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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 Division of Business Partnerships (DBP) requires SharePoint expertise to help reorganize and consolidate its SharePoint site, and further train their staff on SharePoint’s functionality. To meet this need, RDI will provide a project team that includes a Project Manager with direct experience on the WIPS ICM and Reporting projects, as well as a lead SharePoint expert and a team of Programmer/Analysts who have mastered the SharePoint elements described in the TOPS request.

Our Project Manager will author and maintain all project management artifacts, using DOL project management standards for status reporting and other project documents and providing additional artifact templates as needed. These documents will form a living library of project management tools and resources. The Project Manager will available for approximately 5 hours per week to work onsite with agency staff at mutually agreed upon times.

Due to the nature of the work and the proposed schedule, many of the tasks described below will be completed concurrently.

PHASE 1: ANALYSIS & DESIGN
The RDI team will analyze the current SharePoint site and map out a design that consolidates the current SharePoint from 150 sites to 3. RDI and DOL staff will determine which tasks could be completed by DOL staff after hands-on SharePoint training, and which tasks would be most effectively completed by RDI (e.g., revising the Master Grants workflow).

PHASE 2: SHAREPOINT TRAINING DOCUMENTS
Our team of SharePoint experts will write a series of SharePoint training documents that touch upon all functional areas outline in the TOPS request (see phase 3 below). These will be integrated with consolidation and development tasks so that trainees can learn to organize their own SharePoint sites within the DBP site. All documentation will be submitted to DOL for approval, and then provided to DOL in an editable format and integrated within the DBP SharePoint site.

PHASE 3: TRAIN DOL/DPB STAFF 
In Phase 3, our SharePoint mentors will train each member of the DBP team in the following areas of SharePoint functionality:

-- Groups and People
-- Site Level Functionality (e.g. content types, site columns, site security, site navigation, site look and feel, master pages, lists and libraries.
-- Basic pages and out-of-the-box web parts
-- List and Library management (e.g. navigation, security, versioning, content types, columns, views)
-- Viewing and manipulating PowerPivot documents in Sharepoint (end user)

This phase will include an onsite training session in Anchorage and Juneau of up to one week for each location. After these training sessions, our mentors will be available to follow up with DBP staff as needed. 

PHASE 4: SHAREPOINT CONSOLIDATION/DEVELOPMENT
We believe “hands on” training followed by real life examples is the best way to retain new knowledge. Immediately after the training session, RDI and DOL/DBP teams will work together to consolidate the DBP SharePoint site. Training materials developed and then used during Phases 2 and 3, will have integrated “assignments” that will guide DBP staff through reorganization and consolidation of the DBP SharePoint site. RDI programming staff will be available to complete SharePoint development tasks as determined during the Analysis & Design phase and agreed upon by DPB staff and DOL project manager.




[bookmark: _Toc321385717]RISK ASSESSMENT
BEST VALUE PROCESS ONLY:  EVALUATOR NAME:      	SCORE:  |_|10 |_|5 |_|0
	RISK: Narrow window for the completion of the project
WHY IT IS A RISK: The project must be complete by June 15.
OUR SOLUTION: We will schedule firm deadlines for development cycles to ensure fixed targets are met during the lifecycle of the project. Additionally, our team approach and flexible staffing model make it possible to increase hours or staffing to meet the project schedule.

RISK: Coordinating multiple parties 
WHY IT IS A RISK: DOL is a large department and there are many parties involved in the project with unique business processes and reporting needs. Coordinating those needs may be difficult.
OUR SOLUTION: Our experienced Project Manager and Programmer/Analysts will create a traceability matrix or similar project management device to use as an objective tool for establishing requirements and prioritizing activities to mediate differences among interested parties.

RISK: Lack of available key personnel
WHY IT IS A RISK: This project relies heavily on client involvement. DOL states that some scheduling around department staff availability may be needed.
OUR SOLUTION: We mitigate this by planning for periods of unavailability as far in advance as possible. Plans can include lengthening or shortening training, development, and review sessions, having backups for key personnel, or a combination.

RISK: Lack of availability of contractor staff
WHY IT IS A RISK: If contractor staff is not available, the project schedule, scope, and success will suffer.
OUR SOLUTION: Our firm uses a proprietary tool designed specifically to solve this problem. We’ve used it successfully for millions of dollars of work, and it will ensure that our team members are available for the hours stated in the TOPS request. 

RISK: Lack of communication
WHY IT IS A RISK: Lack of communication can cause projects to fail. 
OUR SOLUTION: In addition to providing regular status reports, we will encourage informal communication daily. 
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EXPERIENCE/QUALIFICATIONS
BEST VALUE PROCESS ONLY:  EVALUATOR NAME:      	SCORE:  |_|10 |_|5 |_|0
	COMPANY QUALIFICATIONS

1. Our firm has a long history of successful projects with the DOL and has gained a tremendous depth of 
    knowledge of DOL business practices, systems, and culture. Furthermore, our proposed project 
    manager has direct experience providing testing and project management oversight for the DBP ICM 
    system, which will ensure that the department's needs are met in an efficient and cost-effective 
    manner.

2. We have extensive experience implementing SharePoint, automating workflows, developing tools to 
    manage application procedures, and developing processes and repositories for document 
    management.

3. Our staff attended the PowerPivot training for WIPS and is familiar with how the DBP wishes to 
    implement this technology.

STAFF QUALIFICATIONS

TOM FLETCHER, PROJECT MANAGER: Our proposed project manager has successfully led numerous projects for State and Federal agencies. He is an expert in Agile (Scrum) methodologies. His recent work includes serving as the lead project manager and analyst for the DOL’s Workforce Investment Performance System (WIPS), implementing the EGrAMS grants management system and the ICM case management system using CRM. 

ROY VARGHESE, SR. PROGRAMMER/ANALYST (SHAREPOINT EXPERT): Mr. Varghese has over 14 years of development and systems experience. He focuses primarily on choosing/executing technologies that will provide robustness, productivity and performance centered around the Microsoft platform. With the SharePoint platform, he has installed, configured and administered SharePoint 2007/2010. Installation of SharePoint 2007/2010 has occurred on Windows 2003/2008 servers and virtual machines. Administration/configuration includes user permissions, lists, document libraries, sites, notifications, backup procedures and enterprise searching. His expertise also includes data, system and application integration with SharePoint. He has a wide variety of experience, from small environments to large scale enterprise systems. 

ARIEL BAIRD, SR. PROJECT MANAGER/SR. ANALYST (SHAREPOINT MENTOR): Ariel has been a SharePoint user since its release. She is adept at using SharePoint Designer to create custom views and workflows. She has configured and provided end-user training for more than a dozen SharePoint sites.

ED HAND, PROJECT MANAGER/SR. ANALYST (SHAREPOINT MENTOR): Ed has over 20 years of diverse IT experience. His recent work includes establishing a SharePoint portal for the Department of Revenue, Tax Division’s test group and providing additional TFS and SharePoint configuration assistance.

CRAIG MILLARD, PROGRAMMER/ANALYST (SHAREPOINT MENTOR): Craig has experience developing workflows, views, lists, and content types, in SharePoint Designer. He has also performed data migration from lists to document libraries.

RELEVANT EXPERIENCE

DEPARTMENT OF LABOR: WORKFORCE INVESTMENT PERFORMANCE SYSTEM
Our firm and provided expert-level project management for the Alaska Department of Labor and Workforce Development’s Workforce Investment Performance System (WIPS) project. We also led the analysis and design effort and managed a diverse set of development teams, using agile methodologies


EXPERIENCE/QUALIFICATIONS (CONT.)

	to allow us to deliver working software that could be repeated, vetted, and improved by client input. The project involved four implementation phases: a new fiscal system (SAGE), a grants management system (EGrAMS), a case management system (ICM) written using CRM, and data warehouse/reporting system. We performed the following high-level tasks successfully: 
 -- Gathered requirements
 -- Wrote architecture and project planning documents
 -- Facilitated vendor selection
 -- Managed each phase of project development and implementation,
 -- Led all testing and deployment teams

DEPARTMENT OF REVENUE: SYSTEMS MAINTENANCE
For this project, our firm provided oversight, maintenance, and development for legacy applications for a state government agency. Projects included implementing a unified, web service-based, cross-application authentication mechanism, and performing both new implementation and bug fixes to PowerBuilder data entry applications. We the agency in establishing a new SharePoint/Project Server 2010 environment integrated with Team Foundation Server (TFS) 2010. We worked with various client contacts to help develop and document practices and guide a transition to TFS- and Microsoft Test Manager (MTM) based environments, and provided additional TFS and SharePoint configuration assistance. The project was executed "behind the scenes" of production use of a SharePoint 2007/Project Server implementation and culminated in the migration of all active development projects to the new TFS environment, including establishment of new testing strategies based on MTM and tight integration with SharePoint project portals.

DEPARTMENT OF REVENUE: DATA ENTRY AND EXAMINATION PROJECT
This project provided the analysis and design for a new software foundation for data management and reporting of certain tax types in a state government setting. The project leveraged several technical packages such as PowerBuilder, .NET, SQL Server, and SharePoint. The project included process analysis, requirements definition, and high-level design of the corporate income, mining license, and motor fuel tax programs as the initial supported types in this new system. However, the system was designed with an architecture intended to support additional types in the future. 

SECURE ACCESS MANAGEMENT MIGRATION 
Our team has led the development team in the build, test, and documentation processes for moving the a secure access management 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. 

DOCUMENT MANAGEMENT SYSTEM CONVERSION
We helped the Alaska Native Tribal Health Consortium’s (ANTHC) Division of Environmental Health and Engineering (DEHE) replace its document management system with SharePoint. The process involved two parallel development tracks: One to automate the process of converting over 200,000 existing Hummingbird documents to SharePoint, including translation of existing meta-data, retention of document versions, and auditing fields captured in Hummingbird. Two, to create a new document management system using SharePoint that will eventually manage their existing 200,000 documents but scale out to handle the addition of over 80,000 new documents every year. Our team developed tools for converting documents from one system to another and built the new Document Center, which includes configuration and customizations to SharePoint’s built in document management features such as automatic content routing, metadata navigation, and Enterprise search. Responsibilities included creating the framework to import documents into SharePoint programmatically, then routing them to the proper library based on values in metadata fields.




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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