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

	Department:
	

	Division/Section:
	ACPE/Outreach

	Billing Contact:
	Lori Seymour
	Ph #:
	465-6745
	E-mail: 
	lori.seymour@alaska.gov

	CC / LC:
	     



	Task Order information

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

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

	Response Deadline: 
	07/20/12 

	
	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:
	ACPE-ACAC Database Enhancement 

	Project Manager
	Greg Monrad
	Ph #:
	269-7971
	E-mail: 
	greg.monrad@alaska.gov

	Category:
	

	Start Date:
	07/21/2012
	Project Estimate:
	$500,000.00
	|_| NTE

	End Date:
	05/01/2013 (*see note below reg 08/06/12) 
	
	

	Location of Work:
	     
	|_| No Preference



	vendor selection
(Only complete if Not to Exceed is $50,000 or less)

	Vendor #1:
	     

	Vendor #2:
	     

	Vendor #3:
	     

	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, Stephan Felkl, 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.
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Background
Background: 
This project is for the design, programming and implementation of enhancements to the existing ACAC on-line database system, including project management and documentation.  The ACAC on-line database system is a SQL database running on a Windows Server and is accessed via a web app.  The existing database records meetings and event attendance of students that work with the College & Career Guides in Alaskan High Schools.  

SUMMARY OF EXISTING DATABASE
The current database is a SQL-2005 database running on Windows 2003 server.  It is access via DNN web application running on a Windows 2003 web server. It allows for recording information about staff interactions with students including one on one advising session, financial aid applications, postsecondary application and planning,  and career plans which are integral.  It also provides staff a means to record attendance at workshops by student ID # which intern ties to each student’s record.  Challenges with the current database include the need to navigate between multiple pages to record interactions with students.  Reporting capabilities are limited and must be run by IT Staff and do not represent staff work needs or reporting requirements. In addition the current database is designed for use by the College & Career Guides and does not have components needed for use by the Completions Coordinator or College & Career Specialist staff.

scope / Statement of work
The existing database records meetings and event attendance of students that work with the College & Career Guides in Alaskan High Schools.  The enhancements to the database will expand the use to other staff by an interactions database system consisting of the following 4 subsystems
• College and Career Guide Subsystem
o	Guides are located in high schools around the state and work directly with students, parents and counselors in the school.  
• Postsecondary Completions Subsystem
o	The Postsecondary Completions Coordinator is located in Anchorage but works with students enrolled in postsecondary programs in Alaska and around the US.  They are work with students who worked with a College & Career Guide in the ACAC Schools
• College and Career Specialist Subsystem
o	College & Career Specialists are headquartered in the Anchorage Walk-In Center, but also providing services throughout Alaska and through web based distance delivery
• Reporting Subsystem
o	Management statistical and staff level reports
o	School and program level reports
o	Staff reporting of student interactions
o	Work Flow reports

KEY ASPECTS AND REQUIREMENTS
• Funding Source: Federal Grant Funds. Maximum budget: $500,000.00 *of which $300,000.00 must be expended no later than August 06, 2012.   
• Design compatible for migration:  to WindowsServer2008 and SQL2012. 
• Enhancements must be a Comprehensive Database tracking data from all 4 Subsystems.
All 4 subsystems should be managed from a single database and students should move seamlessly between the subsystems.  There may be students that are receiving service from more than one subsystem at the same time.  Students may be receiving support from multiple ACPE staff at the same time.  
• Database must provide means to designate records in one or more sub-system
There may be students that are receiving service from more than one subsystem at the same time.  Students may be receiving support from multiple ACPE staff at the same time.  
• Database should utilize components from current database whenever possible 
See summary of existing database for more information.  A review of current data fields and status of use with ACPE Staff is required.
• Interactions and records should be tracked as a  “Timeline”
ACPE wishes to track key interactions and events that take place at a specific point in time along their postsecondary education process with possible visual representation of this.
• Database should be designed for easy navigation that resembles staff workflow and needs
Navigation between record areas for an individual student should be accomplished from one main page per student/client.
• Reporting subsystem must include both standard reports and easily designed ad-hoc queries.
Content of desired reports is available for design
• System must remain an online deployment with password protection and varied levels of access.
Frontline staff, supervisors and administrators require differing levels of access
• System should allow for ability to expand 

PROJECT MANAGEMENT, METHODOLGY AND DELIVERABLES
• Adherence to sound Project Management and Methodology for the duration of the project.  ACPE’s Technical Project Methodology document is attached.
• Contractor will have staff to fill roles of
o	Project Manger
o	Business Analyst
o	Programmer Analyst
• Active communication and participation of ACPE staff is critical during the Analysis and Business Design phase.
• Documentation of all phases is critical.
• Close interaction and communication between the contractor technical team and ACPE’s business user’s will be critical for the success of this contract.
• An attached document outlines critical components of each of the following phases:
o	Planning Phase
o	Analysis Phase
o	Design Phase
o	Construction Phase
o	Testing Phase
o	Implementation Phase
o	Project Wrap Up
• Effective project management should be performed.  This includes someone designated as the project manager who is actively responsible for project management best practices.  At a minimum this would include 
o	Meeting Agenda’s prepared in advance of project meetings.
o	Minutes taken in all project meetings.  A team member should be designated as the “minute taker” for each meeting.  Minutes should be included in project documentation.
o	An “Issues and Resolutions Log” that identifies issues resolved or to be resolved should be maintained for all sub projects and all unresolved issue reviewed as part of project meetings..
o	Frequency of meetings and service level agreements should be discussed and agreed upon.     

special Expertise & Experience
     

Special Considerations or Constraints
Maximum budget: $500,000.00 *of which $300,000.00 must be expended no later than August 06, 2012.   


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.
