of the interface with the system.
Expectations of CONTRACTOR:
0. CONTRACTOR shall lead the interface design effort.
CONTRACTOR shall develop a high-level conceptual design for the interface.
CONTRACTOR shall collaborate with STATE to finalize design.
Expectations of STATE:
0. STATE shall review conceptual designs and provide feedback and clarification as requested.
STATE shall provide technical resources and subject matter experts who will assist and collaborate with CONTRACTOR during the design process.
Acceptance Criteria:
For the acceptance of this deliverable to occur, the Interface Design must include:
0. Design documentation for the interface
Document detailing any customizations to support the integration between the systems
Deliverable X: INTERFACE DEVELOPMENT AND RELEASE
1. Description:
CONTRACTOR shall build and release the interface with STATE’s XXX application, per the requirements defined during analysis and the Interface Design deliverable.
Expectations of CONTRACTOR:
0. CONTRACTOR shall complete development of the interface.
CONTRACTOR shall conduct thorough technical testing of the interface as identified in the Testing Management Plan.
CONTRACTOR shall resolve issues identified with the interface.
CONTRACTOR shall install and validate the interface in preparation for user acceptance testing.
Expectations of STATE:
0. STATE shall provide technical resources and an environment for testing of the interface.
STATE shall collaborate with CONTRACTOR to validate CONTRACTOR installed interface correctly.
STATE shall validate interface is ready for user acceptance testing.
Acceptance Criteria:
For the acceptance of this deliverable to occur, the following criteria must be met:
0. Release of the interface to STATE’s user acceptance testing environment
Completion of CONTRACTOR’s testing effort and remediation of any testing failures
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