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Create Your Own Job Aid

Capture ideas for follow-up. Use a bright sheet of paper to jot
down key information.

A 4 T

| will use this: Look this up later: My reference list:

Tools and information Concepts | want to References | want to
| can use right away. explore later on my own. keep for future use.




What Will Be Covered Today
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* This training covers
— PALs role in IT Project Delivery
— Role of “Critical Partners” and “Core Team” in PAL
— Stage 3 Preliminary Assessment
— Stage 3 Solution Development (Part A & B)

* This training will not address
— General Business Analysis Techniques
— Procurement Training
— Analysis of your specific project situation
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Additional Training

\\/_////

* Business Analysis

— BABOK-based training programs

* Procurement

— Department of General Services, California Procurement &
Contracting Academy (Cal-PCA)
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* This training covers
— PAL's role in IT Project Delivery
— Role of “Critical Partners” and “Core Team” in PAL
— Stage 3 Preliminary Assessment
— Stage 3 Solution Development (Part A & B)

* This training will not address
— General Business Analysis Techniques
— Procurement Training
— Analysis of your specific project situation
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Top Issues Departments Face

R —

 Contract management and vendor negotiations

(J Data conversion and migration

J Governance and sponsorship
 Interface planning and implementation
1 Organizational change management

J Quality assurance and quality control
(J Release management

d Requirements definition and management
 Risks and issues

 Schedule

 Testing

 Architecture planning
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CA Statewide IT Project Delivery
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Stage 1 — Business Analysis (Project Concept)
— Approval delegated to AlOs (TL 16-08)
— 30 Day target for CDT approval

Stage 2 — Alternatives Analysis (Project Alternatives)

Stage 3 — Solution Development (Procurement Planning)

Stage 4 — Project Readiness & Approval (Project Readiness)
— Recently released (TL 16-07)

/’/



Project Approval Lifecycle R

Stage 1 Stage 2 Stage 3 Stage 4
Business Analysis Alternatives Analysis Solution Project Readiness
Assess Existing Development and Approval
Identify Problem/ Business Processes Part A Solicitation
Opportunity . Release
Market P " &
Research mﬁ%ﬁfgen
_ _ Select Vendor
Mid-level Solution Detailed Solution
Establish Business Requirements Requirements " Contract t
Case/Need Identify Solution lanagemen
Alternatives Statﬁuewrg(raknt of Readiness

Baseline Project
COTS/MOTS
A Part B

Custom Solicitation Package

Ensure Strategic
Schedule

Alignment Existing Evaluation
Methodology ) _
Recommend Project Readiness
Solution Cost/Payment _ )
Assess Model Risk Reqgister
Organizational FProcurement and
Readiness Staffing Strategy State Staffing DOF/

Project Timeline Allocation Legislative Approval

Award Contract
and
Start Project

Department of Technology Oversight and State Entity Collaboration




PAL is Flexible

The Project Approval Lifecycle is flexible.
 The business complexity score and the
subsequent technical complexity score will
impact what you submit to CDT.
 Conditional approval at a stage gate allows the
department to move forward with future

planning activities with remediation of specified
risks occurring later.

////



PAL Policies and Forms

* PAL guidelines and forms are located in the
Statewide Information Management Manual (SIMM):

— SIMM 19 Project Approval Lifecycle

** Find a PAL Training Library here with the slide deck from

today’s presentation, along with PAL samples, examples, and
other resources.

http://www.cio.ca.gov/Government/IT Policy/SIMM 19/SIMM19.html

//%



https://cdt.ca.gov/policy/simm/
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* This training covers
— PALs role in IT Project Delivery
— Role of “Critical Partners” and “Core Team” in PAL
— Stage 3 Preliminary Assessment
— Stage 3 Solution Development (Part A & B)

* This training will not address
— General Business Analysis Techniques
— Procurement Training
— Analysis of your specific project situation
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Stakeholder Involvement is Key

An important part of the PAL process is ensuring
that all the right stakeholders are involved in the
planning of your project.

/ project approval lifecycle
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CDT Critical Partners

California Department of

Technology (CDT) will involve Department Ag%EEagﬁEt&
Critical Partners from across of Finance

the organization as well as S
other state control agencies oot el
(DOF and DGS) in the review & DGS
of PAL documents. Office of Digital

Information Innovation

Security Office

Statewide
Data Center
(OTech)

CDT Ciritical Partners
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Project Procurements’?

Reportable IT Project

Non-Reportable IT

When to Partner with DGS vs CDT for

Subject to Agency/state
entity Procurement
Authority

The decision about whether
to partner with DGS or
CDT'’s Statewide Technology
Procurement area depends
upon two factors:

— Reportability

Subject to California

Department of Technology
Procurement Authority

Subjectto Agency/state

entity Procurement
Authority

Project

— Procurement cost
compared to purchasing
authority

Subject to Department of
General Services
Procurement Authority

Below DGS/PD
Purchasing Authority
Dollar Threshold

Above DGS/PD

Purchasing Authority

Dollar Threshold
///




Your PAL Development Team

 ————

aeseREE

The PAL Development Team
should include the necessary Budget
resources to address all aspects Office
of project planning.

Program

* May also involve Legal, as needed

Enterprise
Architecture

Information
Security

Admin &
Procurement

Project
Management

IT System
Support

Department’s
PAL Development Team

_—
e e




Core Team Concept

The Core Team is a sub-team

of the PAL Development Budget Program

Team that will drive the Otfice

gathering and reporting of

PAL information and analysis. D oo
g Team

* May also involve Legal, as needed Information 2 Project

Security Management

IT System
Support

Department’s
PAL Development Team

—
e e




Essential Practices

It is important to have the right level of
engagement from the team members.
This means making time and giving
commitment. Not having active
engagement is a project risk. Plan for these
resources to continue to be involved as
needed as the project transitions from
planning to executing.

If you don’t have the PAL Development
Team members represented, then that
may suggest a potential risk to your
project. PAL is intended to uncover
potential deficiencies in the project
staffing and SME involvement and work
with you to mitigate those potential
risks.




PAL Development Team

Program
 Also known as “the business”— is the driver of the business need.

* Responsible for ensuring that business process needs are met.
* Develops a program-appropriate strategy for stakeholder
involvement.
Admin & Procurement
» Keeps track of time and resources.
* Will be leveraged for understanding department resources.

* Leads or assists with the development of solicitations for IT goods
and/or services, and managing support contracts.

Which Core Team }
members are involved?*




PAL Development Team

Project Management
* An office specializing in running projects and monitoring the
department’s IT portfolio.
IT System Support
* The Data custodian organization for the existing or proposed
solution.
Information Security

e Oversees and validates the security and privacy handling of
information by the state entity.

* Ensures security controls are suitable for the information
classification.

Which Core Team
members are involved?*




PAL Development Team

Enterprise Architecture

* Ensures alignment of business requirements to the proposed
solution development and alignment of solution development to
the architecture and vision of the Enterprise.

Budget Office
* Provides financial information regarding the existing operations
* Leads the development of the Financial Analysis Worksheets.

*If Legal is also involved, they provide consultation and review of
solicitations and contracts.

udge
members are involved?*




PAL Stage 3 Process
\. _ _ //
e //

* Stage 2 Collaborative Review & Stage

3 KICk'Oﬂ: Meetlng PAL Collaborative
. Review is intended
e Continued Proposal Development S

stage and prepare
for the next steps

— Guided associated with

Activities

the next stage.

— Self-directed

* Collaborative Review will be repeated
for Parts A & B

— Using Scorecard Tools

//




“Gate” Between Part A and Part B

Stage 3
Solution
Development

Part A

Procurement
Profile

Detailed Solution
Requirements

Statement of
Work

Part B

Solicitation Package

Evaluation
Methodology

Cost/Payment
Model

State Staffing
Allocation

e

— Stage 3 Part A
includes a “required
approval” checkpoint
using the Stage 3

—  Scorecard.
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Collaborative Review Objectives

* Approve proposals with mature and traceable
requirements, articulated SOW, and a comprehensive
procurement evaluation methodology

* Confirm that the solution best meets the business goals
and objectives stated in the Stage 1 Business Analysis

* Provide guidance on key activities needed to conduct the
procurement

e Share knowledge gained through lessons learned from
similar initiatives
« Communicate any conditions, if approved

///
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* This training covers
— PALs role in IT Project Delivery
— Role of “Critical Partners” and “Core Team” in PAL
— Stage 3 Preliminary Assessment
— Stage 3 Solution Development (Part A & B)

* This training will not address
— General Business Analysis Techniques
— Procurement Training
— Analysis of your specific project situation
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Preliminary Assessment

The purpose of the Project Approval Lifecycle

Stage 3 Preliminary Assessment is to:

 Recognize and mitigate project risks early
* Introduce flexibility in PAL Stage 3 reporting

////



3.1 General Information

Agency or State Entity Name:
Organization Code:
Proposal Name:

Department of Technology Project Number: 0000-000

3.2 Preliminary Submittal Information

Contact Information:
Contact First Name: Contact Last Name:
Contact Email: Contact Phone Number:

o Instructions for the Stage 3 Preliminary Assessment are located
% in SIMM Section 19B.1- Preparation Instructions. This is within the Stage 2

instructions, so perhaps not where you would expect to find them!



3.3 Preliminary Assessment

\/—/,//

Intent: Assess the agency’s readiness to continue solution
planning and develop a solicitation (if needed) in order to deliver
the project. This includes an assessment of the agency’s—

Solicitation knowledge, experience, and expectations
Project resourcing strategy and governance

Security and privacy considerations

Requirements development strategy

Outcome: Confirm readiness to continue solution planning and
develop a solicitation (if needed) in order to deliver the project.

///




3.3 Preliminary Assessment

3.3 Stage 3 Preliminary Assessment
3.3.1 Solicitation Readiness

Yes No N/A

1. Doesthe project team have experience procuring the type of solution recommended for this

[] [] ]
proposal?

2. The Agency/state entity’s Procurement Official has reviewed the procurement and understands

their role, responsibility, and authority to guide the procurement activities, as defined in the California

Department of Technology Statewide Technology Procurement Division’s (STPD) Memorandum of [ [ [
Understanding (MOU).

3. Doesthe Agency/state entity anticipate the primary solicitation will require modification or

supplementation to the State’s General Provisions — Information Technology (IT General Provisions) ] ] ]
(Form GSPD 401IT)?

4.  Does the Agency/state entity plan to include any Agency/state entity specific provisions in the

salicitation? Lo ]
r * - g

Each agency/state entity’s Procurement and Contracting Officer (PCO) and Purchasing Authority

Contact (PAC) can be looked up by viewing their purchasing authority at the following link and clicking
on “Departments with Approved Purchasing Authority”:

http://www.dgs.ca.gov/pd/Programs/Delegated.aspx

28


https://www.dgs.ca.gov/PD/About/Page-Content/PD-Branch-Intro-Accordion-List/Policy-Training-and-Customer-Service/Purchasing-Authority-Unit?search=purchasing%20authority

_3.3 Preliminary Assessment

—

3.3.4 Governance Yes
1. Hasthe Agency/state entity’s governance structure been structured to capture input from all project 0
stakeholders and external partners [contractors, system integrators, etc )?

2. Has the Agency/state entity identified how the governance structure will be used in the development of Stage 3

solution requirements? O

3.3.5 Security

1. Hasthe Agency/state entity’s 150 reviewed all security and privacy related mid-level solution requirements
. developed during Stage 2 Alternatives Analysis?

il et o 0 o e B ol e

At this point in the PAL, the Privacy Impact Assessment should reach maturity — meaning it

.\_ should be complete and become a change control item for the project.

29



Essential Practices

Leverage your Core Team. Make
sure you have the right folks
involved in solution planning and
solicitation development as part of
your Core Team. If you don’t have
certain recommended resources,
then ask for help.

Know your internal procurement
governance processes. Familiarize
yourself with internal department
procurement procedures, process,
and purchasing authority. By making
sure you understand your
organization’s internal procurement
governance processes you will be
better able to complete Stage 3
activities expeditiously.




Stage 3 Scalability Table

m—

|
g
|

S38D Part A Sections

3.4 General Information

3.5 Part A Submittal Information

3.6 Procurement Profile

3.6.1 Solicitation Identifier

3.6.2 Solicitation Method

3.6.3 Procurement Scope Statement

3.6.4 Solicitation Contact

3.6.5 Anticipated Length of Contract

3.6.6 Anticipated Solicitation Key Action Dates

3.7 Stage 3 Solution Requirements

3.7.1 Stage 3 Solution Requirements Template

3.7.2 Stage 3 Requirements Count

3.7.3 Stage 2 Mid-Level Solution Requirement Changes

3.7.4 To-Be Business Process Workflow

3.8 Statement of Work (SOW)

3.8.1 Completed SOW Sections

O] PP ol P OOEE

3.8.2 SOW Security Attributes

3.9 Proposed Procurement Planning and Development Dates

O O PLPLP| LPLLOLLL OOi

3.10 Procurement Risk Assessments and Dependencies

3.11 Procurement Administrative Compliance Checklist

3.12 Solicitation Readiness

S3SD Part B Sections

3.13 General Information

3.14 Part B Submittal Information

oo

o

3.15 Salicitation Package and Evaluation Readiness

3.16 Public Contract Code (PCC) 6611 Readiness

3.17 Protest Processes

3.18 Project Management Planning

3.19 Staffing Allocation

o

3.20 Final Solicitation Package Submission

CLOLLCLOOC COOLOO PLOLPR| LRLOLLL OOE

OO0

Scalability determined by
total cost of primary
solicitation in relation to
DGS Delegated Purchasing
Authority.

Sections indicated by a
circle must be submitted
to CDT for review and
approval.

Remaining sections
delegated to Agency/state
entity Director for review
and approval.

31
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* This training covers
— PALs role in IT Project Delivery
— Role of “Critical Partners” and “Core Team” in PAL
— Stage 3 Preliminary Assessment
— Stage 3 Solution Development (Part A & B)

* This training will not address
— General Business Analysis Techniques
— Procurement Training
— Analysis of your specific project situation
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3.4 General & 3.5 Part A Submittal

Intent: Identify any changes to the agency contact information
and project plans since the Stage 2 submission.

Outcome: Submission information is accurate and up-to-date.

////



3.4 General & 3.5 Part A Submittal

3.4 General Information

w:n State Entity Haie: |- : || : ' ' . o |

Department of Tew., 2y Project Numiber: 0000-00u X

3.5 Part A Submittal Information

T o J PP PP

Fart A Sections Updated (For Updated Submissions only, check all that apply)

O 3.4 General Information 0 3.7.2 5tage 3 Reguiremsents Count
O 3.5 Part & Submittal Information 0 3.7.3 5tage 2 Mid-Level solution Reguirement Changes
O 3.6 Procurement Profile 0 3.7.4 To-B2 Business Process Workflow
O 3.6.1 solicitation |dentifier 0 3.8 statement of Work |S0W)
0O 3.6.2 Solicitation Methad O 3.8.1 Completed 50W Sections
O 3.6.3 Procurement Scope Statement [ 3.5.2 50 Security Attributes
O 3.6.4 Solicitation Contact 0O 3.9 Proposed Procurement Planning and Development Dates
O 3.6.5 Anticipated Length of Contract O 3.10 Procurement Risk Assessments and Dependencies
0 3.6.6 Anticipated Solicitation Key Action Dates [0 3.11 Procurement Administrative Compliance Checklist
0 3.7 stage 3 Solution Reguirements 0 3.12 soficitation Readiness

00 3.7.1 5tage 3 Solution Requirsments Template




3.6 Procurement Profile

R —

Intent: Identify the scope of any procurement activities
associated with the project, including the number of planned
and/or in-progress primary and ancillary solicitations.

Outcome: Gives a clear picture of the planned procurements
including cost, length, scope, key action dates, and method of
solicitation.

////



3.6 Procurement Profile

See the instructions for how to add

3.6 Procurement Profile additional procurements in section
3.6.1 Solicitation Identifier 3.6.1

O Primary [ Ancillary [ Mo Procurement

Department of General Services [DGS) Delegated Purchasing Authority: J over O Under

Solicitation Title:

3.6.2 Solicitation Method

Solicitation Method Select... If “Other,” specify:

Anticipated Amount |

Conducted By Select... If “Other,” specify: If there is not a procurement, you

Development Status select... must give a justification for why not
Solicitation Number in section 3.6.3 and then move on
3.6.3 Procurement Scope Statement to complete section 3.7.

3.6.4 Solicitation Contact
Contact First Name: Contact Last Name:

Primary Solicitation: The acquisition that will procure and obtain the main IT Goods
and/or Services for an IT project solution. An IT Project may only have one Primary
Solicitation, but may be supported by many Ancillary Solicitations.

Ancillary Solicitation: An acquisition that may be necessary to achieve and/or
support the primary procurement activities and objectives of an IT project.
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A department is in need of a licensing system for an
additional licensing function they are now legislatively

responsible for. Decision is made that no procurement is
needed. Why not?

2. For Section 3.6.1, if “No Procurement” is selected, an explanation is provided in Section 3.6.3 Meets Requirements
Procurement Scope Statement of why a procurement is not needed (e.g., Non-competively
Bid Contract, Interagency Agreement, or in-house staff used).

~

Deficiencies :

* Department already has an existing system that performs
existing licensing functions.

* In house staff are able to configure the system to meet the
new licensing functional needs.

///




Essential Practices

Utilize Your Market Research results. PAL
Stage 2, Market Research, will assist you
in knowing what goods and/or services
are needed as well as the procurement
methods available to obtain them.

State Contracting Manual, Volume 3
discusses the procurement methods available
to you as well as restrictions of use.
Discussing this with your procurement team
member will assist in developing timelines for
the procurements and project.




Review Criteria: Section 3.6 Procurement Profile

* Have the primary solicitation components been
identified such as method of solicitation, length of
contract, and anticipated S amount?

* Are key action dates identified and are the activities
and timeframes reasonable for the size and scope of
this procurement?

* If no procurement is anticipated, has a reasonable
explanation been provided?

///




3.7 Solution Requirements

\\/—/,//

Intent: To further refine and expand mid-level solution
requirements to well-defined, detailed solution requirements
that are traceable to the Stage 2 Mid-level solution requirements
and Stage 1 Business Objectives. Develop To-Be process
workflows.

Outcome: Well defined solution requirements allow clear and
explicit communication of stakeholder needs and ensure the
proposed solution or system functions as required.

////ﬁ'



Business Requirements Through Stage

S1BA:
“Business need and
opportunity
statement”
Business Case has the
high level scope and
business objectives
needed to accomplish

the goals of the

project.

A

S2AA:
“What the solution

should do”
Mid-Level Requirements
add detail to business
objectives by defining
functional, non-
functional, and
transitional
requirements.

/—\

S3SD:

~

“How the solution will

work”

Detailed solution

requirements based

on the chosen

approach that ensures

the solution meets

P

stakeholder needs./

71



3.7 Solution Requirements

3.7 Stage 3 Solution Requirements

3.7.1 Stage 3 Solution Requirements Template
Attachment: (File Attachment)

3.7.2 S5tage 3 Requirements Count : :
See the instructions

Total Detailed Functional Q0000 '
Requirements: for gUIdance about
Total Detailed Mon-Functional 00000 the perce ntage of

Requirements:

change calculations.

Total Detailed Project/Transition 00000
Requirements:

Detailed Requirements Grand Total: 000000

3.7.3 Stage 2 Mid-Level Solution Requirement Changes

Yes No
1. Since approval of the Stage 2 Alternatives Analysis, has the Agency/state entity developed any new solution | 0
requirements that were not represented in the mid-level solution requirements?
2. Since approval of the Stage 2 Alternatives Analysis, has the Agency/state entity modified (changed or deleted) 0 0

any mid-level solution requirements?

Percentage of
Change:
»  Enter the percentage of change in the space provided %

o  Describe below the nature and scope of the changels), impact(s) to the recommended solution, and how
repkirements align with.the business obisctives established.in the Stage 1 Business Analysis:

If guestion 1 or 2 above is “Yes":




Example: Evolution of Detailed

quirements

\

Stage 2 Mid-
Level Solution
Requirement

Stage 1 Business
Objective

Reduce average

customer wait time by _| Solution will provide
40% within the first business analytics
year of modernizing functionality.

the department’s call
center technologies.

Stage 3 Solution Requirements

h 4

The Solution shall capture, store, maintain, and
retrieve customer call history from a central data
store.

The Solution shall provide a visual dashboard

> indicating the status of defined key performance

indicators. Key performance indicators are defined in
the Glossary.

h 4

The solution shall provide trend analysis reports of
inbound calls during configurable time frames.

h 4

See tools available at SIMM 170 A & B,

including Requirements Guidelines Set, as well
as a number of other resources.

The solution shall store and reuse data analytic
specifications.

m—
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Example: Detailed Security Requirements

Wealk

Strong

The Contractor shall implement technical
safeqguards that reasonably and
appropnately protect the confidentiality
of personal data, including electronic
personal data that it creates, receives,
maintains, uses, or transmits on behalf
of [Department].

All workstations and laptops that process and/lor
store personal data on behalf of [Department] must
be encrypted using a Federal Information
Processing Standards (FIPS) 140-2 certified
algoenthm which is 128bit or higher, such as
Advanced Encryption Standard (AES). The
encryption solution must be full disk unless
approved by the [Department] Information Security
Office.

Remote access connections shall be
properly secured.

All remote access shall require two-factor
authentication. Two-factor authentication is
something you know (e.g., password); and
something you have (e.g., token or smart card) or
something you are (e.q., fingerprint or other
biometnc).

The system shall not require use of
unsecure protocols.

35H and Telnet shall not be used for access to or
by the system.

The contractor shall maintain secunty
logs.

The contractor shall maintain application, firewall,
router, switch, and IDS/IFS logs for a penod not
less than 6-months. Log files shall capture all data
necessary to allow a virtual reconstruction of the
end-to-end network session and auditability of end-
user transactions.

Note: Highlighted text is subject to interpretation and potential disputes, thus
not desirable for requirements or contracts.

P i

m—

44



Example: To-Be Process Workflows #1

1A | L}
Complaingt and RTS Communication Inwvestgaton
Canter Recwives —
nguiry from Pubi

Y. Y
o ., To-Be workflows feature:
- Cartor Provatie No > Cate Closed J
P Representative Viclation ' ' .
g K 10 . Action boxes that shows
I points where the process
= begins or end
;' - Subentted to Legal . .« .
— T gty Reflects each individual step
ohirview in the process
— Clearly indicates a decision

v : :
! i s ) point, usually with a yes/no
; s : Depicts the sequence of the
(Comptaot Rejecred J—no- Compiom i’ a3 activities performed in a
11 \
'::‘:"‘-.’:":": } Saccotiul )~j Cae Closed ) p rOC eSS
v S Includes a legend to help
l(pulll-\\:lmv'mm ((-mph‘:n! filed ""."':."'"' prOVide Clarity
Opportunty Lomplaind Fled served to
Cormmesion (If Applicable) Revpondent { 1 ]
\ Ol Actson /




Example: To-Be Process Workflows #2

CalATERS GLOBAL

USERS / EXTERNAL ENTITIES




Essential Practices

Developing Requirements is a Special
Skill. Developing requirements is not
something that everyone knows how
to do. Try to avoid entrusting this
responsibility to someone who is
inexperienced. If you do so anyway, be
sure to use your Core Team to bolster
the development and vetting process.

There are 4 Main Types of Requirements
that the project should identify and
mature.

* Functional - The business objectives,
needs, and outcomes required by all
stakeholders

* Non-Functional - Criteria to evaluate
the operation of an enabling solution

* Project/Transition - Capabilities that
the solution must have in order to
facilitate the transition from the
current state of the enterprise to a
desired future state

* Mandatory Optional - Functionality/
solutions that the Agency/state entity
has the option to execute




Essential Practices

Leverage the Guidelines. Requirements
become contract terms in Stage 4. It is
crucial that whomever, whether state staff or
contractor, is writing requirements for the
Project adhere to SIMM 170 Requirements
Guidelines Set.

Organize Requirement Groups by
Category. Classifying solution
requirements into Stage 2 and
Stage 3 requirements categories
will increase requirement

manageability and ownership, as
well as simplify requirement
traceability. This is because
organizing requirement groups by
category provides a structure (a
taxonomy) to the mid-level
solution requirements.




Review Criteria: Section 3.7 Solution

_Requirements //
e //

* Are the requirements traceable to the project
objectives?

* Are the solution requirements clear, correct, complete,
concise, and verifiable?

////



3.8 Statement of Work (SOW)

\\/—/,//

Intent: Capture and define work activities, deliverables,
contractual obligations, and timelines that the state and/or
contractor must execute in performance of specified work for
the state. This constitutes the Statement of Work (SOW) for the
solution.

Outcome: A clear, explicit, and complete SOW that will be used
in the solicitation package and to manage the resulting contract.

//%



3.8 Statement of Work (SOW)

3.8 Statement of Work (SOW)

Only attach the Statement of
Work of the Primary
Solicitation.

Attachment: (File Attachment)

Insert Attachment

3.8.1 Completed SOW Sections
Completed SOW Section: Select...

Insert Completed SOW Section

Completed SOW Section: 14. Deliverable Acceptance/Rejection Process The SOW should be based upon
SOW Component Detail: Details related to the procurement deliverable acceptancerejec project characteristics and

(See SIMM Section 180 SOW project outcomes. This is the
SlialE s basis for which sections you
b complete and the level of detail
Responsible: Select... included in those sections.
Performance Deliverable: O

Requirement Number(s):

Methodology/Approach: Select... If “Other,” specify:
Solicitation Number:

(If applicable)

o o " el = Sinpe rgh’




Some SOW Sections Require More

These sections of the SOW typically require more detail.

SOW Component Detail
(See SIMM Section 180 STPD SOW Guidelines for specific
SOW Section information)
Details related to the procurement deliverable
acceptance/rejection process
and Ownership Data handling and ownership details

14. Deliverable Acceptance/Rejection Process

Details related to security and privacy controls and plan(s)

Details related to the National Institute of Standards and
Technology (NIST) 800-53 controls
System Security Plan (S5P) details

18. Disaster Recovery Disaster recovery (including business continuity/technology
recovery) details

20. Hardware and Software Needs System hardware/software needad; price/quantity; physical
and performance requirements; etc.

23. System Installation Solution installation details

24. System Implementation or Integration Solution implementation details

Solution integration details

26. System Testing and Acceptance Procedures Details related to solution/testing and acceptance procedures

27. Transition of Operation to New Contractor or to State | Details related to the transition of operations to new
contractor or state

28. Knowledge Transfer and/or Training Knowledge transfer and/or training details

29. Maintenance and Operations (M&0) Maintenance and operations details

32. Warranty Warranty details S
33. Service Level Agreements (SLAs) Service Level Agreement (SLA) details 5)

e — -



Other if “Other.” specify: The mathodology
Methodology/Approach: shall be dictated by both policy (SAM Section 5300) and the 5tate Contracting Manual [SCM).

Details related to the National Institute of Standards and Technology (NIST) 800-53 controls.

Reach out to your Statewide

Technology Procurement contact to
help provide samples of SOWs that
you can use for reference.




Example SOW Security Attributes

///,,

. Does the SOW include provisions for creating the System Security Plan (S5P)? O 1

1. Does the SOW provide details on the information security and privacy
controls that are required (based on the NIST 800-53 controls)?

Include the NIST controls that were selected based on the determined impacted
level as described in FIPS 199. For NIST controls not applicable to this project;
describe the reason (e.g., the control is a common control and is managed at the
enterprise level; alternative compensating controls have been determined to be
acceptable based on the enterprise risk acceptance process). Your answer to
this question must be supported by project documentation.

///




Example SOW Security Attributes

3.8.2 SOW Security Attributes Yes No
are required (based on O [l

1. Does the SOW provide details on the inforg
= e ontrols)e

.

L1 [

2. Does the SOW define how the information security and privacy controls will
be procured and implemented?

Are the NIST controls common to the enterprise or will they need to be
implemented specific to this project? Will the needed controls be purchased or
developed by the contractor? Will the commercially purchased controls’
effectiveness be certified by a trusted third party (Common Criteria, FIPS 140-2,
FedRAMP, etc)? Your answer to this question must be supported by project

documentation.
//




Example SOW Security Attributes

///,,

3.8.2 SOW Security Attributes Yes No

1. Does the SOW provide details on the information security and privacy controls that are required (based on O 1
the NIST 800-53 controls)?

L]

e information security and privacy controls will be procured

L]

Does the SOW include provisions for creating the System Security Plan (S5P)?

3. Does the SOW include provisions for creating the System Security Plan
(ssP)?

Will the SSP format and contents meet or exceed the standard set by NIST
SP800-18? Your answer to this question must be supported by project
documentation.

//



Essential Practices

Always Consider Legal Participation. Legal
participation should be sought as early in

the project as possible.

Avoid Legal Disputes. A clear
and concise SOW reduces the
probability of disputes under
the contract.

Leverage Your Core Team. Be sure to
leverage all your department’s Core
Team when developing your SOW and
then partner with your critical partners
to bolster any gaps in knowledge or
experience.




Review Criteria: Section 3.8 Statement of

* Are all relevant sections in the SOW complete and
provide the appropriate level of detail, explanation,
and clarification?

* Does the SOW address security objectives?

* Are both state and vendor obligations explicitly
defined?

* Does the SOW content align to previous stage gate
artifacts?

//



3.9 Proposed Procurement Planning
vlopment Da

Intent: Identify proposed procurement planning and
development dates to allow appropriate resource planning for
the project.

Outcome: Agency/state entity develops procurement timeline
and project resource plan to support procurement activities.

////



3.9 Proposed Procurement Planning
D

vlopment Dat

3.9 Proposed Procurement Planning and Development Dates

Activity Select...
Start Date Date Picker
End Date Date Picker
Number of Business Days

Insert Activity

s Pl i ol o AT e e

//T



Example Planning & Development

ties

Planning and Development Phase - Mature Mid-level Requirements:

+ 5Stakeholder Requirement Sessions

* Refine Functional, non-Functional, Transitional, and Vendor Qualification
Requirements

* Perform Requirement Analysis (traceability, ensure, clear, concise, measurable,
qualitative quantitative, non-restrictive)

+ Attend Stakeholder Requirement Sessions

Planning and Development Phase - SOW Development:

+  Determine and development of project specific SOW components (Refer to section
381)

+ Develop Deliverables and Deliverable ltem Documents

* Ensure traceability between SOW, Deliverables and Solution Requirements

Solicitation Development Phase:

+  Conduct working/follow-up sessions with Project Teams to develop the solicitation
Document (IFB/RFF)
+ Develop approach/methodologies/criteria/scoring
= Bidder proposal (narrative) requirements and critena
= Reguirement evaluation methodology and criteria
+ 5TPD may perform solicitation section reviews and analysis, if needed

+ Ensure solicitation aligns with FSR/AAFPD and contains all of the approved components

in the SOW
Solicitation Development Phase - Solicitation Sections:

* Introduction — including current and proposed environment
* Bidding Instructions — including key action dates

+  Administrative requirements

* Bid Requirements - including bidder/Staff Qualifications, Solution requirements

e L5t Methodglgmaand Cogl\orkshicets groimetth e, ™ o petnd®™

Apply dates to these
types of
procurement
activities.

See the “Estimated
Timelines for
Agency/State Entity
Procurement
Planning”
document in SIMM
185 for guidance




Essential Practices

activities.

Incorporate Solicitation Key Action Dates
in the Pre-Solicitation for Supplier

Be Realistic in Planning Your Procurement Feedback. If sufficient time between key
Dates. Build in adequate time upfront that action dates is not provided, suppliers will
realistically accounts for all steps and the
core team’s involvement for procurement

let you know.

Consider the Participants’ Schedules and Level
of Commitment. Involving the Core Team in
planning & development of dates provides
greater certainty as to whether or not the
dates will be met.




Review Criteria: Section 3.9 Proposed Procurement
ig and Development Dates

* Do the procurement planning and development dates
align with other project activities?

e Are the activities outlined achievable?

* |s arealistic amount of time allocated to complete the
activities described?

* Are Agency/state entity resources available and
committed, and has adequate time been allocated?

///



3.10 Procurement Risk Assessments and

pendencies //

Intent: Identify procurement related risks and dependencies
early in the planning effort.

Outcome: Risks and dependencies are identified early enabling
the department to better manage the project and prepare
appropriate mitigation strategies.

//



3.10 Procurement Risk Assessments and

3.10 Procurement Risk Assessments and Dependencies

Yes No
1. Has the Agency/state entity identified procurement-related external dependencies (e.g., supplier =
viability, stakeholder/customer legal constraints, ancillary contracts, other state or federal O —
legisiation)?
If “Yes,” describe dependencies below:
2. Has the Agency/state entity completed the State Contracting Manual Volume 3, Chapter 4, Section
4.82.13 Risk Criteria Guidelines and incorporated financial protection measures for the primary O O
solicitation?
3. Does the Agency/state entity intend to maintain ownership of any source code developed for this 0 0
solution?
If “Yes,” describe below how ownership will be obtained, maintained, and upgraded:
4. Will this transaction be financed? O O

If “Yes,” attach the approved State Financial Marketplace Compliance Certfication form and
agreement below. = S
. F s o oy P
{?ﬂp RSO Y E S ot — 2r i e S B et gt off

To assess the procurement risk associated with the project, use the Risk Criteria
Guidelines in SCM 4.B2.13 and work with your Core Team to ensure all risks and

dependencies have been addressed.




Dependency Procurement Risk

Stakeholder commitment Delay in proposed planning & development
dates

No pre-solicitation process followed Suppliers are unable or unwilling to bid
Possible delay in procurement timeline

RICEF Inventory completion RICEF Inventory that documents reports,

(Reports, Interfaces, Customizations, interfaces, customizations, enhancement,

Enhancement, and Forms) and forms is incomplete which risk a delay

in the procurement timeline, as well as
greater risk for contract changes and costly
change requests later.

No Conceptual, Detailed Technical, or Draft Suppliers are unable or unwilling to bid

bid submissions within the procurement Possible delay in procurement timeline
process

Ancillary contracts required (e.g., Project Delay in proposed planning & development
Management, IV&YV, RFP writer) dates

e ”



Essential Practices

Identify All Dependencies, Including
Those External to the Project. Be sure
to describe the dependencies on the
project and any potential negative

Impacts. Be Thoughtful About Source Code.

Consider the ownership of the source
code that is developed for any state
solution.




Review Criteria: Section 3.10 Procurement Risk

Assessments and Dependencies
\. | _ //’

aeseREE

* Are any potential procurement risks identified,
impacts described, and mitigation strategies
provided?

— Internal
— External

* Have financial protection measures of the primary
solicitation been addressed?

//



3.11 Procurement Administrative Compliance

eklist /__/
e //

Intent: Reduce procurement risk by ensuring compliance with
procurement policy and procedures in securing necessary IT
goods and services for the state.

Outcome: IT goods and services are procured following all
applicable federal, state, and local government statutes,
regulations, policies, and procedures.

////



3.11 Procurement Administrative Compliance

eklist

3.11 Procurement Administrative_campliance Checklist

(Questions may not be all-inclusive) Yes Noe N/A
1. Has the Agency/state entity obtained approval from Department of General Services Procurement
Division (DGS/PD) or Statewide Technology Procurement Division (STPD) to use an alternative a a O

evaluation model other than a 50/50 cost split? If “Yes,” attach approval below.
Attachment: (File Attachment)

If “Yes"” or “No,” below provide a brief description of the evaluation criteria proposed:

2. Has the Agency/state entity received signed confidentiality statements from all project participants
(internal and external)?

3. Has the Agency/state entity received signed conflict of interest statements from all project
participants (internal and external)?

4. Has the Agency/state entity obtained an exemption from the Disabled Veteran Business Enterprise
(DVBE) participation requirements and/or the DVBE participation incentive through an approved o O —
DVBE Waiver? If “Yes,” attach the waiver below:

Attachment: (File Attachment)

If “No,” provide a brief explanation below:

5. Does the Agency/state entity’s solution requirements ensure compliance with the Information

Technology Accessibility Policy (SAM Section 4833)? B -

6. Has the Agency/state entity completed and received approval of the SIMM Section 71 Certification = O 0
of Compliance with IT Policies? If "Yes,” attach the approved certification below.
Attachment: (File Attachment)

7. Has the Agency/state entity completed and received approval of a personal services contracts - - -

justification (Government Code Section 19130)7 If “Yes,” attach the approved justification below. _
o Aftashmend. (Eilsedttachment) it et 2" i . s ot




Essential Practices

Ask for Help with Small Business and DVBE
Requirements. Small Business and Disabled
Veteran Business Enterprise (SB/DVBE)
participation requirements can be confusing. See
your department’s SB/DVBE advocate.




Review Criteria: Section 3.11 Procurement

nistrative Compliance Checklist
: _//

* Have necessary procurement steps been executed?

 Have applicable procurement administrative
documents been submitted?




3.12 Solicitation Readiness

\\/—/,//

Intent: Determine solicitation readiness and gauge the agency/state
entity’s progress towards completing the solicitation template.

Outcome: The project has documented the status of the Bidder’s
Library, evaluation methodology, selection criteria, cost worksheet, as
well as bidder and key staff qualifications and references.

Once approval of Stage 3
Part A is received, the
project is able to move
forward to Stage 3 Part B.

///




3.12 Solicitation Readiness

3.12 Solicitation Readiness

Yes
1. Has the Agency/state entity started development of a Bidder's Library? O
2. What evaluation methodology was selected for the primary solicitation?
Explain the rationale for selection below:
3. Has the Agency/state entity started development of the evaluation (and selection) criteria for the 0
primary solicitation?
4. Has the Agency/state entity started development of the cost worksheets as part of the evaluation 0
for the salicitation?
5. Has the Agency/state entity started development of the bidder and key staff qualifications as part 0
of the evaluation for the solicitation?
If “N/A," briefly explain below why bidder and key staff qualifications will not be included in the
evaluation for the sclicitation:
6. Has the Agency/state entity started development of the bidder and key staff references as part of =

the evaluation for the solicitation?

If “N/A," briefly explain below why bidder and key staff references will not be included in the
evaluation for the solicitation:

O O
Select..

O

O

o O

O O




Essential Practices

A Complete Bidder’s Library Is Essential. The Bidder’s
Library documents provide all the information bidders
need to effectively scope and price the proposed solution
and services. Examples include:

e System architecture designs

e Current or proposed system drawings

* Any maps or facility layouts

* As-is and To-be business process workflows




Review Criteria: Section 3.12 Solicitation

Readiness
o ‘\_/___}_/

e Does the submission indicate a readiness to
continue solicitation development?

* Have key activities and tasks been completed such
as the bidders library, evaluation methodology,
cost worksheets, etc.?

//



Solution Development (Part B) 3.13 General Info &

. art B Submittal Info

Intent: Identify any changes to the agency contact information
and project plans since approval of the Part A submission.

Outcome: Submission information is accurate and up-to-date.

////



3.13 General Information & 3.14 Part B

D

1]

i LT

Stage 3 Solution Development (Part B)

How to adtach File

[Embedded POF instructions describe how to attach files andfor insert repeating sections.) it

3.13 General Information

Agendy or State Entity Name:

Organization Code:
Proposal Name:

Department of Technology Project Mumber: 0000-000

3.14 Part B Submittal Information

Contact Information:

Contact First Mame: Contact Last Name:

Contact Email: Contact Phone Number:

000) DO0-DD0D

Part B Submission Date:
Date Picker
Part B Submission Type:
O New Submission U Updated Submission (Post-Approval)

O updated Submission [Pre-Approval] O withdraw Submission .--—-'_-___-_

Reason: Select...

bittal Information
—_—— _//

h*rhtﬂiw&t ru-n.-l--ﬂjf
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3.13 General Information & 3.14 Part B

Submittal Information

Part B Sections Updated (For Updated Submissions only, check all that apply)

O 3.13 General Information D) 3.17 Protest Processes

J 3.14 Part B Submittal Information ] 3.18 Project Management Planning

)  3.15 Solicitation Package and Evaluation Readiness 0 3.19 Staffing Allocation

1 3.16 Public Contract Code (PCC) 6611 Readiness ] 3.20 Final Solicitation Package Submission
Part B Summary of Changes:

Part B Project Approval Executive Transmittal
Attachment: (File Attachment)

Condition(s) from Previous Stage(s):

List conditions

from previous

Condition Category If “Other,” specify:
Condition Sub-Category if “Other,” specify;
Condition

Assessment If “Other,” specify
Agency/state Entity Response

Status If “Other,” specify
Insert Condition

U Over | 1 Under

2orwe S,
£

.....

Department of General Services (DGS) Delegated Purchasing Authority: O No Prpcurcm%
) o NS i 0N ,-..',\‘\"'-. "r{::‘-.- \_ - - ,'::“ g - .H:—

P

e o
NPT ol o ol & i

T e SR
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3.15 Part B Solicitation Package and Evaluatio

ainess
| _//

Intent: Ensure that the solicitation package contains accurate
and viable information allowing Agency/state entity to maintain
efficiency, scope control, and retain a high degree of quality
documentation.

Outcome: A thorough solicitation package leading to a
successful procurement outcome.

///



3.15 Part B Solicitation Package and Evaluatio

Readiness

3.15 Solicitation Package and Evaluation Readiness -

1. <Check all sections of the SIMM Section 195 Statewide Technology Procurement Division (STPD) Sclicitation Template
completed and reviewed for quality assurance:

Part 1: Part 2:
O 1. Introduction O Appendix A, Statement of Work
[0 2. Bidding Instructions O sSTD 213, Standard Agreement
[J 3. Administrative Requirements O Bidder Qualifications Forms
[J 4. Bid Reguirements O Bidder Reference Forms
O 5. Cost O staff Qualifications Forms
[J 6. Proposal/Bid Format and Subriszion Requirements | staff Reference Forms
O 7. Evaluation O Cost Worksheets
[ &. Informational Attachments O Bidder's Library

O Functional/Non-functional Reguirements

2. Describe the breakdown of the total evaluation score to be awarded (point/score) and how the score will be allotted, below:
Scoring and Point Distribution

Evaluation Area Maximum Possible Score

Total Points Possible:

Insert Evaluation Area

Yes Mo NfA
3. Is the Bidder's Library complete and ready for vendor access? = =
4. Doss the Agency/state entity anticipate that any confidential information will be posted in the O O

Bidder's Library?

5. Has the Agencyfitate entitwlested and validated the svaluati Aology, points, andfor | | - -.__________.———'—'_'__-
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3.15 Part B Solicitation Package and Evaluatio

Readiness
e —

N
Mo o 0

b~ A Stage 3 Solution Development (Part B)
. Department of Technology, SIMM 19C, Revision 8/8/2016

6. Has the Agency/state entity completed development of the bidder and key staff qualifications and the 0 0 O
bidder and key staff references?

If “Yes,” select the approach that will be used to validate the references submitted below:
Select...

7. Are all key stakeholders (executive sponsors, business and IT project team, and procurement team) O O
knowledgeable and committed to the evaluation methodology for the solicitation?

8. Will the Agency/state entity require the bidder to demonstrate any solution requirements? O O
If “Yes,"” attach the demonstration script below.
Attachment: (File Attachment)

9. Have changes been made to the solicitation package (e.g., solution requirements, cost worksheets,
evaluation methodology, terms, SOW) as a result of the Statewide Technology Procurement Division O O
(STPD) Pre-Solicitation process?
If “Yes,” explain changes below:

P P F,r,JW.M J—..e-u “jﬂm@w‘“ ‘6W#
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Essential Practices

Work closely with your assigned
procurement official.

They can assist you with obtaining all the
information you need in order to complete
your solicitation package for submission.

The CDT Pre-Solicitation process can be
considered a “dry run”. This process provides
the vendor community with an opportunity
to review the draft solicitation and provide
meaningful input prior to the formal release.

Ensure that all key stakeholders are
involved in evaluation methodology
development. An evaluation
methodology is the prescribed criteria
that will be applied and used to
determine the basis for bidder selection
and award. It provides for accurate
evaluation of the bidder proposal and
represents key areas of importance to
the agency/state entity.




3.15 Part B Solicitation Package and
E

auatlon Rea

* Does the solicitation package include all the
information necessary to complete the
procurement?

* |s the bidder’s library complete?

* Has the evaluation methodology been
determined?

/’/



3 16 Publlc Contract Code (PCC) 6611

Intent: To communicate to CDT whether or not the department
has received approval to utilize PCC 6611, if applicable.

Outcome: The CDT and the department both understand that
negotiation will be used so that they can both plan and resource
appropriately, if applicable.

////



3 16 Publlc Contract Code (PCC) 6611

3.16 Public Contract Code (PCC) 6611 Readiness

Yes No N/A

1. Has the Agency/state entity received approval from Department of General Services (DGS) or the
Department of Technology to utilize PCC 66117 If “Yes,"” attach a preliminary draft of the negotiation O O O

plan and the approved form (GSPD 13-003) below:
Attachment: (File Attachment)

Use DGS’s Negotiation Process Guide. Click on “Chapter 2 — Procurement

Planning”, then section 2.C5.0.

http://www.dgs.ca.gov/pd/Resources/publications/SCM3.aspx

86


https://www.dgs.ca.gov/PD/Resources/Page-Content/Procurement-Division-Resources-List-Folder/State-Contracting-Manual-Volume-2-3-FI$Cal

Essential Practices

Know who will be negotiating.
California Department of Technology
(CDT) is the only state entity with
authority to negotiate. Contact your CDT
PAL Manager to get help with

negotiations.

Know the acceptable reasons to go into

negotiations.

(1) The business need or purpose of a
procurement or contract can be further defined
as a result of a negotiation process.

(2) The business need or purpose of a
procurement or contract is known by the
department, but a negotiation process may
identify different types of solutions to fulfill this
business need or purpose.

(3) The complexity of the purpose or need
suggests a bidder’s costs to prepare and develop
a solicitation response are extremely high.

(4) The business need or purpose of a
procurement or contract is known by the
department, but negotiation is necessary to
ensure that the department is receiving the best
value or the most cost-efficient goods, services,

information technology, and telecommunications.




Review Criteria: Section 3.16 Public Contract Code

6611 Readin

 Has CDT given approval to use PCC 6611 and has a
CDT lead negotiator been assigned to work with
you?

* |sthe 6611 approval attached to the submission?
* |s the department prepared for negotiations?

//



3.17 Protest Processes

R —

Intent: Ensure that the department has addressed the need for a
protest process and has effectively planned to support the
process, if applicable.

Outcome: The department has a defined, appropriate protest
process in their solicitation that is sufficiently planned for, if
applicable.

////



3.17 Protest Processes

3.17 Protest Processes

1. Select the protest process being utilized for the primary solicitation:

[J Alternative Protest Process (APP) — if selected, attach below: [ Traditional Protest Process

J Not Applicable (N/A) — if selected, specify below:

Attachment: (File Attachment)
If the protest process is “N/A” for the solicitation, provide an gxglanation below:

90



Essential Practices

Knowing the differences between the
Alternative Protest Process (APP) and
Traditional Protest Process will assist you
in knowing which is right for your
procurement. Review PCC 12102.2(g) and
PCC 12125 et. Seq. and State Contracting
Manual (Volume 3, Chapter 7) for each
process and discuss with your assigned
procurement official.




Review Criteria: Section 3.17 Protest Processes

* Has a protest process been identified for the
solicitation, if applicable?

* Are necessary approvals from DGS and CDT
attached?




Pre-Solicitation Release Process
\_.

Agency completes
and receives
approval of Stage
3 PartA

Agency completes
and submits a
draft of Stage 3
Part B

CDT releases
pre-
solicitation

PROCESS FLOW CHART

Agency revises Stage 3
Part B to be final and
submits for approval

Agency updates Stage
3 Part A to reflect any
changes




3.18 Project Management Planning

R —

Intent: Ensure that there are documented plans to effectively
manage the project.

Outcome: CDT can gain confidence that the project has thought
through how to effectively manage the project and reduce risk.

//



3.18 Project Management Planning

3.18 Project Management Planning

Yes  No N/A
Are the following project management plans or project artifacts complete, approved by the designated
Agency/state entity authority, and available for Department of Technology review?

Project Management Plan ] | ]
If “No,” provide the status below; if “N/A,” provide an explanation below:

Change Control Management Plan 0 O O
If “Mo,” provide the status below; if “N/A,” provide an explanation below:

Configuration Management Plan O O O
If “No,” provide the status below: if "N/A," provide an explanation below:

Data Management Plan O O L]

If “No,” provi lanation below:

Maintenance & Operations (M8&0) Transition Management Plan

Some plans are
referenced for the

If “Mo,"” provide the status below; if "NfA,” provide an explanation below:

Procurement Management Plan

first time in PAL.

f “No," provide the status below; if “N/A,” provide an explanation be

Quality Managem

If “No,” provide the status below; if “N/A,” provide an explanation below:

Testing Master Plan

95




Essential Practices

Please Remember:
Align plans with the CA-PMF
Make sure project plans are appropriate for
the scope of the project and your state entity
Completion of certain plans may become
conditions of stage approval

What Responses Mean:

* “Yes”: The plan is complete and has
been internally approved

* “No”: It is understood that the plan
is needed, but it has not yet been
completed/ internally approved

* “N/A”: The plan is not needed.

**An N/A entry requires an
explanation for why the plan is not
needed in a clear and concise manner.

Talk with your
CDT PAL Manager

ing!
about planning!

=
-~



Review Criteria: 3.18 Project Management
mg //

 CDT will review project management plans based upon
the size and complexity of the project

* Explanations will be reviewed for thoughtful analysis for
plans considered “not applicable”

* Consider whether the plans are consistent with the
solicitation document

//



3.19 Staffing Allocation

\\/—/,//

Intent: Ensure that the identified roles and responsibilities that
are needed for the project have been identified, assigned to
individuals, and any gaps have been identified with a plan to
deliver the required resources.

Outcome: A thorough project staffing strategy that helps ensure
a successfully executed procurement and project.

////



3.19 Staffing Allocation

STAFF PLANNING THROUGH THE STAGES

. What Roles Are How Will M
What Functions Y
Needed To Resources
Are Needed To
Support the Implement the
Plan my
Proiect? Recommended Recommended
) Alternative? Alternative?

///



3.19 Staffing Allocation

\_—///“’//

3.19 Staffing Allocation

Project Team Role Select... If “Other,” specify:
Quantity

Level of Participation %

Classification [State Resources Only) Select... If “Other,” specify:
Source Select...

Tenure/Time Base Select

Insert Project Team Role

Talk with your PAL Manager. For example, if you have lots of

project staff to enter in 3.19, then talk to your PAL manager
about attaching it to the Stage 3 section 3.20 instead.

100



Essential Practices

Form Completion Tips:
* Speak with CDT on exceptions and
request examples.

Analysis Tips:
* Create a spreadsheet to identify
each participant, assigned role(s),
Things To Consider: level of participation, classification,

For existing staff, evaluate skill sets for and source of the po§|t|on
filling each role Make sure to align with the FAWs

If participants are part-time, strategize Refer to CA-PMF for g.uida.nce
for workload balance R?member every project is
More detail is expected regarding different!
procurement-related staffing

assignments




Review Criteria: 3.19 Staffing Allocation

e Staffing allocations will be reviewed for alignment
with project plans, FAWSs, and BCPs

e Staffing roles will be reviewed for alignment with
the Stage 2 section 2.12 Staffing Plan

* Key roles will be evaluated for reasonableness
given the size and complexity of the project
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Intent: Formal submission of Stage 3 Solution Development Part
B focuses on the development of the solicitation based on
information developed in Stage 2 and Stage 3.

Outcome: Successful submission of Stage 3 Part B includes the
applicable project management elements as well as a finalized
solicitation.

103



3.20 Final Solicitation Package

ibhmission //

3.20 Final Solicitation Package Submission

Attachment: (File Attachment)

104



\\/—/——//

A final solicitation package must contain the following:
 Completed & final STP solicitation template (including identified Key
Action Dates)

d Statement of Work

(d Detailed Solution Requirements

 Bidder Qualifications

L Staff Qualifications

 Evaluation Criteria & Methodology
 Solicitation method to be used to procure the solution

105



Essential Practices

Stakeholder involvement is crucial. Have all project Core Team
members participated in the development of the solicitation
documents, and reviewed the entire solicitation and all related
documents? Core Team involvement is crucial in assuring that all
department needs are contained in the final solicitation package.

106




Review Criteria: Section 3.20 Final Solicitation

Package Submission
\. _ //

* |s the final solicitation package complete?

107



What We Covered Today...

* This training covered

— PALUs role in IT Project Delivery

— Role of “Critical Partners” and “Core Team” in PAL
— Stage 3 Preliminary Assessment

— Stage 3 Solution Development (Part A & B)

108



Stage 3 Q&A

Questions?

Ask The Experts

///



Appendix 1

Tools & Resources

///%



Tools & Resources 1

Tool Name References Note or Links
Form Section

Project Approval Lifecycle http://www.cio.ca.gov/Government/IT Policy/SIM

forms and instructions All

(SIMM 19) M _19/SIMM19.html

IT Project Reporting Process All http://www.cio.ca.gov/pdf/SIMM/10/SIMM 10 Do

Flow (SIMM 10) cument Description and Process Flow.pdf
http://www.cio.ca.gov/Government/IT Policy/pdf/S

Gate 3 Collaborative Review All IMM19/SIMM _19Cé6-

Guidelines (SIMM 19C.6) Gate 3 Collaborative Review Guidelines.pdf

CDT Technology Letters All http://www.cio.ca.gov/Government/IT Policy/TL.ht

(Policy) ml
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https://cdt.ca.gov/policy/simm/
https://cdt.ca.gov/wp-content/uploads/2017/03/SIMM_10_Document_Description_and_Process_Flow.pdf
https://cdt.ca.gov/policy/simm-19/
https://cdt.ca.gov/policy/technology-letters/

Tools & Resources 2

Tool Name References Note or Links
Form Section

Stage 3 Solution
Development Preparation All
Instructions — SIMM 19C

http://www.cio.ca.gov/Government/IT Policy/pdf/S
IMM19/C 1 Preparation Instructions.pdf

Link to California Project Management Framework
CA-PMF Sample Library All Templates page (including DED & DAD Templates)
http://capmf.cio.ca.gov/Templates.html

Understanding Agile All WWW.projectresources.cio.ca.gov

Gate 3 Evaluation
Scorecard, Parts A (SIMM All
19C.7) and B (SIMM 19C.8)

http://www.cio.ca.gov/Government/IT_Policy/SIM
M_19/SIMM19.html
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https://cdt.ca.gov/policy/technology-letters/
https://cdt.ca.gov/policy/simm-19/

Tools & Resources 3

Tool Name References Note or Links
Form Section

http://www.dgs.ca.gov/pd/Programs/Delegated.asp

PCO and PAC Look-Up

. . X
QCZTISCSIblii{\:;?:"'gﬁthorit 33 Click on “Departments with Approved Purchasing
gency p g v Authority”
For the definition of https://www.documents.dgs.ca.gov/sam/SamPrint/
Ancillary Solicitation vs 3.6 new/sam_master/sam master File/chap4800/4819
Primary Solicitation .2.pdf

http://asqg.org/learn-about-quality/process-analysis-
tools/overview/flowchart.html

Training on how to develop

. 3.7
Process Diagrams http://creately.com/blog/diagrams/flowchart-guide-
flowchart-tutorial/
Business Process Modeling 3.7 http://www.cio.ca.gov/opd/itla/itla-21.html

Guides

113


https://www.dgs.ca.gov/PD/About/Page-Content/PD-Branch-Intro-Accordion-List/Policy-Training-and-Customer-Service/Purchasing-Authority-Unit?search=purchasing%20authority
https://asq.org/quality-resources/flowchart
https://creately.com/blog/diagrams/flowchart-guide-flowchart-tutorial/

Tools & Resources 4

Tool Name

Use Case Template
Instructions

SIMM 170 A&B — Example
of Evolution of Detailed
Requirements

SIMM 185 —Estimated
Timelines for Agency and
State Entity Procurement
Planning

References
Form Section

3.7

3.7

3.9

Note or Links

https://projectresources.cdt.ca.gov/sdlc/

https://cdt.ca.gov/policy/simm/

Scroll down to bottom of page until you locate
SIMM 190

https://cdt.ca.gov/policy/simm/

Scroll down to bottom of page until you locate
SIMM 185
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https://cdt.ca.gov/policy/simm/
https://cdt.ca.gov/policy/simm/

Tools & Resources 5

Tool Name References
Form Section

Risk Criteria Guidelines in

SCM 4.B2.13 3.10
SIMM .180—SOW 316
Guidelines

Negotiation Process Guide 3.16

Note or Links

http://www.dgs.ca.gov/pd/Resources/publications/S
CM3.aspx
Click on “Chapter 4 — Competitive Solicitations”.
Then find 4.B2.13 and click on the link to the Guide
there

https://cdt.ca.gov/policy/simm/

http://www.dgs.ca.gov/pd/Resources/publications/
SCM3.aspx

Click on “Chapter 2 — Procurement Planning”. Then

find 2.C5.0 and click on the link to the Guide there.



https://www.dgs.ca.gov/PD/Resources/Page-Content/Procurement-Division-Resources-List-Folder/State-Contracting-Manual-Volume-2-3-FI$Cal
https://www.dgs.ca.gov/PD/Resources/Page-Content/Procurement-Division-Resources-List-Folder/State-Contracting-Manual-Volume-2-3-FI$Cal

Appendix 2

Roles & Responsibilities

///



Program

* Program team members should be Subject Matter
Experts (SMEs), in the program areas that have the
business need.

— This person should know the resources and functions of
the program, including program policy and processes.

* Resources the Program person should bring to
the team include:

— Procedural manuals
— Relevant policy interpretations
— A working knowledge of the business process flows

\\J//
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Administration & Procurement

 Administration is a broad area that captures a wide
range of functions. Common areas that may be
tapped include:
— Accounting
— Facilities
— Contract Management
— Human Resources
 The Administration team members would bring
knowledge and resources such as:
— Organizational charts
— Duty statements
— Contract management knowledge
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Administration & Procurement

e —

 Procurement is a specialized area that captures
functions and duties related to:
— Conducting market research
— Determining procurement approach
— Developing solicitations
— Overseeing overall procurement activities
 The procurement team members would bring
knowledge and resources such as:
— Market research assistance
— Procurement approach options
— Costing models
— Evaluation methodology
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Project Management

\\J//

* The Project Management team member is
responsible for:

— Documenting the analysis and planning activities that the
project team is doing, including mapping out a schedule

— Creating methods and processes to manage the proposal
development and the project
e CDT expects that a Project Manager be a core team
member from S2AA onward, where organizational
capacity exists.
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IT
_ -

e |T System Support is the custodian of the existing data
systems.

— IT is on the Core Team and at the table, but the Program
area drives the effort.

e |T System Support team members are responsible for:
— Serving as SMEs for the technical solution
— Bringing documentation of the existing system
— Serving as the liaison with the Statewide Data Center

— Assisting in estimating IT related project costs for
development and infrastructure

— Maintaining the new solution
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Information Security

\/_///5

* Information Security has both a business and
technical focus.

 The Information Security team member brings:

— Knowledge of the information security policies, standards,
and controls required based on information classification
and system categorization

— Applies these information security policies and standards
to the proposed solution
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Enterprise Architecture

e Enterprise Architecture (EA) focuses on the
business and ways technology may be used to
meet business needs.

* The EA team member is expected to bring
knowledge of:
— The business
— Business requirements
— State entity EA practice and policies
— Statewide EA Practice and Program
— Appropriate governance and standards
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Budget Office
———

\\J//
 The Budget Office team member serves as lead in

the development of the Financial Analysis
Worksheets (FAWSs) included in PAL Stage 2.

 The Budget Office team member will bring
knowledge of:

— State budget processes
— Budget timelines

— Cost estimation methodologies
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Thank You!

PAL Training Team

Contact Us @
CIOPALTraining@state.ca.gov
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