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INTRODUCTION

This document represents the Statement of Work for performing the implementation of SeaTran’s Permitting System using the Hansen system.

The Hansen Statement of Work (SOW) includes the following sections:

Section 1:
Project Scope

Section 2:
Project Assumptions 

Section 3:
Activities, Tasks, and Work Products

Section 4:
Deliverables and Acceptance Criteria

Section 5:
Project Staffing and Roles

Section 6:
Project Decision Making Process

Section 7:
Project Implementation Process

Section 8:
Cost and Payment Schedule

Section 9:
Timeline

1 SCOPE 

The purpose of the Hansen System implementation is to replace the legacy permit systems of SeaTran of Seattle’s Transportation Department (SeaTran) with the Hansen Version 7.5 System.  The Hansen System will be configured to provide existing functionality where possible, as well as enhance the management of permit operations through improved processing efficiency, departmental integration, and improved data access.  Custom development work to extend Hansen functionality would be negotiated separately if needed. The project will be considered successful when the new permitting system has been implemented and placed into production. 

1.1 Functional  Scope

This Statement of Work covers implementation of the Hansen System for SeaTran’s permits as listed in section 1.2 and fully described in the document “SeaTran Permitting Business Processes.”  

Parties that are external to SeaTran may be given access to the Hansen system to approve reviews and record inspections on SeaTran permits, or to query data directly in the Hansen system as required.  SeaTran must identify each of the external departments and entities and establish a mutually agreed upon Memo of Understanding prior to completion of the final system design, which defines expectations.  Training needs of external staff must also be identified in the MOU and factored into the project timeline and budget. 

The Hansen system should be configured in such a way as to allow the system to expand to accommodate additional SeaTran permit types, and to accommodate the permit tracking needs of other SeaTran Departments in future project phases. 

1.2 Business Functions

SeaTran’s permits fall into two categories, Traffic and Street Use. The specific permits in each category are listed below.  A detailed description of the permitting business processes to be supported by the permit is attached. 

Traffic

· Carpool

· Residential Parking Zone (RPZ)

· Commercial Vehicle Loading Zone (CVLZ)

· Short-term Hoods

· Annual Service Hoods

· Truck Permits (short-term and annual)

· Filming
Street Use 
· Annual Permit
· Storm Sewer
· Street Use
· Shoring
· Utility
· Block Party
· No Fee
· Private Contract
· Railroad
· Street Trees

Additional SeaTran permit types that are not identified in the above list will be the responsibility of SeaTran staff to identify and configure into the Hansen system.  Hansen staff will provide technical support and recommendations for these setups if needed at Hansen’s  standard  hourly rates.  If assistance beyond the budgeted hours is required, SeaTran may procure additional assistance from Hansen to assist with the setup and configuration by enacting the change control procedure.

The identification and setup of permit types for parties external to SeaTran will be implemented as a separate project, with a separate project plan and timeline and a separate pool of resources.

1.3 Software  Installation  

SeaTran has purchased Hansen's Version 7.5 for Permitting.

SeaTran has selected Oracle 8.05 as the underlying database.  SeaTran will be responsible for allocating sufficient space on their server for each Oracle database instance. Hansen will provide sizing and table configuration advice, as well as provide SeaTran with Oracle tuning assistance to ensure the proper operation of the Oracle database.

A report writer permit, such as Crystal Reports or Oracle Reports, will be required to generate custom designed permit forms and reports from the system.

1.4 Hardware Requirements

Hansen’s Version 7.5 recommends the following workstation hardware specifications:


Version 7.5

OS  Supported
Windows 95/98, Windows NT, Windows 2000

Recommended Processor
Pentium 200+

ODBC Support
3.5

Oracle Support
8.05, 8I 1Q/2000

Support for Web Plug-ins
Yes

RAM Required
32

Disk Space Required
150

SeaTran will allocate adequate server space to support the Oracle database and Hansen software.  It is important to account for at least three database instances when determining space on the server.  A minimum of three instances will be required to support the following activities:

· Development Instance (Required)

· Training Instance (Optional – may be combined with QA instance)

· Quality Assurance/Testing Instance (Required)

· Production Instance (Required)

1.5 Implementation Services 

· System Design and Configuration for each permit type

· System  Installation

· Report Consultation 

· Interface Development

· Data Conversion Assistance

· Training Plan and Curriculum Development

· End user training

1.6 Conversion 

Data sources will be the permit types identified in section 1.2.  Each conversion source will be defined in a Data Conversion Control Document developed in Activity 6 of this project.

1.7 Interfaces

The following interfaces will be defined in an Interface Control Document developed as part of Activity 5 of this project. The price for each interface will be determined by the Interface Control Document and presented to SeaTran. After SeaTran has approved the interface methods and pricing, the interfaces will be developed. SeaTran reserves the right to develop the interfaces in-house, contract with Hansen for development, or contract with another firm for development. If SeaTran contracts with Hansen for development of the interfaces, development costs will be in addition to those costs specifically outlined in this Statement of Work.
· Accounts Receivable will provide an automated method of recording and tracking billable information to the Department’s Account Receivable system (temporarily on hold pending Summit development timeline).

· Human Resources Information System (HRIS) interface will automate the transfer of employee project hours from the Hansen System Permit Inspection Module to the Department’s payroll system.

· GIS interface will link the Hansen system with SeaTran’s GIS system(This will be accomplished using Hansen’s V7AV product).

2 Assumptions

2.1 SeaTran Staffing Assumptions

1. SeaTran will provide staff who have sufficient skills to accomplish the set of responsibilities identified in Section 3.  

2. A Core Team leader from each subproject group will be dedicated to the project on an as-needed basis.  This individual will have an exceptional understanding of the business processes within their subproject group as they relate to the other subproject groups, and will be empowered to make decisions.

3. The System Architect will be dedicated to the project on an as-needed basis. This individual’s primary responsibility will be to ensure the design and configuration of the new system captures the needs of SeaTran’s business functions. 

4. The Project Manager will be dedicated to the project on an as-needed basis.  The project manager will be responsible for the overall management of the project schedule, resources, deliverables, and budget.

5. SeaTran Project Director will work closely with Department Management to address critical issues as identified by the Core Team and Project Manager, and will also be responsible to review and approve various recommendations in a timely manner so as not to impact the project schedule.

6. An Interface Contact will be identified for each of the interfaces to represent the needs of SeaTran.  This individual will have good technical skills as well as a reasonable understanding of SeaTran’s operations.  Each Interface contact will identify SeaTran’s requirements through meetings and discussions with other SeaTran personnel if necessary.  SeaTran interface contact will also be required to review the Interface Control Document and provide comment to the Hansen Interface Specialist in a timely manner so as not to impact the project schedule. 

7. A Conversion Contact will be provided to the project to identify all data sources required for conversion.  SeaTran conversion contact will be responsible for identifying specific data elements that will be converted, and will facilitate meetings and discussions to resolve all issues that arise. SeaTran contact will be required to review the Conversion Control Document and provide comment to the Hansen Conversion Specialist in a timely manner so as not to impact the project schedule. 

8. A Database Administrator will provide support to the Hansen project.  This individual will have a good understanding of Oracle 8.05 and the functions of a relational database. 

9. A Project Test Lead will be assigned to the project to lead the system acceptance testing.

10. A Report Writer will be dedicated as needed to the project to identify SeaTran’s reporting needs and to develop all external notices, forms, printed permits and reports utilizing a report writer permit of choice.

11. SeaTran will coordinate training and work with the Hansen trainers in developing training materials and conducting training.

2.2 Hansen staffing assumptions

1. A Hansen Project Liaison will be dedicated to the project on an as-needed basis. The project liaison will be the primary contact and will work directly with the SeaTran project manager.

2. The Hansen System Architect will be dedicated to the project for the purpose of completing the system prototyping and testing. This individual’s primary responsibility will be to oversee the system design and configuration of the new system. This individual will have an exceptional understanding of the setup and configuration process of the Hansen system.

3. A Hansen technical resource will be available to the project for the purposes of assisting the SeaTran database administer in tuning the system.  This individual’s primary responsibility is to set the initial Oracle parameters and advise SeaTran on the proper creation of indexes, how to monitor system performance, and how to tune the system to address performance. 

4. A Hansen technical resource will be available to the project for the purpose of developing database triggers.  

5. A Hansen technical resource will be dedicated to the project for the purpose of providing report consultation to the SeaTran report writer. 

6. Hansen Trainers will be available for the purpose of developing customized training curriculums, developing a training plan, and assisting with end-user training.

7. Hansen interface developers will be dedicated to the project for the purpose of developing project interfaces.

8. Hansen conversion specialists will be dedicated to the project for the purpose of conducting data conversion.

9. Additional Hansen staffing resources will be dedicated as needed to meet the project scope and schedule; if resources beyond those agreed to in this scope are required, a change order will be negotiated.

2.3 PHYSICAL LOCATION ASSUMPTIONS:

SeaTran will provide a workspace for each on-site Hansen consultant, with access to a desktop workstation, network, telephone and close proximity to SeaTran Core Team.  Breakout and conference space will be provided.

2.4 PROJECT SUPPORT ASSUMPTIONS:

The following terms are used consistently throughout this Statement of Work to describe levels of responsibility:

“Oversee”: used to describe a task where the identified party provides overall project management and tracking and advises the project team when project schedule or quality is at risk. 

“Lead”: used to describe a task where the identified party is actively organizing and directing the work.

“Perform”, “conduct”, or  “develop”: used to describe a task where the identified is responsible for doing the work. The other party may assist in doing the work.

“Guide”, “assist” or “consult”: used to describe a task where the identified party is not responsible for doing the work, but provides assistance, advice and suggestions.

2.5 MISCELLANEOUS ASSUMPTIONS:

SeaTran may obtain the services of an additional consultant to provide project review, advice, and consultation. At SeaTran Project Director’s request, Hansen will make reasonable efforts to provide key draft deliverables to the consultant for preliminary review and feedback. SeaTran will make reasonable efforts to obtain such review and feedback on a timely basis so as not to impact project schedule. SeaTran will make reasonable efforts to provide the Hansen Project Liaison with a copy of key findings or draft deliverables from the consultant. Upon agreement of SeaTran and Hansen, Hansen will incorporate suggestions and feedback from the consultant. As much as possible, SeaTran will obtain constructive input from the consultant on a timeframe that allows Hansen to incorporate the feedback as appropriate prior to widespread review.

All documentation provided to Hansen staff for review will be classified as "High Priority", "Medium Priority", or "Low Priority". It is expected that High Priority documents will be reviewed by Hansen staff, and feedback provided to SeaTran within one working day. It is expected that Medium Priority documents will be reviewed by Hansen staff, and response received by SeaTran within three working days. It is expected that Low Priority documents will be reviewed by Hansen staff, and response received by SeaTran within five working days.

3 PROJECT activities

Presented in this section are the project activities, tasks, deliverables, work products, assumptions, and completion criteria associated with the full life cycle of the Hansen System Implementation Project. The activities addressed in the section are:

1. Project Management

2. Detailed Business Process Documentation

3. System Prototyping

4. System Prototype Testing and Approval

5. Interface Development/Testing/Acceptance

6. Data Conversion Development/Testing/Acceptance

7. Client Installation Plan

8. Reports Development

9. Final System Testing

10. Final System Configuration (Production Environment)

11. Training Curriculum and Plans

12. End-User Training

13. Identify and Configure Additional Permit Types

14. Trigger Development

15. Future System Configuration

16. Oracle Tuning

Activity 1:  Project Management

The purpose of this activity is to manage the project plan, resources, estimated labor hours, and budget until the project is complete.  A detailed project plan will be created to outline all of the required project tasks, milestones and deliverables according to a reasonable project timeline.   SeaTran will provide a project manager for this project.  The Hansen project liaison will function as the primary Hansen contact and will coordinate all of the necessary Hansen resources to accomplish each task including installation, conversion, interfaces, and permit setups. The Hansen project liaison will also identify issues during the implementation and bring them to the attention of the project manager.  Accomplishments, issues, and required actions will be identified in regular status reports throughout the life of the project. 

Hansen Responsibilities
SeaTran Responsibilities
Work Products

1. Review project plan and timeline and provide input.
1. Develop and oversee the project plan and timeline.
· Project Plan and Timeline (SeaTran)



2. Assist with identifying areas of project slippage due to insufficient time, scheduling conflict, etc.
2. Oversee resources according to project budget and schedule; identify and address schedule and budget issues.


3. Provide biweekly project status reports to SeaTran project manager.
3. Provide biweekly project status reports to Core Team.
· Biweekly project status reports (Both)



4. Provide project staffing and skills requirements to SeaTran project sponsor.
4. Assemble a project team that meets project staffing and skill requirements to provide adequate project support.
· List of SeaTran Staffing and Skill requirements (SeaTran)

5. Participate in daily project activities by planning, executing, reviewing quality, and making project recommendations
5. Lead the daily project activities including planning, executing, reviewing quality, and making project recommendations


6. Execute daily tasks as communicated by the SeaTran PM and identified in weekly status reports.
6. Oversee project team tasks on a daily basis.


7. Oversee the scheduling and coordination of Hansen project tasks including software installation, training, conversion, and interfacing requirements.
7. Identify site contacts who will be responsible to identify all conversion, interface, training and installation requirements and resolve related issues.
· List of site contacts (SeaTran)

8. Assist in identifying and mitigating project issues as they arise.
8. Over see the tracking and mitigation of all project issues to ensure issues and needs are addressed for each program
· Development and management of a project Issues log (SeaTran)

Assumptions Specific to this Activity:

· Core Team will be dedicated to the project as required by the Project Manager.

· The Hansen site project team will be responsible to assist SeaTran PM with identification of project scope, needs and issues.  SeaTran PM will represent the needs of the Core Team by identifying tasks, tracking project progress, and resolving issues. 

Hansen Deliverables:

Biweekly status reports to the SeaTran project manager. This deliverable will be managed on an ongoing basis and does not require a formal acceptance.

Completion Criteria:

· This activity will be considered complete upon SeaTran requesting  no additional services, or upon signoff. 

activity 2:  detailed Business process documentation

The purpose of this activity is to determine the “to be” processes that SeaTran will automate in Hansen.   This will create the base line for the system configuration, testing and end user training.

Hansen Responsibilities
SeaTran Responsibilities
Work Products

1. Provide guidance in identifying permit types.
1. Identify the permit types through analysis of the Business Process Documentation.
· List of permit types (SeaTran)

2. Assist with grouping of like permit processes
2. Define current permit processing workflow and group like permit processes.
· Grouped list of permit types (SeaTran)

3. Provide Hansen setup forms to capture process workflow in Version 7.5 and provide guidance in using the forms.
3. Populate Hansen Permit Setup forms for each permit type
· Completed Hansen Setup forms (SeaTran)

4. Review the design and provide guidance on all custom screens.
4. Design custom screen field requirements and sketch of screen layout. Including all primary custom tabs, review details, and inspection details.
· Custom screen sketch (SeaTran)

5. Provide guidance with classification of workflow components
5. Associate all workflow components with the appropriate processing stage for each permit type.
· Work Flow Diagrams

6. Provide advice on functionality available in Version 7.5.
6. Document processes in such a way as to maximize use and functionality within Hansen system.


7. Assist SeaTran with development of an initial test plan and scripts for each permit type.
7. Develop initial test plans and test criteria for each permit type.
· Mutually agreed test plan and criteria (SeaTran)

Assumptions Specific to this Activity:

· SeaTran will maintain the detailed business process documentation to reflect current business practices.

· Lead Business User will approve all process workflow and screen designs.  It will be the Core Team’s responsibility to obtain approval from the appropriate LOB managers.

Hansen Deliverables:  

· A list of prototypes to be developed in Activity 3.

· For each permit type, a best estimate of number of hours of work required from Hansen and from SeaTran staff, by type of activity  to implement SeaTran permit processes in the Hansen system.



Completion Criteria:

· This task will be considered complete after:

1.  all permit types identified in Section 1.2 of this document have been documented in detail (including custom screen sketches) using the provided Hansen Setup forms and approved by the LOB Managers and the Steering Committee, and

2. a test plan and criteria have been agreed on by SeaTran and Hansen.

activity 3:  system prototyping 

This purpose of this activity is to create a prototype of each identified permit process in the Development environment of the Hansen system.  The detailed process documentation from Activity 2 will serve as a guide for the setup staff.  The system prototype will be adequately tested and modified to replicate business workflow before moving the setup to the Production environment.

Hansen Responsibilities
SeaTran Responsibilities
Work Products

1. Hansen will oversee and lead the creation of system prototypes and provide advice on Version 7.5 functionality. 
1. SeaTran System Architect will assist the Hansen System Architect with the prototyping of each process type.
· System Prototype (Hansen)

2. Lead the creation of each permit type as identified in the Business Process Documentation
2. Assist with the creation of each permit type as identified in the Business Process Documentation


3. Assist with the permit setup and provide guidance with classification of workflow components.
3. Associate all workflow components, including conditions, inspections, fees, and reviews, to the appropriate processing stage for each permit type.


4. Assist with the creation of the custom screens
4. Lead the creation of the custom screens.
· Custom Screens (SeaTran)

5. Provide guidance on the creation of Oracle tables, including required fields to associate to Hansen architecture.
5. Create Oracle table for each custom field and determine field name, field size and field type for each custom field.
· Oracle Tables (SeaTran)

6. 
6. Define and enter user-defined codes.
· User Defined Codes entered to appropriate Tables (SeaTran)

7. Assist with creation of user defined code definitions
7. Enter all table codes according to standardized naming convention of reviews, conditions of approval, fee descriptions, inspections, and code definitions.


8. Provide guidance on the creation of Oracle tables to support user defined code definitions
8. Enter all user defined code definitions and create associated Oracle table.
· Oracle table (SeaTran)

9. Provide guidance on configuration management tasks.
9. Define a configuration plan and procedures, and assign configuration management responsibilities to an individual or organization.
· Configuration Management Plan and Procedures (SeaTran)

Assumptions Specific to this Activity:

· SeaTran and Hansen will work in a collaborative manner in the design and development of the system prototypes

· The system prototypes will be created in the Development environment and will be adequately tested and approved before they are recreated in the Production environment.

· It is assumed that this task will be an iterative process that will be completed within the time allotted in the project timeline.  

· The system design should maximize access to information while maintaining flexibility for future enhancements and redesign.


Hansen Deliverables:

· Prototypes for each permit type.  

Completion Criteria:

· This task will be considered complete after a prototype for each of the permit types identified in Section 1.2 has been approved by SEATRAN 

,activity 4:  system prototype testing and approval

The purpose of this activity is to ensure that each system prototype is tested and approved by SeaTran, using the test plan and criteria developed in Activity 2. The focus of the System Prototype testing is to ensure that the prototypes meet the business requirement outlined in the detailed process documentation for each permit type.

Hansen Responsibilities
SeaTran Responsibilities
Work Products

1. NA
1. Identify a business user and focal point for testing.
List of Business Users/Testers (SeaTran)

2. Review Test Plan, Test Scripts, and Acceptance Criteria.
2. Create a Test Plan, Test Scripts, and Acceptance Criteria.
Test Plan, Test Scripts, and Acceptance Criteria (SeaTran)

3. Assist with setup of test and development environments as needed.
3. Setup Test and Development Environments
Test and Development Environments (SeaTran)

4. Load permit prototypes into development environment
4. Assist with permit prototype load into development environment
Permit Prototypes Loaded in Development Environment (SeaTran)

5. Assist with test data loads as needed.
5. Create Test Data and scripts to load into Test Environment
Test Data Loaded to Test System (SeaTran)

6. Assist SeaTran testing lead on prototype testing.
6. Lead system prototype testing, document results, and obtain prototype approval.
Test Results Report (SeaTran)

Sign off on Prototypes (SeaTran)

7. N/A
7. Maintain documentation of defects and required changes.
· Defect and Required Changes Tracking Report (SeaTran)

8. Review required modifications and make necessary changes.
8. Approve permit design and configuration.


9. Adhere to the Change Management/Scope Control Procedure.
9. Develop Change Management/Scope Control Procedure
Change Management/Scope Control Procedure (SeaTran)

Assumptions Specific to this Activity: 

· The basis of the testing will be the detailed process documentation for each prototype.

· SeaTran staff will conduct the testing

· SeaTran LOB Managers will be responsible for approving each prototype.

· SeaTran testing staff will have a period of time as designated in the project timeline to test and document required changes for each permit type.  Changes must be submitted in writing to the Hansen and SeaTran system architects.  

· Hansen and SeaTran System Architects will review the list of modifications to determine which corrections will be required.

· If the permit type requires modifications, it will be re-tested to verify all corrections have been completed and the corrected version meets testing criteria.

Hansen Deliverables:
· Tested and Approved permit prototypes.

Completion Criteria:

· This task will be considered complete when each permit prototype has been tested and approved by SeaTran.

activity 5:  Interface development / Testing / Acceptance

The purpose of this activity is to develop all required system interfaces. 

Hansen Responsibilities
SeaTran Responsibilities
Work Products

1. Create  Interface Control Documents.
1. Assist in completing the Interface Control Documents
· Draft Interface Control Document, with estimate of consultant hours for SeaTran approval (Hansen)

2. NA
2. Review and Approve Interface Control Documents
· Interface Control Documents (SeaTran)

3. Develop interfaces per interface control document.
3. Provide input on the interface development as required.
· Interface Scripts (Hansen)

4. Assist on developing the interface  Testing Plans
4. Develop interface testing plan 
· Interface Testing Plan (SeaTran)

5. Approve testing scripts
5. Develop testing scripts and acceptance criteria for each interface
· Testing scripts and acceptance criteria (SeaTran)

6. Revise interface according to comment provided by SeaTran
6. Test interfaces and provide comment on required modifications if applicable.


7. Document the final functional/technical specification of each interface.
7. SeaTran accepts final interface per final control document.
· Final Interface Control Document (Hansen)

Assumptions Specific to this Activity:

· The individual interface control documents will describe the requirements and functions associated with each interface.  This document will describe the mapping of data from legacy systems to Version 7.5, type and frequency of updates, and responsibilities. The Interface Control Document will not be finalized until the interface is functioning and has been accepted by SeaTran.

· The detailed specifications of each interface are outlined in the individual control documents including pre-processing instructions, responsibilities, and assumptions.

· Final permit setups must be completed before final interface testing can be conducted.

· Outstanding issues identified in each Interface Control document will be resolved prior to the development of each interface

· Test scripts and acceptance criteria must be submitted to Hansen a minimum of 2 weeks prior to the interface testing phase.

· Specific acceptance criteria will be documented in the final interface control document 

· Interface Control Document will determine final price of the interface

Hansen Deliverables:

· Functioning Interface for the following:

· Accounts Receivable (to either existing SeaTran AR or proposed Summit AR).

· Human Resources Information System (HRIS)

· City WebView Timesheet application

· GIS 

· Final Interface Control Document 

Completion Criteria:

· This activity will be considered complete once the interfaces control documents have been accepted and the interfaces are functioning as specified in the interface control document.

activity 6:  Data conversion Development / Testing / Acceptance

The purpose of this activity is to describe the placement of data from SeaTran’s legacy systems into the version 7.5 data model.  Mapping from legacy systems to Hansen is outlined in the data conversion control document for each data source.  

Hansen Responsibilities
SeaTran Responsibilities
Work Products

1. Assist with development of Data Conversion Plan as needed. Approve final document.
1. Develop Data Conversion Plan, and assign Data Conversion Management responsibilities to an individual or organization. Obtain approval for the document from Hansen.
Approved Data Conversion Plan (SeaTran)

2. Oversee the data conversion analysis process.
2. Assist in the data conversion process.


3. Develop the Data Conversion Control Document.
3. Assist with development of the Data Conversion Control Document.
· Data Conversion Control Document (Hansen)

4. NA
4. Review and approve Data Conversion Control Document
· Data Conversion Control Document (SeaTran)

5. Develop conversion mapping files to the specifications lined out in the Data Conversion Control Document 
5. Review and approve the mapping files.
· Data Conversion Mapping files (Hansen)

6. Assist in the development of the  Testing Plan
6. Develop testing plan, which includes test scripts and acceptance criteria
· Data Conversion Testing Plan (SeaTran)

7. Review and approve test scripts and acceptance criteria
7. Review and approve test scripts and acceptance criteria


8. Assist with final data load (on-site if required) 
8. Load bulk Oracle dmp file with final data conversion 
· Oracle dmp file (SeaTran)

9. N/A
9. SeaTran accepts conversion per final control document.
· Final Converted data (SeaTran)

Assumptions Specific to this Activity:

· The data load will be completed in steps consisting first of a test data load in which Hansen conversion department will convert data from SeaTran’s legacy systems into the Hansen data model.  SeaTran will have a period of time to review the placement of the data, and provide comments back to Hansen as to required revisions.  The second conversion will consist of a bulk conversion of the finalized and historic permits.  Finally, SeaTran will be responsible for entering information for permits issued during data conversion.

· The detailed specifications of each interface are outlined in the individual control documents including pre-processing instructions, responsibilities, and assumptions.

· SeaTran must provide a change file for each conversion source after the bulk data conversion is completed.  The access to a change file will greatly impact the amount of downtime required for each conversion.

· Outstanding issues identified in the  Data Conversion Control document will be resolved prior to the development of conversion mapping files

· There may be several days of down time associated with the final data conversion, during which time SeaTran staff must cease use of legacy system and track permitting activity by other means.  SeaTran staff will be required to hand enter the data that was accumulated during conversion down time into the Hansen system.

· SeaTran contacts must be available to respond to issues that may arise that were unforeseen in the Data Conversion Control Document.

· Test scripts and acceptance criteria must be submitted to the SeaTran Project Manager a minimum of 2 weeks prior to the data conversion testing phase.

· Final conversion pricing will be determined by the Data Conversion document

Hansen Deliverables:

· Final converted data into Hansen Version 7.5 data model from the permit sources identified in Section 1.2.

· Final Data Conversion Control Document



Completion Criteria:

· This task will be considered complete once all data from each legacy system is converted into the Hansen system as specified in the final Data Conversion Control Document and has been accepted by SeaTran.

activity 7:  installation plan

The purpose of this activity is to install the Hansen Version 7.5 software on a designated SeaTran server and all required client workstations. Development, Training and Production Oracle instances will be created to support activities.

Hansen Responsibilities
SeaTran Responsibilities
Work Products

1. Provide hardware and software requirements
1. Install and configure required hardware, operating system software, and system management and networking tools to support the Hansen Version 7.5 installation, 
· Minimum hardware/software standards (Hansen)

· 

2. Advise SeaTran on sizing recommendations for server.
2. Procure adequate server space for a Development, Training, and Production Oracle environment 


3. Lead the Installation and configuration of the development, testing, training and production database instances on a SeaTran-designated server environment. 
3. Maintain development, testing, training, and production environments throughout the project.
· Development Oracle Instance (Hansen)

· Training Oracle Instance (Hansen)

· Production Oracle Instance (Hansen)

4. Confirm Hansen software functions appropriate on standard client workstation
4. Install Hansen Version 7.5 on all required client workstations
· Installed client workstations (SeaTran)

Assumptions Specific to this Activity:

· SeaTran will provide a Database Administrator to maintain adequate server and networking facilities.  The DBA will also be required to manage each Oracle database instance.

· Client installation will be completed according to the Project Timeline so as not to delay dependent activities.

Hansen Deliverables:
· Installed server database instances.

Completion Criteria:

· The installation will be complete when the database instances and each client workstation have been installed with Hansen Version 7.5 software, and client/server communication has been demonstrated. 

activity 8:  reports development

The purpose of this activity is to identify and create all required reports that must be generated from the Hansen system to support business processes. 

Hansen Responsibilities
SeaTran Responsibilities
Work Products

1. Provide guidance with the Hansen system data structure.
1. Provide skilled report writer to manage SeaTran’s reporting needs 


2. Assist with identification of SeaTran reports
2. Identify required SeaTran reports
· Report list (SeaTran)

3. Provide assistance with incorporating the installation and configuration of the report writer in the Hansen system Environment. 
3. Select and install report writer permit to create database reports.  


4. Provide recommendation on report layout
4. Determine required output and design report layout
· Report content and layout designs. (SeaTran)

5. Provide sample database reports, selection criteria, parameter formulas, etc. 
5. Develop reports
· Developed reports (SeaTran)

6. Assist with the development of Test Plan, Test Scripts, and Acceptance Criteria for Reports. Review final documents.
6. Develop Test Plan, Test Scripts, and Acceptance Criteria for Reports Testing, and obtain approval from Hansen staff.
Approved Test Plan, Test Scripts, Acceptance Criteria (SeaTran)

NA
7. Test reports and document test results.
Test Results Report (SeaTran)

NA
8. Obtain sign off on Reports
Reports approved for production implementation (SeaTran)

9. Assist with the development of an ongoing maintenance plan for reports.
9. Maintain reports - develop plan for ongoing maintenance of reports, and prioritization and development of new report requests.
Report Maintenance Plan (SeaTran)

Assumptions Specific to this Activity:

· “Reports” include all permits, letters, management/internal reports, inspection/review forms, notices, mailing lists, etc. which reference data fields from the Hansen database.

· A Hansen Reporting Consultant will be provided for a specified number of hours to provide technical advice on the location of data fields and architecture of the Hansen database.

· Hansen staff will be able to provide best support with Crystal Reports.

· Changes to configuration of permit setups may impair database reports. Modifications to database reports will be the responsibility of SeaTran.



Hansen Deliverables:

· Report development consultation guidance to SeaTran report writer for a period of hours to be established by the Project Director.

Completion Criteria:

· This activity will be considered complete upon SeaTran requesting no additional services, or upon signoff.   

activity 9:  final system testing

The purpose of this activity is to certify the system for production. 

Hansen Responsibilities
SeaTran Responsibilities
Work Products

1. Oversee the System Production certification process.
1. Assist in ensuring the system is production ready.


2. Assist SeaTran with the revision and further development of a mutually agreeable test plan and scripts for each permit type.
2. Develop final version of the system test plan and test criteria begun in Section 2.
· Final Acceptance Test plan and criteria (SeaTran)

3. N/A
3. Identify testing groups and allocate adequate staffing hours to conduct system  testing 


4. Assist in the permit testing.
4. Test each permit type


5. N/A
5. Submit written documentation that identifies areas of required modification
· List of required modifications (SeaTran)

6. Review required modification and make necessary changes.
6. Approve permit design and configuration.


Assumptions Specific to this Activity:

· An initial test plan and test criteria has been developed for each permit type as part of Activity 2.

· The business workflow of the prototypes must be tested and approved prior to final system testing.  Final system testing will not revisit workflow issues, but will focus on the overall system functions of the software, interface, and conversion components.

· SeaTran staff will conduct the testing.

· SeaTran Project Director will be responsible for approving each prototype for production.

· SeaTran testing staff will have a period of time as designated in the project timeline to test and document required changes for each permit type.  Changes must be submitted in writing to the Hansen and SeaTran system architects.

· Hansen and SeaTran System Architects will review the list of modifications to determine which corrections will be required.

· If the permit type requires modifications it will be re-tested to verify all corrections have been completed and corrected system meets test criteria.  

Hansen Deliverables:

· Guidance to SeaTran in the development of the testing plan and scripts.

· Review and agreement on the final Acceptance test plan and test criteria.

· Tested and Approved permit types

Completion Criteria:

· This activity will be considered completed when a test plan and test criteria for the support of all permit types has been documented and mutually agreed, and when the overall system functions in accordance with these mutually agreed upon system test plan and criteria. 

activity 10: Final System Configuration (Production Environment)

The purpose of this activity is to recreate the final setups in the production environment after prototyping and testing have been completed.    

Hansen Responsibilities
SeaTran Responsibilities
Work Products

1. Assist with finalization of all development setups 
1. Finalize all modifications to setups in the development environment. 


2. Assist with recreation of setup components in production environment.
2. Recreate setup in production environment, including all conditions, fees, reviews, and inspections.
· Checklist of Final Production Setup Required Tasks (Hansen)

· Final Production Setups (SeaTran)

3. Assist with recreation of all custom tabs.
3. Recreate all custom tabs, including main workbench, inspection details, review details, and resource tabs.
· Final Production custom tables (SeaTran)

4. Assist with recreation of all table codes.
4. Recreate all table codes
· Final population of table codes (SeaTran)

Assumptions Specific to this Activity:

· This activity is primarily a data entry task and only requires the supervision and final review by the System Architects.

· This task must be completed prior to the final data conversion

Hansen Deliverables:

· Configured Hansen system in Production environment

Completion Criteria:

· This task will be completed after all tested development permit setups have been recreated and tested in the Production environment.

activity 11:  Training plan and curriculum 

The purpose of the training plan is to create a customized training program that will provide all site users and managers with an adequate skill level in the functionality of the Hansen system by the end of the project implementation.  

Hansen Responsibilities
SeaTran Responsibilities
Work Products

1. Assist with the development of the Training Plan and Training Curriculum..
1. Assist with development of Training Plan and Training Curriculum.
· Customized Training Plan (Hansen, SeaTran)

· Customized Training Curriculum (Hansen, SeaTran)

2. NA 
2. Get approval of Training Plan and Training Curriculum.
· Approved Training Plan and Training Curriculum (SeaTran)

Assumptions Specific to this Activity:
· A Hansen trainer will work closely together with a SeaTran trainer to develop a customized training plan and training curriculum for each of SeaTran’s work groups.  The Hansen trainer will provide expertise in the Hansen software, while the SeaTran trainer will represent the individual needs of the various SeaTran workgroups by providing expertise in business practices and exceptional knowledge of the configuration of the Hansen system.  The Hansen training program will be customized in such a way as to provide sufficient training to all site users and managers at a level that is consistent with their job function and computer skills.

· SeaTran will identify the training groups and assess the skill level of the user population to accommodate these needs in the training curriculum.

· The training plan will also promote the “Train-the-Trainer” approach in which SeaTran Trainers will eventually take on the task of training after the initial training series.

· The SeaTran trainer will be expected to actively collaborate with the Core Team and other SeaTran staff to assess SeaTran needs prior to the Hansen trainer’s onsite curriculum development session.

· The SeaTran trainer will have received adequate training on the Hansen system and SeaTran’s unique system configuration prior to the Hansen trainer’s onsite sessions.

Hansen Deliverables:

·  NA

Completion Criteria:

· This Activity will be completed after the customized training plan and curriculum for each permit type is finalized and approved by SeaTran.

activity 12:  end-user Training

The purpose of Hansen training is to provide V7.5 training to all site users and managers at a level that is consistent with their job function and computer skills. 

Hansen Responsibilities
SeaTran Responsibilities
Work Products

1. NA
1. Identify work groups and student lists for each scheduled training session.
List of Trainees (SeaTran)

2. Identify desired training days in schedule.
2. Oversee the training scheduling to ensure the appropriate days of training according to training plan.
Training Schedule (SeaTran, Hansen)

3. NA 
3. Secure training facility according to schedule.
Training Facility (SeaTran)

4. Assist with training sessions based on customized curriculum.
4. Conduct training sessions with assistance from Hansen Trainer. 
Training Completed (SeaTran, Hansen)

Assumptions Specific to this Activity:

· Hansen Trainers will be scheduled for 4-day blocks of time.  Specific class lengths will vary. Department managers should plan accordingly and prepare to reallocate resources if necessary to cover each student’s regular tasks.

· The number of required training days must account for class size. Hansen trainers will train a maximum of 12 students per class.

· The Hansen Trainer and SeaTran Trainer will conduct training sessions together.  The Hansen Trainer will provide expertise with the Hansen software, while the SeaTran trainer will provide expertise with the SeaTran business functions.

Hansen Deliverables:

· Assistance with end-user training as specified in the training plan.

Completion Criteria:

· Training will be completed after the training sessions designated in the training plan have been satisfactorily conducted.

activity 13:  Identify and Configure Additional Permit Types

The purpose of this activity is to account for the ongoing incorporation of SeaTran’s business processes into the Hansen system.  This task will be the responsibility of SeaTran staff. 

Hansen Responsibilities
SeaTran Responsibilities
Work Products

1. Assist with identification of additional tracking types.
1. Identify additional permit types
· List of permit types (SeaTran)

2. N/A
2. Complete detailed business process documentation for each permit type
· Completed Hansen Setup forms  (SeaTran)

3. N/A
3. Configure prototype of permit type setup in Hansen system
· System prototype (SeaTran)

4. N/A
4. Test and modify setup as required


5. N/A
5. Transfer setup to Production environment
· Final Production setups (SeaTran)

Assumptions Specific to this Activity:

· This task is intended to account for additional permit types that were not identified in the first assessment of SeaTran’s business processes.  

· The permit types identified in Section 1.2 will be given priority during the system configuration.  The configuration of additional tracking types will be incorporated into the schedule in such a way as not to impact the original project plan and timeline.

· If Hansen needs to take a role in this activity, a change order will be negotiated.

Hansen Deliverables:

· None unless change order is agreed to.

Completion Criteria:

· This task will be managed by SeaTran and is considered complete after all of SeaTran’s desired permit types have been incorporated into the system configuration. 

activity 14:  Trigger development

The purpose of this activity is to create customized system functionality through the development of Oracle database triggers. It will be the responsibility of SeaTran staff to identify, prioritize and develop all required database triggers.

Hansen Responsibilities
SeaTran Responsibilities
Work Products

1. Assist with identification of database triggers
1. Identify desired database triggers


2. Provide recommendations on database trigger priority
2. Prioritize database triggers
· Prioritized Trigger Inventory List (SeaTran)

3. Provide advice on documentation of database triggers
3. Document specific requirements of database trigger functionality
· Trigger Requirements Document (SeaTran)

4. Review Trigger Implementation Document and verify trigger requirements
4. Document trigger functionality in a Trigger Implementation Control Document
· Trigger Implementation Document (SeaTran)

· Cost estimate for trigger development assistance. (Hansen)

5. Assist with trigger development
5. Develop SQL coding scripts for trigger according to SeaTran requirements
· SQL Coding Script (SeaTran)

6. Assist with testing of database trigger functionality
6. Develop trigger testing plan to test database trigger functionality and document required modifications
· Trigger Testing Plan (SeaTran)

7. Provide technical advice for maintenance and modifications of database trigger
7. Maintain database trigger through modification of coding scripts
· Updated Trigger Implementation Document (SeaTran)

· Modified SQL coding script (SeaTran)

Assumptions Specific to this Activity:

· A specified number of hours will be allocated for Hansen to assistance with development of database triggers, based on the estimate provided by Hansen as approved by the SeaTran Project Director.  It will be the responsibility of SeaTran staff to develop and maintain database triggers.  

· All database triggers and future modifications to coding scripts must be registered with the Hansen Help Desk as they are developed and implemented.

· Changes to configuration of permit setups may impair database triggers. Modifications to trigger coding scripts will be the responsibility of SeaTran.  

Hansen Deliverables:

· Database trigger consultation services.

Completion Criteria:

· This activity will be completed after a Hansen technical resource has provided the agreed upon hours of trigger consultation services.

activity 15:  Future System configuration

The Hansen permitting system can be tailored to fit SeaTran’s unique business processes by utilizing the flexibility of the permit type setup features in V7.5.  As business processes change, future system configurations and modifications will be required to the Hansen system to support those changes.  This task will be the responsibility of SeaTran to manage and maintain.

Hansen Responsibilities
SeaTran Responsibilities
Work Products

1. Knowledge transfer to System Architect
1. Active participation in the original system configuration and design of the Hansen system.


2. Provide technical assistance prior to acceptance
2. Identify areas of future system modifications.


3. Provide Help Desk assistance after system acceptance
3. Utilize Help Desk services after final system acceptance


Assumptions Specific to this Activity:

· SeaTran staff will manage future system modifications once the system has been accepted. 

· SeaTran may purchase additional services to assist with future system configuration

Hansen Deliverables:

· Professional Service assistance as negotiated by the SeaTran Project Director.

· Help Desk services as defined in the annual service agreement. 

Completion Criteria:

· Help Desk service is an on-going activity under the maintenance agreement.

activity 16:  ORACLE TUNING

The purpose of this activity is to optimize the Hansen system for best performance. 

Hansen Responsibilities
SeaTran Responsibilities
Work Products

1. Provide Oracle sizing, table configuration and tuning guidance to the SeaTran database administrator.
1. Tune the Hansen Oracle installation


2. Provide SeaTran guidance in the monitoring of the system 
2. Monitor system 


3. Provide SeaTran guidance in addressing performance problems
3. Address performance problems


Assumptions Specific to this Activity:

· These services will be billed at an hourly rate.

Hansen Deliverables:

· Professional Service assistance as requested. 

Completion Criteria:

· This activity will be considered complete upon SeaTran requesting  no additional services, or upon signoff. 

4 DELIVERABLES and Acceptance Criteria

4.1 PROJECT COMPLETION CRITERIA 

Hansen will have fulfilled its obligations under this agreement when Hansen completes the Hansen responsibilities defined in this statement of work, in accordance with the completion criteria, and professional services hours allocated or.  Project deliverables and completion criteria are listed under each Activity; the deliverable review procedure is described in Section 6.4. 

5  PROJECT STAFFING and roles

5.1 Hansen Project Staffing Requirements

5.1.1 Hansen Project Liaison

Responsibilities include:

· Primary Hansen contact

·  Report deliverables and billable services against schedule, resources, and budget.
· Coordinate provision of all Hansen services

· Track project scope changes

· Work with Project Manager, System Architects and Core Team to resolve project issues in a timely manner

· Provide recommendations to Core team on system design and permit setups

· Assist in developing methodology for progress and final program design testing (work flow tree, scripts/formula quality checks, checking all scenarios)
5.1.2  Hansen System Architect 

Responsibilities include:

· Lead the configuration of system prototyping activities based on detailed process documentation submitted by Core Team

· Assist in the creation of table code lists according to SeaTran requirements

· Assist in the creation of custom workbench tabs according to Core Team design

· Assist in the creation of Oracle tables for custom workbench tabs

· Assist with input of fees, inspection, review, and condition formulas through use of the formula editor utility 

· Assist the Test Lead with prototype testing

· Assist in the modification of system prototype according to Core Team and System Architect recommendations

· Assist in the finalizing system prototype through reiteration of system design and testing

· Assist with recreation of setups in Production environment

5.1.3 Hansen Trainer

Responsibilities include:

· Collaborate with SeaTran PM to determine SeaTran’s training needs

· Assist in developing a training plan

· Assist in developing customized training curriculum based on SeaTran’s training needs.

· Co-conduct Hansen training sessions according to established schedule

5.1.4 Hansen Conversion Specialist

Responsibilities include:

· Primary contact for project conversion

· Evaluate sample database(s) and metadata files submitted for Hansen conversion 

· Provide recommendations on conversion approach

· Identify conversion issues and help design and provide solutions.

· Create data conversion control documentation and revise according to SeaTran’s review comments

· Develop conversion mapping files according to final data conversion control document

· Conduct test data conversion from legacy system into Test environment

· Revise mapping files according to review comments from SeaTran staff

· Conduct final data conversion into Production environment

5.1.5 Hansen Interface Specialist

Responsibilities include:

· Primary contact for project interface development

· Oversee the completion of the Interface Control Documents

· Document interface functionality requirements

· Provide recommendations on interface approach

· Evaluate sample data structure to or from which Hansen must interface

· Identify interface issues 

· Create interface control documentation and revise according to SeaTran’s review comments

· Develop interface coding scripts according to final interface control document

· Assist with development of testing scripts

· Revise mapping files according to review comments from SeaTran staff

5.1.6 Hansen Trigger Developer

Responsibilities include:

· Provide technical support to the SeaTran trigger contact as described in Activity 14

5.1.7 Hansen Oracle Database Administrator

Responsibilities include:

· Provide technical support to the SeaTran Oracle DBA

· Set initial Oracle parameters

· Advise SeaTran on the creation of indexes

· Advise SeaTran on how to best monitor system performance

· Advise SeaTran on how to tune the system to address performance problems

5.2 5.2 SeaTran PROJECT STAFFING REQUIREMENTS

5.2.1 SeaTran Project Director

Responsibilities include:

· 
· Review and approve implementation schedule

· Final approval of Hansen Deliverables

· Serve as Project Advocate to Steering Committee for issues resolution and decision-making requirements

· Inform high level management of project progress, issues, and process changes

· Conduct management briefings

· Approve project scope changes 

· Primary contact for on-going sales

5.2.2 System Architect

Responsibilities include:

· Assist with resolution of project issues

· Assist the Hansen System Architect in the System Design and Prototyping

· Assist with the facilitation of the review and approval of process documentation and system design produced by Core Team

· Maintain custom documentation (track custom tables, code definitions, etc.)

· Disseminate information to/from Project Teams and focus groups

· Have working understanding of the software and terminology

· Facilitate team and focus group meetings

· Assists team members with conflict resolution, consensus building and decision making 

· Coordinate and develop methodology for progress and final program design testing (work flow tree, scripts/formula quality checks- checking all scenarios)

· Coordinate project and user documentation

5.2.3 SeaTran Project Manager

Responsibilities include:

· Primary SeaTran contact

· Track Hansen deliverables and billable services against schedule, resources, and budget.

· Develop and oversee the project plan and implementation schedule

· Monitor budget 

· Oversee the completion of project deliverables according to project schedule

· Lead weekly status meetings with Core Team to discuss progress, issues and upcoming tasks

· Submit bi-weekly status reports to the IT Manager and Core Team tracking project accomplishments, weekly tasks and milestones, issues and key decisions, and schedule progress.

· Track project scope changes

· Maintain and update the project plan on a weekly basis

· Assist team members with conflict resolution, consensus building and decision making.
5.2.4 Core Team Leader for each Permit Type

Responsibilities include:

· Collect paperwork associated with permit work flows (workflow diagrams, permit permits, routing slips, printed permit templates, fee schedules, monthly and annual report requirements, etc.)

· Verify internal work flows with business users.

· Create weekly status reports for the Project Manager.

· Attend status meetings and participate in user groups

· Interpret the final workflow into Hansen Stages

· Provide input on the design of custom workbench tabs to capture all custom data for main permit, renewals, etc. (data capture for reporting, data to trigger fees, data to trigger activities)

· Assist with creating custom field names and types for each custom workbench tab for processing via SQL

· Provide recommendation for access control for users

· Collaborate with organizational managers to design process flows

· Obtain approval from LOB managers on detailed documentation, prototyping and overall system design

5.2.5 Lead Business User

Responsibilities include:

· Prioritize Department goals

· Sign-off on system design and prototypes

· Sign-off on final permit setups 

· Coordinate end user training schedule with SeaTran Lead Trainer 

5.2.6 Site Conversion Contact

Responsibilities include:

· Primary contact for Hansen conversion specialist

· Provide database(s) for Hansen conversion in requested format 

· Identify conversion requirements for each permit type

· Identify and resolve conversion issues by facilitating discussion groups with Core Team and management

· Provide recommendations and obtain approval on conversion approach

· Review conversion control documentation and provide comments to Hansen conversion specialist

· Review and approve final data conversion control document

· Develop data conversion testing plan, which includes test scripts and acceptance criteria 

· Coordinate test data load from legacy system into Test environment

· Review test data load and provide comment

· Coordinate conversion files for final data load

5.2.7 Site Interface Contact
Responsibilities include:

· Primary contact for Hansen interface specialist

· Identify interface requirements, which represents each permit type’s needs

· Collaborate with System Architect and Core Team to establish business rules for running interfaces

· Provide format of system or file that Hansen will interface to or from  

· Identify and resolve issues by facilitating discussion groups with Core Team and management

· Provide recommendations and obtain approval on interface approach

· Review interface control documentation and provide comment to Hansen interface specialist

· Review and approve final interface control document 

· Develop interface testing plan, including testing scripts and acceptance criteria for each interface

· Coordinate the testing of the interface with the project test lead in test environment

· Review test run and provide comment

· Run interface in production environment at established intervals

5.2.8 SeaTran Lead Trainer

Responsibilities include:

· Primary site contact for Hansen Trainer

· Collaborate with Core Team and Hansen project liaison to determine SeaTran’s training needs 

· Collaborate with Core Team to determine training roster

· Collaborate with Core Team and Hansen to determine user training schedule 

· Collaborate with Hansen Trainer to create customized Training Plan

· Collaborate with Hansen Trainer to create customized Training Curriculum

· Coordinate review and approval of final training plan and curriculum 

· Collaborate with Hansen Trainer to conduct training sessions

· Schedule training sessions and notify managers and staff of training schedule

· Verify availability of training facility and network connection

5.2.9 Oracle Database Administrator 

Responsibilities include:

· Primary contact for Hansen installation

· Return completed “Pre-Installation Hansen Forms”

· Install Hansen V7.5 updates on all client workstations

· Facilitate access to computer system resources

· Database backup

· Optimization of database and server

· Collaborate with System Architect on testing procedure for new Hansen V7 releases

· Manage IT security by maintaining Group User, User Manager and Access Control

· Maintain Employee logins and passwords

5.2.10 SeaTran Steering Committee 

Responsibilities include:

· The Steering Committee will be made available to review critical issues as identified by the Project Director and make decisions in a timely manner to address these issues.  

· The Steering Committee will be responsible to review and approve various recommendations made by the Project Director such as changes to business processes and staffing responsibilities, and provide responses in a timely manner so as not to impact the project schedule.

5.2.11 Testing Lead

Responsibilities include:

· Lead the system prototype and system acceptance testing

· Facilitate the development of the system test plan, test scripts, and acceptance criteria

· Coordinate the creation and load of test data to the test environment.

· Work with Configuration Manager to create and maintain the test environment.

5.2.12 Reporting Lead

Responsibilities include:

· Lead the identification and development of Hansen System Reports

· Develop report requirements.

· Develop test plan, test scripts, and acceptance criteria for reports.

· Coordinate the creation and load of test report data to the test environment.

· Work with Test Lead to conduct report testing.

· Work with Lead Business Users to obtain final approval of reports.

5.2.13 Data Conversion Lead

Responsibilities include:

· Assist with the development of a Data Conversion Plan

· Oversee all data conversion activities

· Troubleshoot and resolve problems encountered with the data conversion (missing data, bad data, data that didn't convert correctly, etc.)

· Keep Project Manager informed of all data conversion activities and statuses.

6  PROJECT decision making PROCESS

6.1 Overall Project Decisions 

The decision-making process will be managed SeaTran Project Director.   The SeaTran Project Manager will track all project issues.  Minor issues will be resolved by the Core Team; issues with major implications on the project will require decision from the Project Steering Committee. 

6.2 Workflow Decisions

The Core Team will make initial decisions on the process workflow.  Changes to current business practices will be identified and brought to business unit manager for approval.   The business unit manager will provide sign-off on business workflow for permit processes as they are translated to the Hansen permitting system.  The business unit manager will be responsible for reviewing and providing approval on all processes and process changes in the Hansen system.
6.3 Project Change Control Procedure

SeaTran or Hansen may request changes to this Statement of Work at any time.   Since such change could affect the price, schedule or other terms of the Agreement, both the SeaTran Project Director and the Hansen Project Liaison must review and approve each change prior to implementation. The following Change Control procedure will be used:

1. A Project Change Request (PCR) will be the vehicle for communicating the change. The PCR must describe the change, the rationale for the change, and the effect the change will have on the project scope, schedule and budget.

2. The SeaTran Project Director and the Hansen Project Liaison will review the proposed change. The PCR will either be approved, revised, or rejected.

6.4 Deliverable Review Procedures

Deliverables for the project have been defined in this agreement under the Activity descriptions. Deliverables require a formal review and approval by both SeaTran and Hansen management. Work products have also been defined as part of the statement of work, but these do not require a formal review and sign-off process, unless a work product is also a project deliverable.

To keep the project on schedule and to address issues as quickly as possible, SeaTran will either accept or return a deliverable, if adjustments are required, within five working days upon receipt. The deliverable will be considered approved if no feedback is received within five working days, unless otherwise agreed between SeaTran and Hansen management. Extensions will not be unreasonably denied.
7  hansen PROJECT Implementation PROCESS 

Hansen’s project approach is to provide a skilled project liaison who will provide guidance to the site project team throughout the project implementation.  The Hansen Project Liaison (PL) will function as the primary Hansen contact and will oversee and coordinate all of the necessary Hansen resources to accomplish each designated task.

The Hansen Project Liaison will provide input on the project plan and timeline, in which all project tasks will be outlined and scheduled.  The Hansen PL will also be responsible for coordinating Hansen project team resources, assuring timely completion of Hansen deliverables, providing on-site support at regular intervals, and tracking and addressing all project issues identified as Hansen responsibilities as they are raised during implementation.  

The site project team has a prominent role in the project implementation strategy. The project team includes the individuals and functions listed in Section 5 of the Statement of Work.

The core team will function as the primary project resources throughout the implementation process. The Hansen PL will coordinate adequate technical training for the core project team.  Once the project team has reached the necessary skill level, each of the above contacts will be given a detailed set of tasks that they will be expected to complete by dates that are specified in the project plan. The Hansen PL, in collaboration with the site project director, will provide technical advice and guidance when required.

Part of the Hansen PL’s responsibility will be to identify and help resolve any issues that arise during the implementation.  Accomplishments, issues, and required actions will be identified and managed in regular status reports throughout the life of the project. Status reports will be presented at twice-monthly status meetings, at which the complete project team will be expected to be present and provide input.  

Expected level of involvement of the project liaison in the project’s execution 
The Hansen PL will be involved with the project implementation to the point that the Hansen system is fully operational, SeaTran has accepted the system, and the system is live.  From that point, continuing service and maintenance of the project will be provided by the full time Hansen Help Desk staff.  

The amount of time to be devoted over the duration of the project and on-site
The Hansen PL will be devoted to the project on an as needed basis until the project is completed according to the project completion criteria identified in Section 4 of the Statement of Work. 

The contents and frequency of status reports
Status reports will be presented to the project team in the form of twice-monthly project meetings.  Informal status meetings between Hansen PL and the SeaTran PM should also occur approximately every week, and a biweekly status report will document the following items:

· Group Accomplishments

· Upcoming Tasks and Milestones

· Issues

· Schedule (estimated and actual completion dates and hours)

· Key Decisions

8 Cost and Payment schedule

The costs below reflect the estimated price for the delivery of the Hansen system as outlined in the Statement of Work.  


Unit




Price
Quantity
Cost

SOFTWARE COSTS




Hansen's Version 7.5 for Permitting 
1,500
50 ea
75,000

Hansen's V7AV  (ArcView)  5-pack
7,500
1 ea
7,500

Hansen's V7AV  (ArcView)  per user > 5
1,000
45 ea
45,000

           SOFTWARE SUBTOTAL


$127,500 

PROFESSIONAL SERVICES & FEES




Implementation Services
$1,200 
40 Days
$48,000,

Hansen's Annual Service & Maintenance (18% of pre-discount price)


22,950

Software Set-up and Installation


5,000

Data Conversion Consulting/Doc  


2,500

Interface Consulting/Doc  


5,000

Onsite Training  (Includes Analysis and Classroom Training)
1,500 
24
36,000

GIS Onsite Training  (Per Training Day)
1,500 
4
6,000

          PROFESSIONAL SERVICES SUBTOTAL


$125,450 

TOTAL COST


$252,950 

Discount 15% of Software Costs 


      (19,125) 

Pre-tax total


$233,825

Sales tax at 8.7%


$20,343

TOTAL IMPLEMENTATION COST


$254,168






· * Implementation Services will be billed at $1,200 per day. If additional services are required above the 40 days defined above they will be added with a change order.  Additional services, if required, will be at the rate of $1500 per day
.

· **Data conversion document will determine additional costs if any for conversion

· *** Interface Control document will determine additional costs if any for interfaces

The payment schedule is based on major project activities; the city will be billed monthly for items completed in that month, as identified below. 

Activity 
Payment Basis

Software Cost 
25% at contract signing

25% on successful  installation of the first two permit prototypes in development (see Activity 4 Item 4)

50% with successful production implementation of all defined permit types (see Activity 4 Completion Criteria)

System Design and Configuration 
Monthly as incurred

Data Conversion Document
On completion and acceptance by the project manager (see Activity 6 Item 4)

Data Conversion 
On completion and acceptance by the project manager (see Activity 6 Completion Criteria)

Interface Control Document 
On completion and acceptance by the project manager (see Activity 5 Item 2)

Interface Development 
On completion and acceptance by the project manager (see Activity 5 Completion Criteria)

Training Plan and Curriculum
Monthly as incurred (see Activity 11 Item 1 and Completion Criteria)

End-User Training
Monthly as incurred (see Activity 12 Completion Criteria)

Client Installation
Monthly as incurred (see Activity 9 and 10 Completion Criteria)

Reports Consultation and Development
Monthly as incurred (see Activity 8 Completion Criteria)

Database optimization and Trigger Consultation
Monthly as incurred (see Activity 14 and 16 Completion Criteria)

Travel ($227 per day)
Monthly as incurred

Actual Airfare (should not exceed $300 per flight)
Monthly as incurred

9 Timeline

A detailed project schedule will be developed during Activity 1.  The preliminary timeline is:

First Quarter 2001: Purchase software and begin implementation

Second Quarter 2001: Complete Traffic Permits and initial Street Use implementation 

Third Quarter 2001:  Complete Street Use implementation and Close out
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