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User Guide
State Contract 05213 Web Services 
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A. Process Overview
When services are to be performed under this contract, the Purchaser will be the active party. The Purchaser will work independently and internally to identify the needed service, and to perform a solicitation process to obtain it. The Web Design contract is a two tier contract, which means Purchasers may not use it to go directly to one of the awardees without going through a competition among them.
Those using the contract must perform a competition among the awardees to determine who is best suited to perform the work. In simple projects this may be the lowest cost provider. In more complex requests the award may go to the provider best suited to the project. 
The Purchaser will utilize the tools presented here to perform the contest. Steps to be performed include:
1. Defining job requirements with the Statement of Work template  
2. Identifying criteria for consideration 
3. Distributing notice of the opportunity to the three contractors
4. Evaluating the responses from providers
5. Finalizing and documenting the process and award
6. Reporting activity to DES

This Users Guide is provided to assist you in completing these steps.
	
Statement of Work template  

* Purchaser completes a Statement of Work template, describing their project using   
  the instructions in the tool. 
* Completing the template will result in a detailed scope of work, clear deliverables, and identifiable qualifications, experience levels and capabilities needed to meet project requirements and schedules. 
   The completed template must also contain the detailed evaluation criteria that will be used to determine the optimum provider. Strive for a “best value” outcome whenever possible. Consider using weighted criteria to place highest value on your most critical service components. Avoid using proprietary language or terms and be certain the work elements requested are commonly acceptable and “standard in the industry”. 
Be sure to leave time in the project timeline for possible complaints, and protests. See state policy two pages below.
Be aware that as the purchaser, you are accountable to the State Auditor to create and maintain a contract file that documents the fair and open competition that was conducted.

Completing the template  will:
· Establish the project Statement of Work
· Assist in defining job requirements 
· Document the criteria to be used for evaluation and award

Notification
   The purchaser distributes the completed Statement of Work to the prequalified vendors. They are included in an electronic vendor pool titled “WEB Design and Maintenance Services”.

Notification will be done by posting Statement of Work Document to the pool using WEBS, the state electronic notification system.  All contractors are to be notified.

Register as a user of WEBS at https://fortress.wa.gov/ga/webscust/

Instructions for posting may be found at training video ……….. http://www.youtube.com/playlist?list=PL7835BD9E000DCDA1&feature=plcp
Watch trainings beginning with 6. 

Be sure the Statement of Work Document includes instructions for:
· contractor questions about the project 
· due date and time1 for contractor responses
· response process ( where and how to send responses)
· a reminder about the protest process
· a note informing contractors that they are to enter the details of their pricing offer in Section 4 of the Statement of Work 
· and a reminder that the terms and conditions of contract 05213 apply

Notification should define the response arrival date as the time the email is logged into your system, if responses are to be sent via email attachment. Be aware, there is sometimes a lag between sending and receiving.

Contractors should be given a reasonable amount of time to prepare their responses.
There should be no direct conversations between contractors and purchasers during the competition.  If a contractor has a question, the question and the response should be made available to everyone at once via an email to all.  

If a modification of the Statement of Work  is needed after distribution to the contractors, an email should be sent to all contractors, detailing the change, and extending the time available to complete the response as is appropriate.

Complaint
· Purchaser processes any complaints in accordance with the State’s Complaint and Protest Policy. (See embedded file on next page)

Response 
· Bidder responses go directly to the purchaser

· Purchaser tracks arrival for responsiveness

· Purchaser reviews responses for completeness


Evaluation

· Purchaser evaluates responses using established criteria published in Statement of Work  

· Purchaser selects successful contractor

· Purchaser completes documentation of evaluation and award

· Purchaser notifies apparent successful contractor 


Debrief and Protest

· Purchaser provides debriefing to unsuccessful bidders, when requested and processes protests in accordance with the State’s Complaint and Protest Policy. (See embedded file)
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Documentation
 Purchaser develops a file of documentation, recording the details of the contest. 


Final Order
 Purchaser places order with the selected contractor. Purchaser may use the Work     
 Order Template provided ( included in the Statement of Work Template package) or 
 their own Purchase Order and tracking system. The only requirement is that the 
 spend must be recorded in the eight categories documented in the pricing page –  
 Section 4 of the Statement of Work from the contractor.



B. At the very beginning
It may be that the user has no idea how to proceed with the creation of their website. In such cases the first step is to think a bit about what the site is expected to do. Usually this falls into two general areas; provide information, and to direct traffic.  Make a list of your expectations for these areas. Think about what people may want to find out, and what other resources you may want to direct them to. 

Another step that may help is to do a Request for Information (RFI).This is an informal process in which the user describes the need as best he can and sends it to the prequalified pool asking for suggestions about how the site might be developed. You could even give them the Statement of Work template and ask them for suggestions on how to prepare it. The RFI can be sent to the contractors via an email. 

At some point the user will need a subject matter expert who is not associated with one of the state contractors to look over the suggestions and help in the process of finalizing the actual Statement of Work document.

These suggestions may provide some insight into how the process can be put underay. 


C. The Procurement Process
In defining the job you consider several factors; complexity of work, available timeframe, sensitivity of the issues, geographical location, expedited services, reporting requirements, and any other factors that may affect the final cost. All of this is to be captured in the completed Statement of Work.

D. Statement of Work  template  
The tool for beginning this process is the Statement of Work template  (See embedded file) 




The form includes instructions and is intuitive.  The Statement of Work template is imbedded here and is also available on the contract website. The completed Statement of Work should include specific details about your requirements. These might include: a specific testing method, a standard or process to be used, language or applications, sampling requirements, frequency, expedited service, etc.
Once you have defined the work, take a look at your result and ask yourself, if a provider could meet all the requirements identified; would you accept them without reservation?  If you cannot say you would approve just anyone meeting those requirements, think again about what else it would take to insure that the work would be performed to your requirements. 
This becomes your “bidder’s responsibility” criteria. This can be a little bit tricky as you do not want the requirements so rigid that they limit competition. 
Ask for what you actually need to meet your requirements. Anything in excess of that may limit the competitive vendor pool, result in higher costs and put you at risk of receiving an audit finding. 
Again, you are striving for verifiable best value as you identify the evaluation criteria in your Statement of Work  template. Think about how you will determine the capacity and capability of Bidders to be certain they can/will provide the functionality and reliability you require. Include these Bidder responsibility measures in your detailed evaluation criteria. Be sure to include all evaluation criteria in your Statement of Work  template.  
   
The completed Statement of Work will be distributed to the contractors in the prequalified vendor pool. These vendors have not had their pricing evaluated. The competition for price will occur when the contractors respond to your bidding opportunity.  
Allow time from the date of posting for the contractors to respond. Two weeks is usually reasonable. Document when (exact date and time) the responses arrived. When the response due date/time has passed, evaluate all responses based on your pre-established criteria. First evaluate for bid responsiveness to be sure all of the bidding process requirements were met. Once bids are determined to be responsive, evaluate for cost and other pre-established weighted criteria. (Do not evaluate one vendor against another. Evaluate each in relationship to your requirement.). Finally, evaluate for bidder responsibility criteria to be certain the vendor selected has the capacity to perform the services you require.   

E. Finalizing the Award    https://fortress.wa.gov/ga/webscust/
If the project is straight forward, one time work, you may use your own Purchase Order process to order the work, referencing the state contract number 05213, and the bid submittal. Attach your Statement of Work  document along with the selected vendor’s response to your Purchase Order.  If the project will be on-going or is unusually complex, finalize the process by creating a Work Order file. Secure all required signatures prior to start of work. 


F. Documentation Requirements
When the expected total cost of the job/service is at or below the direct limit, no special documentation is required. Follow the requirements of your procurement office for normal procurement documentation. 

When the expected total cost of the job/service is greater than the direct buy limit, the solicitation and selection process must be documented and the file retained for audit purposes. At a minimum, purchaser will maintain a copy of:
 1.   The Work Request notification showing it was posted to the contract provider pool
 2.   The responses submitted as a result of the request
 3.   The evaluation criteria and process utilized to determine the awarded vendor
 4.   The Purchase Order, Work Order or Final Agreement as sent to the selected vendor 
 5.   Any other documentation that adds clarity to the procurement

Reporting Requirements
Purchaser will report to DES, Master Contracts and Consulting (Procurement Coordinator) within thirty days when they:
1. Award work 

2. Amend a Statement of Work  after award

3. Finalize and close out a work project
 	
Purchaser will submit a copy of their Statement of Work, along with their PO, Work Order or Final Agreement clearly showing the cost and effort matrix, i.e. the eight categories of cost, and the hours required to complete each element of the work. 

This information will be submitted to the Procurement Coordinator via an e-mail correspondence. 

Questions regarding this user guide should also be addressed to the Procurement Coordinator or the Contract Specialist as indicated in the State’s online contract portal for State Master Contract #05213, currently…Scott  Geist scottgeist@des.wa.gov


G. Frequently Asked Questions
Q.	Can I skip the second tier competition and go directly to one of the awarded or another provider?
A.	Current state policy requires users to utilize any existing master state contract. Not doing so puts your agencies overall ability to do its own procurements at risk, and may result in an audit finding. Of course if the awarded are not able to meet the need of your agency, you may utilize other resources. Remember if you do so to follow the procurement statutes and document your reasons for not using the state contract. You may be asked for this at your agencies next review with the State Auditor, or the annual Risk Assessment. 

Q.	Can I use the awarded vendors to provide my agency with hosting services?
A.	Not using this contract. Hosting is outside the scope of this contract. Whatever you do with hosting must be authorized by some other contract or be supported by an appropriate procurement process of its own. 
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Complaint, Debrief, and Protest Procedures

The following guidelines reflect revisions in state law from recent procurement-reform legislation in Washington. New policies for procurement protests and appeals were adopted by the Department of Enterprise Services (DES) in January 2013, by authority of Revised Code of Washington (RCW) 39.26.170.

COMPLAINT – PRE-SUBMISSION 

1.1 Criteria for a complaint


A formal complaint may be based only on one or more of the following grounds: 


A. The solicitation unnecessarily restricts competition;

B. The solicitation evaluation or scoring process is unfair or flawed; or


C. The solicitation requirements are inadequate or insufficient to prepare a response.

1.2 Initiating a complaint


A complaint must:


A.  Be submitted to and received by the procurement coordinator within five business days prior to the deadline for bid submission; and

B. Be in writing (see Form and Substance, and Other below).

A complaint should: 


A. Clearly articulate the basis of the complaint; and 


B. Include a proposed remedy.

1.3 Response


When a complaint is received, the procurement coordinator will consider all the facts available and respond in writing prior to the deadline for bid submissions, unless more time is needed.


The procurement coordinator is required to promptly post the response to a complaint on WEBS.  

1.4 Response is final

The procurement coordinator’s response to the complaint is final and not subject to administrative appeal, although the procurement coordinator may issue further clarification if needed.  Issues raised in a complaint may not be raised again during the protest period.


2 Debrief Conference (Pre-condition of Protest)

Following announcement of the Apparent Successful Bidder:

2.1 Purpose of a debrief conference


Any bidder who has submitted a timely bid response may request a debrief conference (see Form and Substance, and Other below).  A debrief conference provides an opportunity for the bidder to meet with DES to discuss its bid and evaluation.

2.2 Requesting a debrief conference


The request for a debrief conference must be made in writing via email to the procurement coordinator and received within three business days after the announcement of the Apparent Successful Bidder.


Debrief conferences may be conducted either in person., or by telephone, as determined by the procurement coordinator.

The failure of a bidder to request a debrief conference within the specified time and attend a debrief conference constitutes a waiver of the right to submit a protest.

3 Protest 

Following a debrief conference:

3.1 Criteria for a protest


A protest may be based only on one or more of the following: 


A. Bias, discrimination or conflict of interest on the part of an evaluator;


B. Error in computing evaluation scores; or


C. Non-compliance with any procedures described in the solicitation document.

3.2 Initiating a protest


Any bidder may protest an award to the Apparent Successful Bidder.  A protest must:


A. Be submitted to and received by the procurement coordinator, within five business days after the protesting bidder’s debriefing conference (see Form and Substance, and Other below);

B. Be in writing;

C. Include a specific and complete statement of facts forming the basis of the protest; and


D. Include a description of the relief or corrective action requested.

E. Be submitted by a Bidder who has completed a timely debrief.

3.3 Protest response


After reviewing the protest and available facts, a written response will be provided to the protester within 10 business days from receipt of the protest, unless additional time is needed, and in such event the procurement coordinator should notify the protesting bidder the length of the additional time needed.


3.4 Decision is final

The protest decision is final and not subject to administrative appeal, although the procurement coordinator may issue further clarification.  


If the protesting bidder does not accept the agency protest response, the bidder may seek relief from the Superior Court.  Any such action must be brought in the Superior Court of Thurston County, Wash.

4 Communication during Complaints, Debriefs and Protests 


All communications about a solicitation that is subject to a complaint or debrief must be addressed to the procurement coordinator.  

5 Form, Substance, and Other

All complaints, requests for a debrief, and protest must:


A. Be in writing; 

B. Be signed by the complaining or protesting bidder or an authorized agent, unless sent by email;

C. Be delivered within the time frame(s) outlined herein;

D. Be sent to the appropriate individual, 

E. Identify the solicitation by DES number;

F. Conspicuously state “Complaint,” “Debrief” or “Protest” in any subject line of any correspondence or email;

G. Be sent to the address identified in the solicitation;

In addition, all complaints and protests must:


H. State all facts and arguments on which the complaining or protesting bidder is relying as the basis for its action; and

I. Include any relevant documentation or other supporting evidence. 

How to contact: the procurement coordinator

		E-Mail To: The procurement coordinator listed on the cover page of the Solicitation document.


Subject line must include “Complaint.”



		



		DEBRIEF:



		

		



		E-mail To: The procurement coordinator listed on the cover page of the Solicitation document.


Subject line must include “Debrief.”

		



		PROTEST:



		Email

		



		To: The procurement coordinator listed on the cover page of the Solicitation document.

Subject line must include “Protest.”
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Instructions to Customers:

· Internal notes are designated in [   ] and blue font.  All internal notes should be deleted prior to issuing the Statement of Work to the vendors for response. 

· The content of this statement of work should be modified to meet the business needs of the organization.  The categories and content provided are recommended but may not fit all procurement needs. 



CUSTOMER AGENCY NAME:  



		SECTION 1:  OVERVIEW OF PROCUREMENT 



		Name of Website:  

[put N/A if this is a new site] 





		Purpose and/or Objectives of Website: 

[Provide a detailed description of the purpose and objective of the website.  Intent is to assist vendors with understanding the function and use of your website, target audiences, etc.]





		Relevant Background Information: 

[Provide any relevant information that may be necessary for the vendor to understand in order to provide you with an accurate proposal for services.  Examples may include:  agency provides 24 x7 support during military activations, cyclical information that may affect when and the number of visits to the website.   DELETE THIS ROW IF THERE IS NO ADDITIONAL RELEVANT INFORMATION TO SHARE.]





		Scope of the Work: 

[Provide as much detail as possible regarding the scope of work you expect the vendor to perform under this statement of work.  Be clear if this SOW is for new development, redesign of existing site, development of new features for an existing site, or a maintenance support agreement for existing website.  The more precise and detailed you can be in your scope of work the more accurate the vendor will be able to propose costs/services to complete the work.]





		Timeline and Work Period of Performance:

[Provide detailed expectations on timeline for vendor to complete the statement of work.  Identify the work period of performance for the statement of work.  (For example, work period of performance may be from fully executed statement of work until June 30, 20xx – in many cases it is the end of the biennium.)  If known, also communicate to the vendor key milestone dates, particularly if dates may have already been communicated or external influences are driving dates.  Dates are a factor in the vendor’s proposal.]  

 



		Experience and Qualifications: 

[Identify the specific capabilities the vendor must have to provide the services identified in this checklist.  The table below provides guidance on standard experience levels for this market.  Indicate any mandatory and highly desirable experience and qualifications. Based on the needs of the organization you may identify more detailed experience and qualifications than what is provided in the table below. ] 	



Mandatory:





Highly Desirable: 







		|_| Junior

		A minimum of one (1) year of recent experience and demonstrated knowledge, skills and abilities



		|_| Journey

		A minimum of three (3) years of recent experience & demonstrated superior knowledge, skills, and  abilities



		|_| Senior

		A minimum of five (5) years of recent experience & demonstrated superior knowledge, skills, and abilities



		|_| Expert

		A minimum of eight (8) years of increasing levels of responsibilities, and supervisory or management responsibility









		References:

[References were provided as part of the process to establish the master contract.  However, it is highly recommended that you identify any additional references that you may require as part of your evaluation process.  Both individual reference and company references may be requested.  Examples of individual references may include proposed project team/resources, resumes and examples of websites developed by proposed resources.  Examples of company references may include name of company, type of products or services provided, and examples of websites.  Customers may also ask to contact company references directly.] 	





		Evaluation Criteria

This procurement will be evaluated based on the following criteria:  

[For this section, list out the criteria the vendors will be evaluated on and the percentage of weight you will be assigning.  The table below lists standard criteria found in procurements and are provided as examples only.  The criteria should be determined by the customer based on what is most important to you.  Questions on the evaluation criteria can be directed to your internal contract resources or to DES Contracts at contractingandpurchasing@des.wa.gov, reference contract number 05213.]

		Evaluation Criteria 

		Weight Assigned 



		[The following are examples only and may or may not apply to your procurement]

		



		Costs/Price

		



		Qualifications and experience of vendor staff

		



		Qualifications and experience of the vendor

		



		Approach, methodology and availability of proposed staff 

		



		Oral Presentations and Interviews (if applicable)

		



		References 

		





  



		Performance Measures

[Overall performance measures have been established for this contract.  Please see the master contract for tier 1 vendor performance measures.  Please reference schedule D of contract 05213 for a detailed list of performance measures for this contract.  These performance measures will be reported on by the vendor, based on a predetermined scheduled.  Customer agencies using this contract may be asked to complete a survey about their experience.



If you do not have any performance measures that go above and beyond what is described in Schedule D this row may be deleted or you may simply reference that Schedule D performance measures apply to this Statement of Work.] 

 















[For the following section, identify any and all requirements you have for this Statement of Work.  Please remove any rows that do not apply for your procurement and add any content that is not listed that is relevant to your procurement.  NOTE: please retain the section headings as they tie to the price proposal in the work order section of this document.  Sections headings are:  Project Management, Theme Development, Functional Development, Functional and Quality Assurance Testing, Post Testing Development and Fixes, Documentation Development, Training and Website Maintenance.  The section heading Additional Consulting Services is an optional heading and may be deleted if customer had not identified any additional consulting services.]

		
SECTION 2:  CUSTOMER REQUIREMENTS 



		Description of Customer Requirement

		Check all that apply

		Special Instructions

(if applicable)



		This section describes the Purchasers functional and technical requirements for this procurement.    



		PROJECT MANAGEMENT



		· Project management services to support website development projects

· Initiating 

· Planning

· Design

· Development

· Test

· Implementation

· Stabilization
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		[Provide any additional detail you feel is important for the vendor’s to understand so they can provide you with their best/most accurate price proposal for services]



		· Implementation services for website development projects

· Support go live

· Support cutover activities

· Other, please describe ___________________________ 

[List any/all services you expect the vendor to provide as part of the SOW.]

		|_|

		



		THEME DEVELOPMENT



		· Document detailed customer requirements and obtain acceptance of requirements by customer. 

		|_|



		



		[Provided below are some standard services that vendors should provide as part of any website development effort.  This list is customizable by the customer, add or remove as needed.  NOTE: these comments apply to all sections of this document.

List any/all additional services you expect the vendor to provide as part of the SOW.]

· Graphic design services

· Develop custom website designs and interfaces, adhering to established standards and guidelines

· Website layouts

· Logos

· Banner ads or promotional graphics to link back to customer sites

· Provide and/or purchase on behalf of the customer, photographs and images for use in design of websites

		|_|

		 



		· Provide design, development and implementation of the following website functionalities:

· Develop templates for content management system(s)

		|_|

		



		FUNCTIONAL DEVELOPMENT



		Configure, install, administer and support the following content management systems.  



		Check the box for each content management solution needed.  

		Content Management Solution



		DotNetNuke



		Drupal



		Adobe Contribute



		WordPress



		SharePoint



		Dreamweaver



		Other, please describe ______________________







		



|_|

|_|

|_|

|_|

|_|

|_|

|_|

		



		Configure, install, administer and support the following development languages/tools.  



		Check the box for each development language/tool  needed: 

		Development language/tool



		HTML



		CSS



		Javascript



		JQuery



		Ajax



		PHP



		Ruby on Rails



		ASP.NET



		Adobe Flash



		Active Scripting



		XML



		XMAL



		SQL



		Other, please describe ____________________







		



|_|

|_|

|_|

|_|

|_|

|_|

|_|

|_|

|_|

|_|

|_|

|_|

|_|

|_|

		



		Migration and development of web content (i.e., text, documents, PDFs, etc.) will be performed by the customer and are out of scope for this statement of work.  

		|_|



		



		· Development services – includes, but is not limited to, development of the following functions:  forms, surveys, RSS feeds, search capabilities/functionality, web analytics, transaction based services (e.g., payments, etc.), templates for content management systems

		|_|



		







		FUNCTIONAL AND QUALITY ASSURANCE TESTING



		· Conduct user acceptance testing

		|_|

		



		· Conduct accessibility testing to the State OCIO Guidelines

		|_|

		



		· Functional and quality assurance testing on website.  Includes:

· Browser support

· Operating systems

· Screen resolutions

· Assistive technologies

· Color blindness

		|_|

		



		POST TESTING DEVELOPMENT AND FIXES



		· Provide resolution for all defects identified during the testing phase

		|_|

		



		DOCUMENTATION DEVELOPMENT



		· Document test results and provide final report to customer

· Content management user documentation

		|_|

		



		TRAINING



		· Provide training to customer on maintaining website features and functions

		|_|

		



		· Provide training and/or knowledge transfer for:

· Use of content management system(s)

· Use of other software or tools in support of website

· Administration functions including, but no limited to, user access/password resets

[Customer should remove training and/or add additional training needs as applicable]

		

|_|

|_|

|_|



		



		· Provide regularly scheduled training on new functionality/features and/or software (Select one or N/A)

· As needed

· Monthly

· Quarterly

· Yearly

		



|_|

|_|

|_|

|_|

		



		WEBSITE MAINTENANCE



		· Provide file and database backup and restore assistance 

		|_|

		



		· Purchase and maintain/renew software subscriptions on behalf of clients

		|_|

		



		· Provide software upgrades to support customer website functionalities



		|_|



		



		[Customer Support Performance Measures are identified in Schedule D of the master contract.   If the customer has a business need for additional customer support requirements that exceed what has been agreed to in Schedule D, the customer should state them here.  If there are no additional customer support requirements the customer should delete this row before issuing the SOW] 

		|_|





		



		· Provide disaster response times

[Customer needs to define level of disaster response needed.  If this does not apply, customer should delete this row before issuing the statement of work]

		|_|

		



		ADDITIONAL CONSULTING SERVICES



		[Customer may identify any additional consulting services that are not already identified above.   DELETE THIS SECTION IF IT DOES NOT APPLY TO YOUR PROCUREMENT.]

		|_|

		



		· Conduct usability baseline study 

		|_|

		



		· Conduct iterative usability studies during the development lifecycle

		|_|

		



		· Liaison between customer/client and hosting company.   

		|_|

		



		· Liaison between the customer and any third party vendors used by vendor to support customer’s website. 

		|_|

		



		· Ability to communication technical information to non-technical personnel in an easy to understand way. 

		|_|

		

















[For the following section, identify any and all deliverables you want the vendor to produce for this Statement of Work.  Please remove any rows that do not apply for your procurement and add any content that is not listed that is relevant to your procurement.  NOTE: please retain the section headings as they tie to the price proposal in the work order section of this document.  Sections headings are:  Project Management, Theme Development, Functional Development, Functional and Quality Assurance Testing, Post Testing Development and Fixes, Documentation Development, Training and Website Maintenance.  The section heading Additional Consulting Services is an optional heading and may be deleted if customer had not identified any additional consulting services.]



		SECTION 3:  DELIVERABLES

		



		This section identifies the deliverable requirements of the Purchaser.    



		Name of Deliverable

		Description of Deliverable

		Check box that applies

		Special Instructions 

(if applicable)



		PROJECT MANAGEMENT 



		Project Charter

		Authorizes the project and documents the initial requirements that satisfy the stakeholder’s needs and expectations. 

		|_|



		



		Project Management Plan

		Details out how the project will be planned, executed, monitored and controlled and closed.  Includes but is not limited to project management approach and methodology of the vendor, project resources and organization, roles and responsibilities, issue and risk management, communications, stakeholder management, change request process, QA process, monitoring and reporting progress,  etc. 

		|_|



		



		Project Schedule/Calendar of Events

		Provides a detailed list of the work activities to complete the project including but not limited to, planned start and finish dates, resource assignments and allocation, milestones, deliverables, etc. 

		|_|



		



		Status Reports

		Vendor provides a detailed status report for the reporting period as agreed to by the vendor and the customer. 

		|_|



		



		Project Close Letter

		Represents final sign off on the solution provided by the vendor.  Signed by both the vendor and the customer agreeing solution has been delivered to the satisfaction of both parties.   Signals the start of maintenance (if applicable). 



		|_|



		



		THEME DEVELOPMENT 



		Design Document

		Provides a detailed design of the vendor’s proposed solution with the customer business requirements clearly stated.  This document details out how the vendor proposes to meet all of the customer’s requirements. 

		

|_|



		





		Requirements Traceability Matrix

		Provides traceability of the requirements from the statement of work all the way through the design, development and implementation process.  Ensures all customer requirements have been included in the solution. 

		|_|



		



		Design Acceptance Letter

		This letter is an agreement between the vendor and the customer that the design of the system (as detailed in the design document) meets the business needs of the customer.  Both the vendor and the customer sign accepting the design before development starts. 

		|_|



		



		FUNCTIONALITY DEVELOPMENT 



		Screen Mockups 

		Provides a view to the customer of how their website will look when completed.  

		|_|



		



		FUNCTIONAL AND QUALITY ASSURANCE TESTING 



		Test Plan

		Details out the vendors testing approach and methodology for this engagement.  

		|_|



		



		POST TESTING DEVELOPMENT AND FIXES 



		Test Results/Deficiencies Report

		Provides a detailed report of the testing results and any deficiencies that remain in the system.   All deficiencies should have a document resolution and delivery date for resolution. 

		|_|



		



		Test Acceptance Letter

		This letter is an agreement between the vendor and the customer to accept the test results and the deficiencies report as document.  Both the vendor and the customer sign the letter accepting the test results, the resolution for identified deficiencies and agreeing to move the solution into the production environment on a specified date. 

		|_|



		





		DOCUMENTATION DEVELOPMENT



		Production Readiness Checklist/Plan

		Checklist/plan of all items that must be completed or in place before migrating to production.  Include cutover and back out strategies as well as stabilization tasks/monitoring activities. 

		|_|



		



		TRAINING



		Training and/or Knowledge Transfer Plan

		Details out the vendors plan to train the customer end users and/or provide knowledge transfer to customer staff who will be performing some type of “administrator” functions for the solution. 

		|_|



		



		Training and/or Knowledge Transfer Materials

		These are the training and/or knowledge transfer materials identified in the plan, provided by the vendor and are used by the vendor to train end users or administrators. 

		|_|



		



		WEBSITE MAINTENANCE



		

		N/A

		|_|



		



		ADDITIONAL CONSULTING SERVICES



		Organizational Change Management Plan

		Details out a framework to guide the customer in change and readiness efforts to preparation for any changes that result to the customers’ business processes. 

		|_|



		



		Communication Plan/Strategy

		Details the communication needs and expectations for the project.  Describes who, how, when, where, responsibilities, format, etc.  This may also be included as part of the project management plan. 

		|_|



		







Definitions

Project Management:  includes the development of project plan, project point of contact, project oversight and support, customer meetings. 



Theme Development: creating the custom theme based on requirements; ensuring that the theme meets accessibility requirements; developing template pages for different sections of the site and different functionalities. 



Functionality Development: adding and customizing modules to meet functionality requirements.  



Functional and Quality Assurance Testing:  Includes accessibility testing and W3C validation. 



Post Testing Development and Fixes:  troubleshooting and fixing any issues found in testing. 



Documentation Development:  developing training documentation for technical support staff. 



Training:  Technical training for technical staff on maintaining features and functionality. 



Website Maintenance: may include technical maintenance and programming, graphic design and editing, troubleshooting and site assessments, assistance with HTML or building content, forms and surveys, etc. 



Additional Consulting Services:  may include change management, mobile development, cloud services, business intelligence, solutions architect, infrastructure, architecture, security, communication strategy, quality assurance, project manager, analyst, front end developer, technical developer, junior, journey, senior or expert level resources













		Section 4: Proposed Pricing





		Category of Service

		$Hourly Rate1

		   Estimated hours



		Project Management: Includes the development

of project plan, project point of contact, project oversight and support, customer meetings .

		   __

		



		Theme  Development:  Creating  the custom  theme based on requirements. Ensuring that the theme meets accessibility  requirements . Developing

template pages for different sections of the site and different functionalities.

		

		



		Functionality   Development:   Adding   and customizing modules to meet functionality requirements defined on page 1 of this estimate. Developing Enterprise Active Directory

connectors.

		

		



		Functional and Quality Assurance Testing:

Includes accessibility testing and W3C validation

		

		



		Post testing development  and fixes: Troubleshooting and fixing any issues found in testing.

		

		



		Documentation development: Developing

training documentation for technical support staff.

		

		



		Training: Technical training for technical staff

on maintaining features and functionality.

		

		



		Website Maintenance: May include Technical

Maintenance and programming,  graphic design and editing, troubleshooting  and site assessments,

assistance with HTML or building content, forms

and surveys, etc.

		

		



		Project Management: Includes the development

of project plan, project point of contact, project oversight and support, customer meetings .

		   __

		

















		Section 5: Resulting Agreement





		   The Statement of Work, and Work Request process will result in the award of the work to one of the  

   contract providers.   That award will be documented and formalized in a Work Order  or a Purchase  

   Order  document. 



   The Work Order  template is embedded below.  If the work is a project, once all aspects of the  

   agreement are established, the parties are to sign and document any other agreements on Attachments, 

   both parties initial these, date and list them below and, maintain a copy with the materials supporting the 

   agreement
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WORK ORDER


STATE OF WASHINGTON  


(AGENCY)__________________________ 


WEB Design Services





			





			


			Purchase Order #


			State Master Contract #





			


			


			


			


			05213





			This Work Order is issued under the provisions of a CUSTOMER contract.  The services authorized are within the scope of services set forth in the Purpose of the contract.  All rights and obligations of the parties shall be subject to and governed by the terms of the contract including any subsequent modifications, which are hereby incorporated by reference.





			Start Date


			


			End Date


			





			Cost Factors Categories


			Hourly Rate


			Agreed upon Hours


			Extension


			Comments





			Project Management


			


			


			


			





			Theme  Development


			


			


			


			





			Functionality   Development


			


			


			


			





			Functional and Quality Testing


			


			


			


			





			Post testing development  


			


			


			


			





			Documentation development


			


			


			


			





			Training


			


			


			


			





			Website Maintenance


			


			


			


			





			Project Management


			


			


			


			





			


			


			


			


			





			


			


			


			


			





			


			


			


			


			





			


			


			


			


			





			


			


			


			


			





			


			


			


			


			





			


			


			


			


			





			


			


			


			


			





			


			


			


			


			





			


			


			


			


			





			


			


			Total


			


			








			Re: Purchase Order








			


			State Master Contract # 05213





			List and date all attachments and amendments





























			This is 


            a one-time event 


           A term project, which will commence on_______ and conclude on _____





If no extension is performed, projects end at the conclusion of the term. The contract administrator at DES must be notified of any extension within thirty days. 





Maximum term project without prior review by the contract administrator at DES shall be two years total.


 





			





			Contractor








Contractor Authorized Representative    


  				


(Signature)	Contractor Authorized Representative      (Date)


			


			AGENCY Award








							


(Signature)	AGENCY W/O Manager	(Date)





			(Print Name)


			


			(Print Name)





			Telephone No.


			


			


			Telephone No.


			





			Email:


			


			Email:


			








			Contract


Administrator





Acknowledgement





							


(Signature)	Contractor Authorized Representative      (Date)
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WORK ORDER

STATE OF WASHINGTON  

(AGENCY)__________________________ 

WEB Design Services



		



		

		Purchase Order #

		State Master Contract #



		

		

		

		

		05213



		This Work Order is issued under the provisions of a CUSTOMER contract.  The services authorized are within the scope of services set forth in the Purpose of the contract.  All rights and obligations of the parties shall be subject to and governed by the terms of the contract including any subsequent modifications, which are hereby incorporated by reference.



		Start Date

		

		End Date

		



		Cost Factors Categories

		Hourly Rate

		Agreed upon Hours

		Extension

		Comments



		Project Management

		

		

		

		



		Theme  Development

		

		

		

		



		Functionality   Development

		

		

		

		



		Functional and Quality Testing

		

		

		

		



		Post testing development  

		

		

		

		



		Documentation development

		

		

		

		



		Training

		

		

		

		



		Website Maintenance

		

		

		

		



		Project Management

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		Total

		

		





		Re: Purchase Order





		

		State Master Contract # 05213



		List and date all attachments and amendments



















		This is 

            a one-time event 

           A term project, which will commence on_______ and conclude on _____



If no extension is performed, projects end at the conclusion of the term. The contract administrator at DES must be notified of any extension within thirty days. 



Maximum term project without prior review by the contract administrator at DES shall be two years total.

 



		



		Contractor





Contractor Authorized Representative    

  				

(Signature)	Contractor Authorized Representative      (Date)

		

		AGENCY Award





							

(Signature)	AGENCY W/O Manager	(Date)



		(Print Name)

		

		(Print Name)



		Telephone No.

		

		

		Telephone No.

		



		Email:

		

		Email:

		





		Contract

Administrator



Acknowledgement



							

(Signature)	Contractor Authorized Representative      (Date)
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