Task Order request form
Complete all applicable sections and e-mail to:  doa.taskorders@alaska.gov
	ReqUesting AGENCY INFORMATION

	Department:
	

	Division/Section:
	Teacher & Learning Support / Teacher Certification

	Billing Contact:
	Suzi Vollmer
	Ph #:
	907-465-8696
	E-mail: 
	Suzi.Vollmer@alaska.gov

	CC / LC:
	CC: 5113260



	Task Order information

	Solicitation Type:
	|X| Best Value	|_| Low Price

	Cost Type:
	|_| Fixed Fee	|_| Time & Materials: 400 est # of hours

	Response Deadline: 
	02/23/2013 

	
	If Task Order is expected to be $50,000 or under, circulation period must be at least 3 business days. If over $50,000, circulation period must be at least 5 business days.

	Project Title:
	TeacherCert Document Management Update & Migration

	Project Manager
	Jeff Milton
	Ph #:
	907-465-3825
	E-mail: 
	Jeff.Milton@alaska.gov

	Category:
	

	Start Date:
	3/1/2013
	Project Estimate:
	$50,000
	|_| NTE

	End Date:
	04/30/2013
	
	

	Location of Work:
	Juneau, Alaska
	|_| No Preference



	[bookmark: _GoBack]vendor selection
(Only complete if Not to Exceed is $50,000 or less)

	Vendor #1:
	Applied Microsystems

	Vendor #2:
	Sockeye Business Solutions, Inc

	Vendor #3:
	Network Business Systems

	More vendors may be included on an additional sheet.



	IT STANDARDS


All work on any contract awarded as a result of this task order must be in compliance with state and federal requirements, including but not limited to the state information technology and telecommunication security policies and Technology Management Council (TMC) standards.

The state telecommunication and information technology security policies can be located at:
security.alaska.gov

The TMC standards can be located at:
www.state.ak.us/local/akpages/ADMIN/info/plan/standards.shtml

Both can be downloaded by any authenticated state employee.

	DEpartment Approval

	|_|
	I, Bob Heflin, represent that I am authorized to and do bind the Department to this request and certify that this Task Order is in compliance with the Department’s IT Plan, the Statewide IT Plan and the IT Standards, and is in the best interest of the state.



	TOPS Request Form v1.6
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	0070-11-13
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Background
The Department of Education's Teacher Certifcation (TeacherCert) program receives and stores various documents from indivuals who desires to receive their teacher certification in Alaska.  Several years ago, the TeacherCert program implemented a document management process that consists of Kofax Capture Imaging Solution (Kofax) for scanning and EMC's AppXtender (AppXtender) for document management. The system is currently in its second implementation, with the primary difference between the versions being simplification in the process resulting from a reduction in the number and consolidation of the meta-data elements.    

This system has been unsupported or upgraded since 2009.  Recently, it started to have a number of stability issues and causes significant frustration for staff in both the TeacherCert program and EED's IT staff supporting the system.  In order to resolve these situations, it was decided to bring the Kofax & AppXtender pieces to current version, migration from the EED AD domain to SOA AD domain, migration from physical to virtual infrastructure, & other fixes.  As part of this process, quotes were received to perform the work.  Further discussions resulted in a revised decision that instead of migrating to current versions of Kofax & AppXtender, the department would migrate the AppXtender piece to SharePoint.  The Kofax portion would be migrated as originally planned.  

EED uses Microsoft SQL for its backend databases. The TeacherCert system is composed of several databases, including the main “TeacherCert” , the AppXtender database (OTG), and several other peripheral databases.  The TeacherCert database is accessed by AppXtender application to get meta-data that is then stored in the OTG database along with pertinent information about the documents.  The TeacherCert database is front-ended by MS Access.  The OTG database is front-ended by AppXtender.  There is no direct communication between the MS Access front-end and the OTG database.   

The document management function is critical to the operations of the Teacher Certification program as they receive numerous documents from teachers as they apply for their initial certifications and renewals.  These documents are retained at the department for the life of the teacher, anticipated that some of the documents would have retention periods in excess of 100yrs.   

scope / Statement of work
The Department is requesting technical staff who are knowledgeable of the Kofax Capture Imaging Solution (Kofax), Microsoft SharePoint 2013 (SharePoint), document management process, and to a lesser degree EMC's AppXtender v 5.40.  

The deliverables to be worked on in this task order include:
•         Update the existing Kofax Capture Imaging Solution (Kofax) installation to current version.
           •         Upgrade existing Kofax server infrastructure
           •         Upgrade four (4) existing Kofax client installations
           •         Install one Kofax client on one additional client with knowledge transfer
•         SharePoint installation
           •         Installation into SOA AD
           •         Core installation of SharePoint
           •         Does not include extensive Look/Feel adjustments for compliance with SOA Look & Feel policies.  This site is internal and as such, isn’t bound to strict compliance with SOA Look & Feel. 
           •         Both Test and Production should be configured.
•         SharePoint configuration for TeacherCert Document Management 
           •         30 Document Types
           •         5 Workflows
           •         Assignment of meta-data to documents as they are imported into the system in a similar manner to existing system
           •         Ability for TeacherCert staff to search documents by using meta-data entered in a similar manner to existing system 
           •         Design capacity should allow for 2,000 documents (1 or more pages each) entering per day.  Although, typical volume is closer to 100 documents/day.
•         Configure Kofax to transmit documents to newly configured SharePoint document management repository.
•         Migration of existing TeacherCert documents from EMC AppXtender to new SharePoint installation
           •         120,000 documents to be migrated
           •         Version 1 documents have a larger number of meta-data elements that need to be migrated.  This number is believed to be in the 15-20 per document, but can vary based upon the document type
           •         Version 2 documents should have the same 5 meta-data elements, irregardless of the document type.
•         Mentoring EED Staff on system configuration

special Expertise & Experience
For Task Orders with only one resource: The requesting agency must start with the highest ranked contractor at the lowest cost level.  For example, the agency must first consider having the work performed at the tech level.  If the work cannot be accomplished at that level, explain or give specific reason why the work cannot be accomplished at that level, and move to the next level, journey, and do on.

Special Considerations or Constraints
The requesting agency must include their estimates of resources in the Task Order that is assigned to the vendor, i.e. “Agency estimates/request/requires that 30% of the work be done by experts, 60% by journeyman, and 10% tech.”

The upgrades to the system are time constrained by the desire to get the TeacherCert program back to a fully functional environment as soon as possible, and the TeacherCert busy season starting in May, 2013.   
        
The staff combination of technical abilities must include experience with the following:
           •         Document management concepts and organization           
           •         Kofax Capture Imaging Solution
           •         Microsoft SharePoint Server
           •         EMC AppXtender document management           
           •         MS Office as it relates to this project
           •         MS SQL Server 2012 for configuring SharePoint
           •         Active Directory as it relates to this project for the installation of SharePoint		   
           •         Mentoring ability
           •         User facilitation skills

It is anticipated that much of the effort will be done by individuals with expert skills in their areas.  However, once the document migration is configured, much of the manual portion should be done by a journeyman.  

It is mandatory for the required experience in the desired skill set above – we will not train techs or journeys in the technologies needed; we will not authorize time from this contract for them to come in with only course training or theoretical knowledge and use this contract for OJT and to shadow an expert. Assignments for staff will be made at the discretion of the project manager, not at the discretion of the vendor as a means to teach a journeyman how to work in the technologies as described above.


TASK ORDER REQUEST FORM INSTRUCTIONS
Header Information
The Task Order # will be assigned by the Task Order Manager. Please do not otherwise assign your own number to this form.

Requesting agency information
Enter agency-specific information as required.

1.	Department:		Select your department from the dropdown box.
2.	Division/Section:	Your division and section names.
3.	Billing Contact:		The name and contact info that invoices related to this Task Order will go to.
4.	CC/LC:			The collocation/ledger code that the task order will be billed against.

Task order Information
Enter information regarding this task order.

1.	Solicitation Type:	Select which solicitation method to use for this Task Order.

-	Best Value will be awarded to the responsive and responsible vendor with the most
	advantageous response, considering project approach and risk assessment, experience and
	qualifications, Past Performance Information (PPI), and cost. Each of these four evaluation
	criteria are weighted equally at 25%.

-	Low Price will be awarded to the responsive and responsible vendor with the lowest price after
	the price has been reduced by a percentage equal to the vendor’s PPI score for evaluation
	purposes.

2.	Cost Type:		Flat Fixed Fee or Time & Materials. If Time & Materials, must enter estimated 
		number of hours needed. This will be used by the vendors in their Cost Proposal.

3.	Response Deadline:	If Task Order is expected to be $50,000 or under, this must be at least 3
	business days, otherwise the response deadline must least 5 business days. 
	These are minimums and a later date may be entered.
4.	Project Manager:	Enter the agency Project Manager name and phone number. This will be the
		point of contact for all project-specific inquiries.
5.	Category:	Select the category number that this Task Order generally falls into. Category
		definitions can be found at:
		http://doa.alaska.gov/ets/taskorder/
6.	Start/End Dates:	Enter the anticipated start and end dates for the Task Order.
7.	Project Estimate:	Enter the estimated cost of the project. If “NTE” (Not to Exceed) is checked, any 	cost 	proposals above this amount will be rejected as non-responsive.
8.	Location of Work:	Indicate where work should take place. Check “No Preference” if remote work is
		allowable. All work must be performed within the United States or Canada.

Vendor Selection
If the Task Order is expected to be $50,000 or under, the requesting agency may select a minimum of three vendors from the Vendor Pool to solicit responses from. Do not select vendors you know cannot or will not respond in order to ensure a single response – doing so may result in a procurement violation investigation and related disciplinary measures.

Department Approval
Indicate your department’s approval (IT, fiscal, and procurement) by entering the final approver’s name and checking the box. It is your agency’s responsibility to ensure all internal approvals are obtained prior to submitting this form to the Task Order Manager. Neither the Task Order Manager nor the Department of Administration assume any responsibility for an agency’s failure to obtain proper internal approval.
