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Deliverables Management Guideline
Introduction

The deliverables management guideline documents the process for receiving, recording, monitoring, managing, verifying, reviewing, and determining the disposition of project related artifacts for contracts managed by the Department of Human Services Bureau of Information Systems (DHS/BIS).
Purpose

The purpose of this document is to provide a process, methodology, and reference guide for the management and control of project related artifacts, with focus on contractor-developed artifacts, but applying to internally-developed artifacts as well.

The deliverables management process assists DHS Project Managers and staff by providing support for the management and control of a project and the specific deliverables associated with that project.

Objectives

The objectives of the deliverables management process are to:

· Define the steps associated with receiving, documenting, reviewing and determining disposition of project related artifacts.

· Identify the responsible individuals and/or groups and their associated tasks.

· Ensure artifacts are reviewed by the appropriate staff to promote quality.

· Document the disposition of artifacts as they are moved through the process.

Benefits

The use of the deliverables management process benefits the contract manager, project manager, designated reviewers, project governance teams, those responsible for creating and providing the defined artifacts, and the Department by:

· Clearly identifying required work products and deliverables
· Assisting in maintaining the project schedule by ensuring agreed upon deliverables and work products are received timely
· Reviewing processes clearly outlined, defined and documented
· Providing guidance to the Project Manager and defining the status and disposition of artifacts
· Providing support and documentation for resolving issues, if required
· Reducing the likelihood that the quality, performance or functionality of the artifacts will be impaired
· Ensuring that the appropriate individuals have input in the process of review
· Reducing the likelihood of stakeholder dissatisfaction
Definitions

Refer to Appendix A for a list of the terms and acronyms used in this document.

Roles and Responsibilities
There are various staff resources and stakeholders involved in managing the contract for this project. In some cases, one individual may perform multiple roles in the process. Refer to Appendix B for specific roles and responsibilities, as they pertain to Contract Management. 

All project staff will be trained on their contract management responsibilities by their manager/lead when they join the project.  Project meetings are used to brief staff on any changes to the process.  For more on standard project governance, meetings, and reporting, reference the DHS Governance Teams – Detailed Roles and Responsibilities Guideline. 

Overview of the Deliverables Process
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Submission
The performing organization provides the required deliverables to the DHS contract manager processed through the PMO (DHS Program Management Office).
Preparation
The PMO prepares artifacts for review and logs relevant information into the Contract Artifacts Management database for monitoring.
Review

The designated reviewers review and validate the artifacts and forward their findings to the PMO for compilation.  The project manager reviews the consolidated comments and produces a recommended disposition for the artifact.
Disposition

The contract manager makes a final determination as to the disposition of the artifact, based in part on the information compiled by the PMO from the reviewing process and the final comments review by the project manager, and forwards the disposition letter to the performing organization.
Step 1 – Submission
Cost submissions, change orders, work orders, deliverables, work products, completion letters, appointment and termination letters, invoices, and other contract and project artifacts are developed and submitted by the performing organization for DHS review and approval through the deliverables management process described herein.  
Develop Artifact
Deliverable and work product artifacts are defined based on business needs and project scope. These artifacts may be defined in a Request for Quotation (RFQ), Request for Proposal (RFP), Vendor Proposal, Contract, Requirements Document, Statement of Work (SOW), cost submission, work order, or similar purposed document.

After receiving authorization for the work to proceed, and in line with the approved timeframe, the performing organization develops project or initiative work products and deliverables.
Each artifact must be uniquely numbered.  DHS PMO typically provides the starting tracking number.  For each artifact submitted thereafter, the contractor increments the number by one and includes it as a unique identifier in the emailed submission described next.

To enhance tracking and clarity, a deliverable or work product should include information pertaining to its source such as Program Office, Project Name, Release, Work Order Number, Initiative Name, PCR Numbers, Bundle Numbers, document history, etc.
Submit Artifact

After the contractor ensures an artifact meets the agreed upon requirements and quality objectives, the contractor then prepares an email message to DHS attaching the artifact, correspondence letter, and any other required documents.  The contractor includes a profile within the correspondence to allow the reviewers to quickly assess processes and tasks to initiate that are associated with the submission and to incorporate the necessary internal standards for deliverables and other pertinent artifacts.  The email is submitted to DHS’s EP Monitoring inbox - RA-epmonitoring@state.pa.us - which serves as the gateway between the performing organization and DHS’s contract manager.

See Appendix C for standard templates for contractor submission of various artifacts and required naming conventions.  For submissions with artifact attachments too large to send via email, the contractor submits the email with only the cover letter attachments (.pdf and .doc).  The contractor uploads the remaining oversized attachments directly into DocuShare in the repository location designated for such artifacts.
Step 2 – Preparation

Update Registers

Cost submissions, work orders, and completion letters (unlike work products and deliverables) require extra up-front scrutiny and processing prior to preparation for review since these particular artifacts all involve money.  The DHS financial controller examines these former types of submission for any material irregularities and reports the same to the performing organization for possible correction and replacement.  The financial controller updates the financial registers to reflect the current state of funds allocated, consumed, and available for each of the projects and for the contract as a whole.    

Write Synopsis

After successful verification, the financial controller forwards the submission (cost submission, work order, or completion letter) to a second PMO reviewer (currently the process manager) for additional handling.  This reviewer verifies the submission is in order, bringing any concerns to the attention of the financial controller who in turn notifies the performing organization.  This second reviewer then verifies the registers are accurately updated to reflect the submission and writes a synopsis to summarize the submission to facilitate quick understanding to anyone viewing the attached content.  After this second review has been completed and the synopsis written, the process manager places the submission into the inbox of the controller responsible for that project for further processing and review.  For non-financial documents such as deliverables and work products, the Update Registers and Write Synopsis steps are omitted; the artifact is placed straightaway into the inbox of the appropriate project controller. 
Process Artifact

The responsible PMO controller creates the folder structure and copies the submission and attachments into that structure.  (Note: This submission is originally input into the shared Windows folder and then later copied from there into the actual artifact repository in DocuShare.)  
The controller prepares an artifact disposition letter for later completion and signature.  Then the controller prepares and sends an email to the designated reviewers along with attachments of, or links to, any accompanying documents including the deliverable itself.  (Note: If program office or BIS reviewers require more than two days of additional time to review the artifact beyond the established specified allotment, then the project manager assesses any impact of the delay on overall timeframe, budget and scope before approving the extension request.  The actual request for extension must be signed by the DHS contract manager.
Log to Database

The controller logs information pertaining to the artifact through the Contract Artifacts Management database application.  The project, initiative, artifact, type of artifact, tracking number, status, reviewers, and various date information (date received, date sent for review, date of cost review, date pre-approved, date comments due, date disposition due, date sent to vendor) are entered to allow for tracking, monitoring, and research.  This information is updated throughout the process whenever new information becomes available.   
Step 3 – Review     

Review Artifact

The designated reviewers examine the artifact to ensure it satisfies the terms defined in the contract or in the requirements definition or other project documentation.  (Refer to Appendix D for a partial list of examples of criteria reviewers consider during their examination of the artifact.)  The reviewers ensure the artifact has been through the appropriate processes and reviews and deliverable verification consistent with SDM Standards and Project Change Request Standards.  The reviewers then document their findings and comments within the PMO-provided review form and forward the results to the PMO for compilation.  The contract defines the maximum number of days for the reviewers to review, document, and respond to the PMO.
Recommend Disposition

Once the project controller compiles the reviewers’ comments into a single document, this consolidated comments form is forwarded to the project manager who reviews the comments and then provides a recommended disposition of the artifact: 1) approval, 2) conditional approval, or 3) rejection.  This recommended disposition is forwarded to the PMO. 
Approval indicates unconditional acceptance of the artifact.  Conditional approval requires the contractor to satisfactorily respond to reviewer comments within the number of days specified in the contract.  The contractor’s response in turn passes through the review cycle for approval.  Rejection requires the contractor to respond to comments through the review cycle also, again within the timeframe established in the contract.  The difference between the two is conditional approval allows work on the next phase of the project to continue and for the invoice to be paid, while rejection halts work on the next phase and does not allow the invoice for the current body of work to be paid until the contractor’s response has been approved.  
Step 4 – Disposition

Submit Final Disposition

The PMO marks the recommended disposition on the disposition letter and routes the letter to the contract manager for final disposition and signature.  Acceptance or non-acceptance of a deliverable is at the discretion of the DHS contract manager.  
Once the contract manager reviews any consolidated comments and designates the final disposition on the letter (overriding the recommended disposition of the project manager if necessary), it is forwarded to the performing organization for notification.  If a disposition other than approval is reached, the conditions that must be met for acceptance are provided to the performing organization with the disposition letter.  In such a case, the performing organization must correct the deficiencies at no charge and resubmit the deliverable within the established timeframe, proceeding through the process as described in the previous steps. 
Using DocuShare for Managing Deliverables
The Department of Human Services - Bureau of Information Systems (DHS-BIS) has adopted DocuShare as its document repository standard to facilitate managing deliverables and other contract-related artifacts.  The repository accommodates the publishing, viewing, sharing and archiving of such documents using a virtual filing system approach.  
The purpose of this section of the guideline is not how to use DocuShare, but how DocuShare is used as a repository to achieve deliverables management objectives.  The primary intended audience of this section is the new or intended user of the repository. 

The objectives of the DocuShare deliverables repository are to:

· Employ DocuShare to support the deliverables management process.

· Process, review and manage documents within the DocuShare environment and to work effectively therein.

· Improve the effectiveness of the deliverables management process and extend its functionality and capability.

· Provide for the storage, multi-viewing, distribution, workflow and archival of contract artifacts.

Using DocuShare for managing deliverables benefits the contract manager, project manager, designated reviewers, project governance teams, those responsible for creating and providing the defined artifacts, and the Department by:

· Providing a facility for independent, speedy access to documents of interest.

· Organizing documents by project, by document type, by user area of responsibility, or by whatever criteria makes sense so they can be located and viewed easily through (multiple) folder structures or directly as a result of a search.

· Granting security provisions so that only those DocuShare users permitted to view certain types of documents may do so.

· Allowing for the submission of documents too large to email as attachments.     

DocuShare Contract Management Access

The deliverables management repository is situated within the DocuShare Division of Program and Portfolio Management (DEPPM) folder construct under the DEPPM/Contract Management entry point.   A DocuShare account and security permissions are required to access this hyperlinked site.  Contact the DEPPM Program Process and Performance Section at 717-705-9747 with access issues or other repository-specific issues within DocuShare.  

For additional technical how-to assistance, email the Content Management Unit at ra-ecm@state.pa.us.  Furthermore, there is online help in the form of a Quick Tips brochure and a tutorial with a link located at the bottom of each page of DocuShare.

Organization of the Deliverables Management Repository
DEPPM has defined and organized a folder structure within DocuShare to help conceptualize, navigate, and locate documents being sought.  Contract management documents are grouped by contract and then by category within contract.  The various document categories are: APD, Audit Correspondence, Contract Artifacts, Final Contract, Financial, MOU, Project Summary View, and RFP.  These categories are folders (DocuShare collections) with the following contents residing therein:

APD

Advance Planning Documents and related documents and correspondence.

Audit Correspondence

Independent Accountant Reports and related documents and correspondence.
Contract Artifacts

Work orders grouped by increments of 10, operational work products, contract correspondence, and initiatives.  The initiatives folder is further broken down into work orders, completion letters, comments, approvals, responses, emails, attachments, deliverables, work products, etc.

Final Contract

Contracts, terms and conditions, service level agreements / service level objectives, signature pages, vendor proposals, technical submittals, labor relation releases, DGS approvals, and other contract related documents.

Financial

Change orders, cost submissions, High Levels Estimates, registers, appointment and termination letters, invoices and worksheets.

MOU

Any memoranda of understanding between DHS and a separate entity pertaining to this contract.

Project Summary View

The project summary view is broken down by project and initiative where there reside work orders and all other attachments to the work order submission, deliverables, work products and responses.

RFP

Requests for proposals and related documents.

Updated Documentation

When a contractor incorporates change that impacts pre-existing documents (documents previously submitted through the deliverables management process that have already been approved or conditionally approved by the contract manager), the responsible contractor is required to update the pre-existing documents to reflect the change.  
In a case where there are multiple vendors working on a project, with Contractor C incorporating a current change that impacts pre-existing documents submitted by Contractors A and B, then the contractor who submitted each particular impacted pre-existing document is responsible for updating that documentation.

Once a pre-existing document has been updated, the contractor schedules a walk-through with the project team to communicate how the documentation has been revised as a result of the change.

The contractor then resubmits the updated document through the regular deliverables management process, although with a possible reduced number of reviewers.

As always, the terms and conditions of the contract take precedence over this guideline.

Process Flow Diagram


[image: image2.emf]PROCESS FOR SUBMITTING DELIVERABLES TO DHS FOR REVIEW    (Deliverables / Work Products)

Service Provider

Start

DHS PMO

Project Manager (PM)

Deliverable Review Team

Approval

Letter

Notification of 

Review 

Extension

Resubmitted

2 or More

times?*

Comments

Provided for 

Conditions for

Acceptance

Resubmit 

Within

(7) Bus Days*

Conditional, or

Rejected

Contract Penalties

May Apply*

Submits to 

Designated 

Email Addr*

*Refer to Contract Provisions –Contract Provisions Take Precedence

**Activity is Logged Throughout the Process

Generates

Deliverable 

Yes No

Prepare 

Deliverable for 

Review 

Distribution

Send Artifact

For

Review

Review Artifact

***

Prepare

Responses

Collect All

Responses /

Compile All 

Comments

PM Reviews 

Compiled 

Responses / 

Comments –

Recommends 

Disposition

Contract Manager

Reviews & 

Provides Final 

Disposition

Send Signed 

Disposition to 

PMO

Approved?

End

Approved

More than

(10) Bus Days 

Needed For

Review?*

Prepare 

Notification of 

Review Extension

No

***PM is a Member of the Review Team

Log Activity**

Yes

Send Compiled 

Responses / 

Comments to PM

Creates 

Disposition Letter

Receive Signed 

Disposition

Yes

No


Appendix A – Definitions

Artifact

A contract artifact is a deliverable, cost submission, work order, change order, high level estimate, appointment and termination letter, completion letter, or invoice submitted by the performing organization through the RA-epmonitoring@state.pa.us mailbox.  

Change Order
A change order is a document describing change in a contract’s agreed upon scope of work that, when approved, authorizes the contract change.

Contract

A contract is a type of written agreement, regardless of what it may be called, for the procurement of supplies, services, or construction and executed by all parties in accordance with the Commonwealth.

Contract Correspondence

Contract correspondence is additional, non-project specific documents submitted for review.  Examples include: DBE (Disadvantaged Business Enterprise) commitment proposals, SLA (Service Level Agreement) waivers, and Corrective Action Plans.
Contract Management

Contract management is the final two essential steps of procurement management that includes activities such as monitoring and control of performance, reviewing progress, making payments, recommending modifications, and approving contractors’ actions to ensure compliance with contractual terms during contract execution.  It is the process of ensuring the contractor's performance meets contractual requirements.
Cost Submission

A cost submission is a document summarizing and categorizing project costs representing a contract’s original or updated cost basis.
Deliverable

A deliverable is a physical item or tangible work product required by a contract/work order, produced by the contractor, and delivered to the Department.  (See the definition for Work Product for clarification on the distinction between a deliverable and a work product.)
High Level Estimate

High Level Estimating is the process by which performing organizations (either outside contractors or BIS’s own internal resources) develop resource requirements and cost estimates for DHS’s IT initiatives.
Operational Work Product

An operational work product is contract correspondence that is for informational purposes only (e.g., status report).  No disposition is required.     
Performing Organization

The performing organization is an organizational unit responsible for the performance and management of resources to develop, document, and submit specified deliverables for review and approval.  The Performing Organization is either a particular external contractor or a division or divisions within the Department’s Bureau of Information Systems for in-house development projects 

Project Charter

The project charter is a formal document that defines and describes the project at a high level.  It covers business drivers, critical success factors, goals, objectives and guiding principles. 
The project charter formalizes the existence of a project and demonstrates management support for the project.  It functions as the formal agreement for the project and is signed by the appropriate parties as such.
Work Order

A work order is a document submitted by the contractor that – when approved by the DHS Contract Manager – authorizes work to be performed on an initiative, and approves costs and timeframes for the deliverables associated with that work.
Work Product

A deliverable is often categorized as a work product if it is priced on a time and materials basis.  The artifacts developed during the requirements and general system design phases typically are labeled as “work product” artifacts.  Alternatively, artifacts priced on a fixed price basis, typically ones developed during the detailed system design through deployment phases, are usually labeled simply as “deliverable”.   In effect, an approved deliverable has payment directly connected to it on its associated invoice; a work product does not.  The hours and costs associated with work products are accumulated on a time and materials basis and processed as part of a monthly invoice.
Appendix B – Roles and Responsibilities

Contractor

A contractor is any entity that has entered into a contract for the provision of goods or services with a Commonwealth agency and/or Department Program, Project Team, or Representative.

Contract Manager

The contract manager has the single authority to act for DHS under the contract.  Whenever the Commonwealth is required by terms of the contract to provide written notice to the contractor, such notice is signed by the contract manager, or in that individual’s absence or inability to act, such notice may be signed by the contract manager’s designee.

The contract manager is also responsible for acceptance or non-acceptance of each deliverable identified in the contract.  Prior to any payment being made, the DHS contract manager certifies via the acceptance process that the products or services, for which invoices were issued, have been received and accepted.

Designated Reviewer

The designated reviewer is an individual or group that has the responsibility to ensure the deliverable satisfies the terms defined in the project documentation and contract.

Project Manager

The Project Manager is a person who heads up the project team and is assigned the authority and responsibility for conducting the project and meeting project objectives through project management.

Appendix C – Templates and Naming Conventions
Work Order Submission

Template
ABC Company

July 1, 2009
Teresa Shuchart

Chief Information Officer

Bureau of Information Systems

Room 62, Willow Oak Building

DGS Annex Complex

Harrisburg, PA 17105-2675

Ref:
0123 - FY09-10 - Contract #0123456789

DPW Response Due Date:  July 8, 2009
	Project: Project ABCD
	WO: WO-0999 – XYZ Integration

	Account Code: 
	WO Section:  Req-GSD


Dear Ms. Shuchart:

At the Department’s request and in collaboration with the DHS staff, we have prepared the above mentioned Work Order.  

	Attachment List

	This submission includes the following components:

· Work Order Document - The Work Order contains the resource plan and the artifacts that will be submitted along with the expected submission dates of those artifacts.

· Resource Plan - The Resource Plan contains the number of hours required for each of the resource categories during this phase.


All communications with regard to this correspondence should be addressed to Vendor’s Contact Person at Email Address or Telephone Number.

Sincerely,

Name
Title
Deliverable / Work Product Letter
Template
ABC Company

July 1, 2009

Teresa Shuchart

Chief Information Officer

Bureau of Information Systems

Room 62, Willow Oak Building

DGS Annex Complex

Harrisburg, PA 17105-2675

Ref:
 0123 – FY09-10- Contract # 0123456789
DPW Response Due Date:  July 16, 2009
	Project:  Project ABCD
	WO:   WO099 - XYZ Integration 

	Account Code: 
	WO Section:  Dev-Depl

	Deliverable Cost:  
	Deliverable:  Development Report


Dear Ms. Shuchart:

This document serves as the submission letter for the above mentioned artifact.  
	Attachment List

	This submission includes the following components:

· Unit Test Checklist Summary - This document provides the summary of all application code components and their respective location in the Visual Source Safe.

· Updated Traceability Matrix - This document provides the mapping of requirements to integration test scenarios.

· Updated Work Plan - This document provides an updated version of the work order work plan.

· Integration Test Scenarios - This document contains the list of test scenarios created for Integration testing. The corresponding ATS deliverable number is specified in this document.


All communications with regard to this correspondence should be addressed to Vendor’s Contact Person at Email Address or Telephone number.

Sincerely,

Name
Title
Cost Submission Letter

Template
ABC Company

July 1, 2009

Teresa Shuchart

Chief Information Officer

Bureau of Information Systems

Room 62, Willow Oak Building

DGS Annex Complex

Harrisburg, PA 17105-2675

Re:
DPW Contract - ABCD – Contract Correspondence - FY08-09 Cost Submission Version 1.0
Ref:
0123-FY09-10 - Contract #0123456789
DPW Response Due Date:  July 08, 2009

Dear Ms. Shuchart:

Attached please find our FY09-10 cost submission (Version 1.0) for the contract period – July 1, 2009 to June 30, 2010. The following changes are included:

· Explain the nature of the cost submission……..

An electronic copy of this letter will be sent to your e-mail account for quick access to the document.

Sincerely,

Name

Title
Change Order Letter

Template

ABC Company

July 1, 2009
Teresa Shuchart

Chief Information Officer

Bureau of Information Systems

Room 62, Willow Oak Building

DGS Annex Complex

Harrisburg, PA 17105-2675

Re:
Project ABCD – Contract Correspondence –XYZ Integration
Ref:
0123 - FY07-08 - Contract #0123456789
DPW Response Due Date:  July 9, 2009
Dear Ms. Shuchart:

In alignment with Section #, Change Orders, within the ABCD Contract as referenced above, and based on the request from you and the - program office who requested the change order, we are submitting this change order request to support key business initiatives for – Initiative Name.

The overall scope of work ….. 

	Deliverable
	Description
	Approach
	Cost

	
	
	
	

	Total Deliverable Cost
	
	
	


Aligning with your documentation standards and for easy reference, the document is stored in the Department’s repository, DocuShare.

Please return your approval by July 9, 2009.  Upon your approval, we will provide a latest version of the consolidated cost proposal for FY 09-10 for your reference.

An electronic copy of this letter will be sent to your email account for quick access to the document.
Sincerely,

Name
Title
Appointment and Termination Letter

Template

ABC Company

July 01, 2009

Teresa Shuchart

Chief Information Officer

Bureau of Information Systems 

Room 62, Willow Oak Building

DGS Annex Complex

Harrisburg, PA 17105-2675

RE: 
    Appointment and Termination Letter 

Ref: 
0123 - Contract Correspondence - FY09-10 - Contract # 0123456789

DPW Response Due Date: July 03, 2009

Dear Ms. Shuchart:

Please be advised that the personnel referenced on the following page have a scheduled start/end date under the DPW Contract # 0123456789. 
This letter is also in reference to Attachment 4 Contract Terms and Conditions Section 19.a. and 19.b. requesting that background checks of the individuals listed on the attached page are conducted prior to their start date. 

With your approval, resources being appointed will be effective as of the 'Start Date' identified in this correspondence.

All communications with regard to this correspondence should be addressed to Vendor’s Contact Person at Email Address or Telephone Number.

Approval:            

Teresa Shuchart, Contract Administrator
 (Contract # 0123456789)


Please return this to the undersigned upon your approval.

Sincerely,

Name

Title
	Project
	Name (Last, First)
	Position Title
	Resource Category
	Rate
	 Start Date 
	End Date
	T&M/Del
	Appointment or Termination

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


Operational Work Product Letter

Template
ABC Company

July 1, 2009

Teresa Shuchart

Chief Information Officer

Bureau of Information Systems

Room 62, Willow Oak Building

DGS Annex Complex

Harrisburg, PA 17105-2675

Re:
Project ABCD - Operational Work Product – XYZ Integration – Status Report

Ref:
0123 – FY09-10 - Contract #0123456789

Dear Ms. Shuchart:

This document serves as the submission letter for the above referenced artifact.  This submission does not require a formal signoff.  

	Attachment List

	This submission includes the following components:

· Physical Data Model - Updated data model that illustrating changes to the EDW Oracle database schema.
· Data Dictionary - Updated listing of all Oracle tables, fields, and reference tables as well as business descriptions for those entities.


All communications with regard to this correspondence should be addressed to Vendor’s Contact Person at Email Address or Telephone Number.

Sincerely,

Name 
Title
Response Submission Letter

Template

ABC Company

July 1, 2009

Teresa Shuchart

Chief Information Officer

Bureau of Information Systems

Room 62, Willow Oak Building

DGS Annex Complex

Harrisburg, PA 17105-2675

Deliverable/Work Product: 
Re:
Project ABCD -  Deliverable – WO0999-XYZ Integration – Requirements 

Response to Conditional Approval or Rejection of  0122
Ref:
0123  - FY09-10 - Contract #0123456789

DPW Response Due Date:  July 8, 2009

Work Order:

Re:
Project ABCD -  Work Order  –WO0999- XYZ Integration – Req-GSD 

Response to Conditional Approval or Rejection of  0122
Ref:
0123  - FY09-10 - Contract #0123456789

DPW Response Due Date:  July 8, 2009
Dear Ms. Shuchart:

Thank you for reviewing the above referenced artifact.  We have carefully reviewed your comments and provide our response in the matrix below.

	Reviewers
	Comment
	Response

	Reviewer’s Name


	
	Vendor’s Response


All communication with regard to this correspondence should be addressed to Vendor’s Contact Person at Email Address or Telephone Number.

Sincerely,

Name

Title
Work Order Revision Submission DSD-Depl Template

ABC Company

July 1, 2009
Teresa Shuchart

Chief Information Officer

Bureau of Information Systems

Room 62, Willow Oak Building

DGS Annex Complex

Harrisburg, PA 17105-2675

Ref:
0123 - FY09-10 - Contract # 0123456789

DPW Response Due Date:  July 8, 2009

	Project: Project ABCD
	WO:  WO-0999-XYZ Integration - Revision #

	Account Code:  
	WO Section: DSD-Depl

	Deliverable Description Name / Number
	Deliverable Cost

	Detailed System Design
	

	Development Report
	

	Integration Test Results
	

	UAT Progress Report
	

	Production Deployment Report
	


Dear Ms. Shuchart:

At the Department’s request and in collaboration with the DPW staff, we have prepared the above mentioned Work Order.  

Explain why the work order is being revised.

	Attachment List

	This submission includes the following components:

· Work Order Document - The Work Order contains the resource plan and the artifacts that will be submitted along with the expected submission dates of those artifacts.

· Resource Plan - The Resource Plan contains the number of hours required for each of the resource categories during this phase.

· Deliverable Schedule - The Deliverable Schedule is a listing of the deliverables along with the cost associated with each deliverable.


All communications with regard to this correspondence should be addressed to Vendor’s Contact Person at Email Address or Telephone Number.

Sincerely,

Name

Title

Work Order Revision Submission Req-GSD Template

ABC Company

June 1, 2009
Teresa Shuchart

Chief Information Officer

Bureau of Information Systems

Room 62, Willow Oak Building

DGS Annex Complex

Harrisburg, PA 17105-2675

Ref:
0123 - FY09-10 - Contract #0123456789
DPW Response Due Date:  July 8, 2009
	Project: Project ABCD
	WO: WO-0999 – XYZ  Integration - Revision #

	Account Code:  
	WO Section: Req-GSD


Dear Ms. Shuchart:

At the Department’s request and in collaboration with the DPW staff, we have prepared a revised Work Order for the XYZ Integration. This work order addresses the Requirements and GSD phase of the project.  This revision is to align hours with the Position Titles of resources needed to complete this phase of the initiative.  

	Document
	Description

	· Work Order Document - The Work Order contains the resource plan and the roles and responsibilities of each resource level needed during this phase.  The work order also contains the various artifacts that will be submitted along with the expected submission dates of those artifacts.

· Resource Plan - The Resource Plan contains the number of hours required for each of the resource levels during this phase.  The plan also contains the roles and responsibilities of each resource level.  


Aligning with your documentation standards and for easy reference, the document is stored in the Department’s repository, DocuShare.  To access the work order submitted with this correspondence, please refer to the link provided in the description.  An electronic copy of this letter will be sent to your email account for quick access to the document.  
All communications with regard to this correspondence should be addressed to Vendor’s Contact Person at Email Address or Telephone Number.

Sincerely,

Name 

Title

Contract Correspondence Letter

 Template

ABC Company 

July 1, 2009 

Teresa Shuchart 

Chief Information Officer 

Bureau of Information Systems 

Room 62, Willow Oak Building 

DGS Annex Complex 

Harrisburg, PA  17105-2675 

Re:    Project ABCD - Contract Correspondence – XYZ Integration – SLO Waiver  

Ref:  0123 - FY09 - 10 - Contract #0123456789 

DPW Response Due Date: July 14, 2009
Dear Ms. Shuchart:  

Body of the letter…………………….

All communication with regard to this correspondence should be addressed to Vendor’s Contact Person at Email Address or Telephone Number.

Sincerely, 

Name  

Title 

Naming Convention

Work Order: 

cc# -prj    - initiative name            - wo section-wo#  rev   resp – component   

0123-Project ABCD-XYZ Integration-DSD-Depl-WO0999R1-Del Sch.pdf 

0123-Project ABCD-XYZ Integration-DSD-Depl-WO0999R1-Resp-Del Sch.pdf

0123-Project ABCD-XYZ Integration-DSD-Depl-WO0999-Resp-Del Sch.pdf

0123- Project ABCD-XYZ Integration-DSD-Depl-WO0999-Resp2-Del Sch.pdf
0123-Project ABCD-XYZ Integration-Req-GSD-WO0999-SCL Var Summ.pdf

0123-Project ABCD-XYZ Integration-Req-GSD-WO0999-FCL Ltr Pckg.pdf

Deliverable./Work Product:

cc# -prj  -   wo# - initiative name  - del – components  

0123-Project ABCD-WO0999-XYZ Integration-Req-RDD.xls

0123- Project ABCD-WO0999-XYZ Integration-GSD-LDM.doc

0123- Project ABCD-WO0999-XYZ Integration-DSD-DSD.xls

cc# -prj  -   wo# - initiative name  - del – resp –components   

0123-Project ABCD-WO0999-XYZ Integration-GSD-Resp-Work Plan

Letter Submission:

Re: (project) – (artifact type) – (initiative) – (artifact)

Ref: (tracking #) – (fiscal year) – (contract #)

Example:

Re:  Project ABCD – Work Product – XYZ Integration – Requirements
Ref:  0123 – FY09-10 – Contract #0123456789 
Email Subject Line:

Deliverable:


eSubmission: (tracking #) (project) –Del– (work order #) – (initiative) – (deliverable)


eSubmission: 0123 Project ABCD-Del-WO0999 – XYZ Integration – Development Report

Work Order:

eSubmission: (project) – WO – (work order) – (initiative) – (w.o. phases) – (tracking #)


eSubmission: Project ABCD – WO – WO0999 – XYZ Integration – DSD-Depl – 0123

Email first line: 
Deliverable/Work Product:
The attached letter serves as the formal submission of 0123-Project ABCD-WP-WO0999-XYZ Integration-General System Design. 

Response:

The attached letter serves as the formal submission of 0123-Project ABCD-WP-WO0999-XYZ Integration-General System Design -Response. 

Work Order:

The attached letter serves as the formal submission of 0123-Project ABCD-WO-WO0999-XYZ Integratio-Req-GSD. 

Revision and Response:

The attached letter serves as the formal submission of 0123-Project ABCD-WO-WO0999R1-XYZ Integration-Req-GSD-Response. 
Appendix D – Review Acceptance Criteria

Reviewers examine the artifact for acceptance criteria such as the following partial list:
· Is there sufficient funding available for this?

· Is this within scope?

· Is it what was agreed upon?

· Is it feasible?

· Is it accurate?

· Does the solution fit in with DHS’s technical architectural requirements?

· Does it meet BIS standards?

· Is the verbiage used appropriate and understandable?

· Does the solution meet the federally mandated policy?

· Is there undesirable impact on BIS staff or resources?
· Is there adequate validation on required fields?

· Is the artifact complete?

· Is there sufficient time allotted between the general system design and the detailed system design phases?
Refresh Schedule

All guidelines and referenced documentation identified in this standard will be subject to review and possible revision annually or upon request by the DHS Information Technology Standards Team.
Guideline Revision Log
	Change Date
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	11/07/2005
	1.0
	Initial creation.
	PMO-DCSS

	01/05/2007
	1.0
	Reviewed content – No change necessary
	PMO-DCSS

	06/15/2007
	1.1
	Format Change
	PMO-DCSS

	11/04/2009
	2.0
	Rewrote to reflect current process
	PMO-DEPPM

	01/27/2010
	2.1
	Added section on using DocuShare as the repository for managing deliverables
	PMO-DEPPM

	04/30/2015
	2.2
	Changed DPW to DHS
	BIS/DEPPM

	03/10/2016
	2.2
	Annual Review
	BIS/DEPPM
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PROCESS FOR SUBMITTING DELIVERABLES TO DHS FOR REVIEW    (Deliverables / Work Products)


Start


Service Provider


Prepare 
Deliverable for 
Review Distribution


DHS PMO


Send Compiled Responses / Comments to PM


Project Manager (PM)


Deliverable Review Team


Submits to Designated Email Addr*


Contract Manager


Yes


Log Activity**


Approval
Letter


Generates
Deliverable 


Comments
Provided for Conditions for
Acceptance


Contract Penalties
May Apply*


Send Signed Disposition to PMO


Notification of Review Extension


More than
(10) Bus Days Needed For
 Review?*


Approved


Prepare Notification of Review Extension


Resubmitted
2 or More
times?*


Resubmit Within
(7) Bus Days*


Approved?


Conditional, or
Rejected


End


Send Artifact
For
Review


Review Artifact
***


  *Refer to Contract Provisions – Contract Provisions Take Precedence
**Activity is Logged Throughout the Process


Prepare
Responses


Yes


No


Collect All
Responses /
Compile All Comments


PM Reviews Compiled Responses / Comments – Recommends Disposition


Receive Signed Disposition


No


***PM is a Member of the Review Team


Reviews & Provides Final Disposition


Creates Disposition Letter


Yes


No



