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[bookmark: _Toc313454823]General Instructions
Vendors must use the template set out herein for submission of their response to a TOPS Request Form. Modifications to the format of this template (e.g., altering font size, altering font type, adding colors, adding pictures etc) will cause your response to be rejected.
Please list your experience in the following Categories: Project Approach, Risk Assesement, and Experience/Qualifications. 
[bookmark: _Toc313454824]Project Approach
Provide a concise and detailed summary of your approach to delivering the services described in the TOPS Request Form. The summary must demonstrate your understanding of how to successfully complete the work in a way that meets the State’s needs. 
	Project Approach cannot exceed one page.


[bookmark: _Toc313454825]
Risk ASSESSMENT
Itemize potential controllable and non-controllable risks associated with providing the services described in the TOPS Request Form and concisely describe how you will mitigate each risk.
	Risks cannot exceed one page. You may add/delete additional rows to identify additional risks and solutions, but do not exceed the page limit. Do not include any cost or marketing information.


[bookmark: _Toc313454826]
EXPERIENCE/QUALIFICATIONS
Describe your experience and qualifications specifically as they pertain to the services described in the TOPS Request. If applicable, please provide your responses to Special Expertise & Experience, and Special Considerations or Constraints areas. Your response may include prior experience, engagements, and/or past performances relative to the department needs and/or requirements as they pertain to the TOPS Request in these sections.
	Experience/Qualifications cannot exceed two pages.


[bookmark: _Toc321385716]
PROJECT APPROACH
[bookmark: EVALNAME]BEST VALUE PROCESS ONLY:  EVALUATOR NAME:      	SCORE:  |_|10 |_|5 |_|0
	The DOL is implementing a significant change to the interface of its Secure Access Manager (SAM), which involves moving the customer-facing logic from the mainframe to SharePoint.  To support this project, the DOL requires assistance developing project management artifacts, managing communications with external entities, helping to coordinate internal and contract staff working on the project, and developing and presenting data to internal and contract developer staff. 

To meet these needs, our firm will provide a senior-level project manager with extensive knowledge of the SAM project and DOL standards and procedures to provide project management services including requirements analysis, project planning, project monitoring, team facilitation, project review and documentation,  and functional testing. Additionally, we will provide a team of developers for testing and technical support.

PREPARATION AND PROJECT SETUP: Our project manager will meet with DOL management to ensure that all resource requirements have been met, determine the schedule and activities, identify communication processes, prioritize and categorize outstanding subprojects, and secure access to the DOL systems needed to ensure timely delivery.

ANALYSIS AND DESIGN: Our project manager will work with the project team to ensure that the Functional Specifications Document is maintained properly since this documentation  is used to identify the project scope. 

DEVELOPMENT: In this phase, we will manage and facilitate the development of the SAM application. 

TESTING: We will assist and coordinate testing the SAM application. 
IMPLEMENTATION: We will assist and coordinate an implementation and deployment plan.. 

PROJECT CLOSE: Our project manager will host a wrap-up meeting to discuss project accomplishments and lessons learned, and document areas that could be dealt with as future enhancements. 

PROJECT MANAGEMENT: Successful projects are well-managed projects. Our project managers adhere to a PMI-based methodology tailored specifically for the needs of IT projects, and we offer clients continuous access to our business system (e.g., timesheets, costs, status reports, issue tracking) to obviate scope, cost, or schedule surprises.




[bookmark: _Toc321385717]RISK ASSESSMENT
BEST VALUE PROCESS ONLY:  EVALUATOR NAME:      	SCORE:  |_|10 |_|5 |_|0
	RISK: Insufficient Budget
WHY IT IS A RISK: The project may be underfunded.
OUR SOLUTION: Our project manager will work with the State to carefully plan and scope the project, prioritize tasks, and ensure that high-priority tasks are completed first.

RISK: Inadequate User Acceptance 
WHY IT IS A RISK: Projects do not succeed without user acceptance.
OUR SOLUTION: We will work with the State to develop a communication plan that prescribes a high level of communication. Users will be involved in early stages in the process, and the schedule will include adequate time for users to review and accept the application.

RISK: Major Personnel Changes
WHY IT IS A RISK: The funds and information lost when key members leave a project team can be fatal.
OUR SOLUTION: Each member of the project team must have a backup. The team must create thorough documentation and update information on a regular basis.

RISK: Instability of Vendors/Contractors
WHY IT IS A RISK: An instable resource at any level will affect the ability to deliver quality products in a timely and cost-effective manner.
OUR SOLUTION: Incorporate in contracts a contingency plan including but not limited to acquiring source code. Allocate time and budget for knowledge transfer. Match DOL standards when possible. 

RISK: Lack of Contractor Availability
WHY IT IS A RISK: If contractor staff is not available, the project schedule, scope, and success will suffer.
OUR SOLUTION: Carefully plan and scope the project. Our firm uses a proprietary tool designed specifically to ensure that our team members are available for the hours stated in the TOPS Request. We are willing and able to accommodate whatever schedule DOL uses as the project evolves. 

RISK: Availability of Client Resources
WHY IT IS A RISK: If required State resources are unavailable, the contractor will not be able to ensure that quality products are delivered in a timely and cost effective manner.
OUR SOLUTION: We will identify clear expectations for members and managers and regularly review the deliverable schedule. If State resources are not available, the project lead will advise and consult on various options for addressing issues.

RISK: Dependency on Other Systems 
WHY IT IS A RISK: The system cannot go live until all systems and interfaces are complete.
OUR SOLUTION: Identify systems and interfaces and monitor their completion dates. Identify resources to coordinate testing between systems.
 
RISK: Insufficient Training
WHY IT IS A RISK: Without training, users will not be able to use the system to its full capability.
OUR SOLUTION: Include training in the project plan and allocate time as appropriate. 

RISK: Long-Term Maintenance and Training Needs
WHY IT IS A RISK: Even after the system goes live, it may be prohibitive to maintain.
OUR SOLUTION: Complete a study to determine maintenance needs and analyze requirements. 

RISK: Enhancement Requests
WHY IT IS A RISK: Implementing changes outside the project scope causes slippage and overruns.
OUR SOLUTION: Enhancements must be reviewed through a Change Management Process.




[bookmark: _Toc321385718]
EXPERIENCE/QUALIFICATIONS
BEST VALUE PROCESS ONLY:  EVALUATOR NAME:      	SCORE:  |_|10 |_|5 |_|0
	COMPANY QUALIFICATIONS

1. Our firm has provided software development and support services for dozens of successful critical projects for a number of State agencies, from requirements gathering and project management through design, development, testing, and implementation. We have provided extensive development, project management, and testing services for significant State projects such as the Department of Revenue’s Data Entry and Examination (DEX) application to improve tax return processing, and the online PFD application.

2. We have been working with the Department of Labor (DOL) for many years and have gained a tremendous depth of knowledge of the DOL business practices, systems, and culture. Furthermore, our proposed project manager has extensive experience at the DOL. Our project manager and several team members have direct experience working on the SAM project. This hands-on experience with the project will ensure that the DOL’s needs are met in an efficient and cost effective manner.


STAFF QUALIFICATIONS

We have selected a highly qualified senior-level project manager/analyst with years of experience on complex State of Alaska and DOL projects to provide project management services for the SAM project. Our backup project manager also has direct experience on the SAM project.

Our project managers’ responsibilities include: 

-- Senior analysis and problem solving 
-- Organizing and leading the project team
-- Communicating with stakeholders and facilitating of decisions 
-- Identifying and managing risks and contingencies
-- Defining team roles and responsibilities
-- Defining and managing scope
-- Drafting requests for proposals and evaluating bids
-- Managing timelines and deliverables
-- Developing use case and testing procedures
-- Overseeing implementation and training
-- Monitoring all major aspects of the project
-- Project review and documentation
-- Team facilitation and building
-- Interface with DOL, contractor, and other departments


RELEVANT EXPERIENCE

STATE OF ALASKA DOL: SECURE ACCESS MANAGER PROJECT 
Our team has led the development team in the build, test, and documentation processes for moving the Secure Access Manager (SAM) interface from mainframe to SharePoint extranet. We coordinated internal and contractor staff, as well as  communications with external entities. Our project manager documented and implemented project plans, and provided general monitoring, facilitation, review, and documentation services. 

STATE OF ALASKA DOL: WORKERS’ COMPENSATION RE-WRITE PROJECT MANAGEMENT
Our proposed project manager for this TOPS request and several of our other staff have provided project management for a variety of projects surrounding the rewrite of WCD processes, forms, and reports. Our project managers began by interviewing users for business process analysis in preparation for 


EXPERIENCE/QUALIFICATIONS (CONT.)

	development of a project plan to upgrade the existing worker's compensation system. They supported project plan development, provided internal document review and guidance, and handled regular budget status reporting and invoice approval for the client. As the project progressed, participating project managers facilitated and coordinated contract staff in an agile methodology to analyze, build, and deploy a custom solution for a document and case management system to support the department’s workflow and other business needs.

STATE OF ALASKA, DOL: ALASKA LABOR EXCHANGE SYSTEM 
The Alaska Labor Exchange System (ALEXsys) was developed in response to an overwhelming need for connectivity between job seekers and employers in the State of Alaska. Our company positioned a large development team consisting of consultants, expert analysts, software developers, and testing leads at the Department of Labor (DOL) offices in Juneau .This team integrated with the DOL team to form one cohesive unit that resulted in the successful rollout of the application.

We assisted DOL with a full gamut of software development expertise. During the final phases of development, our team was tasked with filling the role of test lead, which included detailed planning and the implementation of a testing process, development of a formal test plan, and the management of a large test team.




EVALUATOR NON-CONFLICT OF INTEREST STATEMENT

|_| By checking this box, I certify that neither I,                                                                              , nor any member of my immediate family has a material personal or financial relationship with this vendor or to a direct competitor of this vendor.  I further certify that no other relationship, bias or ethical conflict exists which will prevent me from evaluating this response solely on its merits and in accordance with the evaluation criteria.

Furthermore, I agree to notify the Task Order Manager if my personal or financial relationship with this vendor is altered at any time during the evaluation process.  If I am serving as the Procurement Officer of record I agree to advise my supervisor of any changes that could appear to represent a conflict of interest.

EVALUATOR NOTES

To be completed by requesting agency evaluator(s).

Comments MUST be recorded for any section receiving a Best Value score of 10 or 0. Comments must be concise and objective and refer to or quote the portion of the response that led to the score.
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