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1.1 Transmittal Letter

JoAnn Cowger

lowa Medicaid Enterprise
100 Army Post Road

Des Moines, lowa 50315

November 7, 2011

Ms. Cowger,

Software Engineering Services (SES) is pleased to present a response to the lowa Department of
Human Services for Project Oversight, Management and Integration Services for lowa’s
Medicaid Management Information System (MMIS) Implementation Project (RFP #MED-12-
029). SES acknowledges and accepts the terms and conditions of the RFP, as well as all five
amendments that have been released from the State.

SES is a US Service Disabled Veteran-Owned, SBA certified Minority Business Enterprise with
corporate headquarters in Nebraska. Founded in 1991, SES has a long history of providing
Information Technology (IT) support to our Federal, State, and Commercial Clients.

SES has extensive experience in helping State Health and Human Services reach their IT needs
by providing cutting edge and cost effective project management services. We bring an
experienced team and a proven, recognized methodology. Our unmatched expertise in the
necessary arenas will allow us to achieve the desired results within the required timeframe, and
in a manner that meets and exceeds your requirements.

We have included an executive summary reviewing our strengths and approach separately from
this letter. Our executive summary can be found immediately following this letter at the
beginning of our technical proposal in section 1.2.

If you have any questions, please contact me at 402-292-8660, ext. 212, or by email at
esmith@sessolutions.com. SES looks forward to having the opportunity to work with the State
of lowa on this effort.

Sincerely, ,
Zrger Knitl—
Espe:E:Iith
Director of Business Operations for Software Engineering Services
1311 Fort Crook Road South, Suite 100
Bellevue, NE 68005
Phone: 402-292-8660, ext. 212
Fax: 402-292-3271
Email: esmith@sessolutions.com
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3.1 Release of Information Form

Attachment A: Release of Information
(Return thiz completed form behind Tab 3 of the Bid Proposal )

Software Engineering Services _ (name of bidder) hereby muthotizes any person or eafity, public
ar provate, having any information concerning the bidder's backgrouad, including but not hmited to 1t3
performance history regarding ifs prior rendering of services similar to those detailed in this REP, to release such
nformation fo the Agency.

The budder acknowledges that if may not agree with the tnformatton and opnions grven by such person or
enfity in response to a reference request. The bidder acknowledges that the information and opinions given by
such person or entity may hurt ifs chiances fo receive contract awards from the Agency or may ofherwise hurt ity
repufation or operations. The bidder 15 willing to take that risk. The bidder agrees to release all persons, entittes,
the Agency, and the State of Iowa from any liability whatsoever that may be incurred in releasimg this information
or using this information

Software Engineering Services
Printed Name of Bidder Organization

11/5/2011
Signatuee of Authorized Representative Date
Esper Smith
Printed Name
Iowa Department of Human Services - PMO Page 17
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Primary Bidder Detail & Certification Form

MED-12-029
Project Oversight. Management and Integration Services
For lowa’s MMIS Implementation Project
Attachment B: Primary Bidder Detail Form & Certification

(Return this completed form behind Tab 3 of the Proposal. If a section does not apply, label it “not applicable ”.)

Primary Contact Information (individual who can address issues re: this Bid Proposal)

Name: Esper Smith

Address: 1311 Fort Crook Road South, Suite 100, Bellevue, NE 68005
Tel: 402-292-8660, ext, 212

Fax: 402-292-3271

E-mail: esmith@sessolutions.com

Primary Bidder Detail

Business Legal Name (“Bidder™).

Software Engineering Services

“Doing Business As”
names, or other operating names:

names, assumed
M/A

Parent Corporation, if any:

N/A

Form of Business Entity (i.e.,
partnership, LL.C, etc.):

corp.,
Corporation

State of Incorporation/organization:

Nebraska

Primary Address:

1311 Fort Crock Road South, Suite 100, Bellevue, NE 68005

Tel:

402-292-8660, ext. 212

Fax:

A02-292-3271

Local Address (if any):

1200 Valley West Drive, Suite 204, West Des Moines, lowa 50266

facilities

Addresses of Major Offices and other
that
performance under this RFP/Contract:

may contribute to

Number of Employees:

125

Number of Years in Business: 20

Primary Focus of Business:

Software Engineering, Project Management, VAV, QA

Federal Tax ID:

47-0760858

Bidder’s Accounting Firm:

Accurate Accounting

If Bidder is currently registered to do
business in Iowa, provide the Date of

proposed subcontractor. }

Registration: 8-16-2004

Do you plan on using subcontractors if

awarded this Contract? {If “YES,” submit (YES/NO)
a Subcontractor Disclosure Form for each | ygq

Request for Confidential Treatment (See Section 3.1)

Location in Bid Statutory Basis for Description/Explanation
(Tab/Page) Confidentiality P P
Tab 1: Execulive Summary Confidential & Propriet
Attachment: PMOM : prieany *+**See Summary Below
information
Cost Proposal
Exceptions to RFP/Contract Language (See Section 3.1)
Cost Savings to the
RFP Language to S s ; - B
Section Which Bidder Explanation dﬂ|d:|:r?j]:|0§d Replacement R.f:glear::l;j: nlzlllltu: zur;seedig
and Page Takes Exception BNEHATE: P AREHARS I

Accepted

Executive Summary - provides an overview of the proposal response as well as specific discriminators we

are providing to this effort.

Cost Proposal - contains labor rates / cost buildups that would provide an unfair advantage to our

competitors.

Page 28 of 60

Attachment: PMOM - contains infaormation about a proprietary tool that is not released as public

information

Iowa Department of Human Services - PMO
RFP Number - MED-12-029
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MED-12-02%
Project Oversight, Management and Integration Services
For Iowa’s MMIS Implementation Project
BID PROPOSAL CERTIFICATION
By mg:umg below, Bidder certifies that:
Bidder accepts and will comply with all Contract Terms and Conditions contained mn the Sample Contract
without change except as otherwise expressly stated in the Primary Bidder Detail Form & Cerfification.

+  Bidder has reviewed the Additional Certifications, which are incorporated herein by reference, and by signing
below represents that Bidder agrees to be bound by the oblizations mncluded therein.

+ Bidder does not discrinunate m its employment practices with regard to race, color. religion, age (except as
provided by law), sex, marital status, pelitical affiliation, national onigin, or handicap;

+ No cost or pricing information has been included in the Bidder's Technical Proposal;

+  Bidder has recetved any amendments to this EFP issued by the Agency;

+  Bidder either is currently registered to do business in Iowa or agrees to register if Bidder is awarded a Confract
pursuant to this BFP;

+  The person signing this Bid Proposal certifies that he/she is the person in the Bidder’s organization responsible
for, or authonzed to make decisions regarding the prices quoted and he/she has not parficipated, and will not
participate, in any action contrary to the anti-competitive agreements outlined abowve;

+  Bidder specifically stipulates that the Bid Proposal 1s predicated upon the acceptance of all terms and
conditions stated in the EFP and the Sample Contract without change except as otherwise expressly stated m
the Primary Bidder Detail Form & Certification. Objections or responses shall not matenially alter the RFP.
All changes to proposed contract language. including deletions, additions, and substitutions of language, must
be addressed in the Bid Proposal;

+ Bidder cerfifies that the Bidder organization has sufficient personnel resources available to provide all services
proposed by the Bid Proposal, and such resources will be available on the date the FFP states services are to
begin. Bidder guarantess personnel proposed to provide services will be the personnel providing the services
unless prior approval is received from the Agency to substitute staff,

+  Bidder cerfifies that if the Bidder is awarded the contract and plans to utilize subcontractors at any point to
perform any obligations under the contract, the Bidder will (1) notify the Agency in writing prior to use of the
subcontractor, and (2) apply all restnetions, obligations, and responsibilifies of the resu.ltmv confract between
the Agency and Contractor to the 511b-ronn"actors through a subcontract. The Confractor wll remain
responsible for all Deliverables provided under this contract.

+  Bidder guarantees the availability of the services offered and that all Bid Proposal terms, meluding price, wall
remain firm until a contract has been executed for the services contemplated by this EFP or one year from the
izzuance of this RFP, whichever iz earlier; and,

+  Bidder cerfifies it is either a) registered or will become registered with the Iowa Department of Eevenue to
collect and remit Iowa sales and use taxes as required by Iowa Code chapter 423; or b) not a “retaler” of a
“retaler mamtaming a place of business m thus state™ as those terms are defined in Iowa Code subsections
423.1{42) & (43). The Bidder also acknowledges that the Agency may declare the bid void if the above
certification 1s false. Bidders may register with the Department of Fevenue online at:
hitp:‘www. state 1a.ustax business/business himl.

By signing below, I certify that I have the authonty to bind the Bidder to the specific terms, conditions and techmical
specifications required in the Agency’s Request for Proposals (FFP) and offered in the Bidder's Proposal. I understand
that by submitting this Bid Propesal, the Bidder agrees to provide services described herein which meet or exceed the
requirements of the Agency’s EFP umless noted m the Bid Proposal and at the prices quoted by the Bidder. I cerhfy
that the contents of the Bid Proposal are true and accurate and that the Bidder has not made any knowingly false
statements in the Bid Proposal.
I ]

Printed Name Title: Esper Smith, Director of Business Operations
Date: 11482011

Page 219 of 60
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Tab 3: RFP Forms

Attachment C: Subcontractor Disclosure Form

(Return this completed form behind Tab 3 of the Bid Proposal. Fully complete a form for each proposed
subcontractor. If a section does not apply, label it “not applicable.” If the bidder does not intend to use
subcontractor(s), this form does not need to be returned.)

Primary Bidder (“Primary Bidder”): Software Engineering Services (SES)

Subcontractor Contact Information (individual who can address issues re: this RFP)

Name: Kelley Carson

Address: 60 E Rio Salado Parkway, Suite 9002 Tempe, AZ 85281

Tel: 512.415.4761

Fax: 480.830.6370

E-mail: kcarson@4tginc.com

Subcontractor Detail

Subcontractor Legal Name (“Subcontractor”): FourThought Group, Inc. (4TG)

“Doing Business As” names, assumed names, or other operating names: N/A

Form of Business Entity (i.e., corp., partnership, LLC, etc.): Corporation

State of Incorporation/organization: Arizona

Primary Address: 60 E Rio Salado Parkway, Suite 9002 Tempe, AZ 85281

Tel: 602.340.8450

Fax: 480.830.6370

Local Address (if any): N/A

Addresses of Major Offices and other facilities that may contribute to performance under this
RFP/Contract: N/A

Number of Employees: 13

Number of Years in Business: 22

Iowa Department of Human Services - PMO Page 20
RFP Number - MED-12-029
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Primary Focus of Business: Consulting Services

Federal Tax ID: 86-0634779

Subcontractor’s Accounting Firm: Villanueva & Company, P.C. - 3707 N. 7", Suite 125
Phoenix, Arizona 85014

If Subcontractor is currently registered to do business in lowa, provide the Date of Registration: N/A

Percentage of Total Work to be performed by this Subcontractor pursuant to this RFP/Contract: 30%

General Scope of Work to be performed by this Subcontractor

Expertise and Consulting services in MMIS Certification, MITA, ICD-10, and other Health
Initiatives.

Detail the Subcontractor’s qualifications for performing this scope of work

For 22 years, 4TG has provided consulting services across the entire spectrum of health and
human services, in addition to other state agencies. We provide management consulting
expertise to clients who are planning modernization and organizational change activities. We
provide technical assistance and procurement support services to clients who are ready to
initiate system procurements. We provide guidance to and oversight for clients who are in the
middle of modernization efforts. We also provide system design and development services to
clients who are making the investment in brand new technology to meet their long-term
objectives.

Our experience and expertise has provided us credibility and positioned us as leaders in the Medicaid
program and policy arena. A broad base of experience with various MMIS and eligibility systems ensures
that our staff maintains a continuum of development in leading edge technology regarding MMIS and
healthcare consulting.

By signing below, Subcontractor agrees to the following:

1. Subcontractor has reviewed the RFP, and Subcontractor agrees to perform the work
indicated in this Bid Proposal if the Primary Bidder is selected as the winning bidder in
this procurement.

2. Subcontractor has reviewed the Additional Certifications and by signing below confirms
that the Certifications are true and accurate and Subcontractor will comply with all such
Certifications.

3. Subcontractor agrees that it will register to do business in lowa before performing any
services pursuant to this contract, if required to do so by lowa law.

Iowa Department of Human Services - PMO Page 21
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4. Subcontractor does not discriminate in its employment practices with regard to race,

color, religion, age (except as provided by law), sex, marital status, political affiliation,
national origin, or handicap;

The person signing this Subcontractor Disclosure Form certifies that he/she is the person in the
Subcontractor’s organization responsible for or authorized to make decisions regarding the

prices quoted and he/she has not participated, and will not participate, in any action contrary
to the anti-competitive obligations agreements outlined above.

| hereby certify that the contents of the Subcontractor Disclosure Form are true and accurate
and that the Subcontractor has not made any knowingly false statements in the Form.

Signature for Subcontractor: 7

Printed Name/Title: Barbera A. Bridgewater
Date: November 7, 2011

Iowa Department of Human Services - PMO
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Tab 4: Bidder’s Approach to Meeting Key Activities

4.1 Key Activity #1

For the System Services project act on behalf of the State to manage and oversee all activities
and milestones of the DDI process of the IME contractors, and all system installation
requirements and transition activities to mitigate risk, resolve issues, and successfully
implement and transition to operations.

DELIVERABLES:

e At a minimum monthly written reports to the Agency's Project Director identifying all
issues, corrective actions, and resolutions during the DDI phase.

PERFORMANCE IMEASURES:

e 100% of the recommended resolutions and risk mitigations will result in allowing the
contractors to return to execution of their approved work plans in order to continue to
progress towards transition to successful operations.

MONITORING:

e The Agency's Project Director will review reports, corrective action plans, and results to
determine the success of the Contractor when acting on behalf of the State.

Team SES understands that our focus for the Systems Services project is to manage and provide
oversight for all activities and milestones, acting on behalf of the State. Our team members will
oversee all system installation requirements and transition activities and ensure that all risks
are identified and mitigated. We understand that resolving issues is of upmost importance to
ensure successful implementation and operational transitions. Team SES will provide monthly
written reports utilizing the States standard template. This report will include all issues,
corrective actions, and resolutions for the current DDI phase. Our report will also focus on
issues from previous months and their current status. We understand that it is necessary to
recommend problem resolutions and risk mitigations to ensure contractors are able to execute
work plans and continue project progress. Our team will send reports, plans, and updated
results throughout the project to the Project Director.

Team SES will use the industry “Best of the Breed” Enterprise Program Management Office
(PMO) approach to manage and oversee all activities and milestones of the DDI process. Team
SES will lead and facilitate a mature and disciplined project management approach to
accomplish the IME implementation projects. As mentioned previously in the Executive
Summary, SES implemented a very successful and functional POMI (PMO, QA, IV&V) for the
initial lowa Medicaid Enterprise (IME) operations using a "Best of Breed" approach. This
approach included management and oversight of all requirements and transition activities and
acts to mitigate risk and resolve issues. SES’s efforts led to a successful implementation and full
transition to operations.
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The SES POMI will implement structured project management techniques based on CMMI®
Maturity Level 3 and PMI Project Management Body of Knowledge (PMBoK) standards to
ensure the successful planning, monitoring, and controlling of all IME projects. Team SES will
use our properitary, automated Project Management Office Manager (PMOMg) tool to provide
efficient, standardize implementation of critical PMOI activities. The following graphic depicts
the SES Project Management Office approach facilitated through our automated toolset with

"best practices" executive management dashboards and reporting:

| PrRosecT SPONSORS J/
STAKEHOLDERS

Commitmeant
Agresments

ey
Decisions
Tracking

Status Reports

PRO Accountability

Matrics 4 D

W,

Sponsars J
Stakeholders
Fstrics

Project Library Management

Issue, Risk, and Action Iterm Management

Deliverables Management

Project Change Control Managemeant

PROJECT SCORECARDS

if

PrROJECT DASHBOARDS

As depicted, each of the three (3) primary functional areas [PMO operations, Project Manager
and Project Sponsors/Stakeholders] will enable detailed and complete project control and
oversight during the IME DDI project. Again, PMOMg details are provided in Attachment
PMOM.

As with any credible PMO, effective Project Planning and Project Monitoring/Control skills must
be implemented in a mature and disciplined manner. The project plans must contain all of the
required components that are necessary to demonstrate that the projects have been properly
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planned. Project Monitoring/Control (during the project execution) must focus on the
appropriate components to ensure expected project progress is occurring as planned.

The SES POMI approach consists primarily of policies, a four-phased PM methodology, detailed
processes and procedures, 20 focus areas, and performance metrics.

PM PoLicies

The SES POMI will operate with the guidance and support of the following policies (these
policies serve as a basis for communicating the commitment and support of structured and
disciplined project management practices):

Purpose The purpose of Project Planning is to establish reasonable plans for the successful
accomplishment of a project. Project planning involves developing estimates for
the work to be performed, establishing the necessary commitments, and defining
the plan to perform the work.

Purpose The purpose of Project Monitoring and Control is to provide sufficient insight for
management to take effective action when the project’s performance deviates
significantly from plans. A Project Plan is used as the basis for establishing,
monitoring, and controlling the project activities, communicating status, and
revising plans. Project performance is determined by comparing the actual project
size, effort, cost, and schedule to the Project Plan. When the project’s planned
commitments are not met, corrective actions will be taken and communicated to
the Project Sponsor. Risk assessment and management will be used to identify
and avoid future problems. Risk mitigation status will be monitored and reported
throughout the project.

PM METHODOLOGY

The POMI will use the following four-phase PM methodology (each Phase must be completed
before the next phase begins):

The following table briefly lists the entry criteria, key tasks and exit criteria for each project
management phase. The POMI will use standardized processes to perform the required PM
tasks.

PROJECT PLANNING PHASE
» Decision to » Develop a Project Plan (with Project Schedule) » Approved and
pursue the > Obtain Resource Commitments Base-lined Project
project » Obtain Project Sponsor’s Approval Plan
» Assignment of » Baseline Project Plan
Iowa Department of Human Services - PMO Page 25
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ENTRY CRITERIA

Project Manager

» Approved and
Base-lined
Project Plan

> Base-lined
Project Plan

YV VYV

Tab 4: Bidder’s Approach to Meeting Key Activities

KEY TASKS

PROJECT INITIATION PHASE
Validate Project Plan is Current and Accurate
Assemble Project Team
Conduct Kickoff Meeting

PROJECT MIONITORING AND CONTROL PHASE
Began execution of Project Tasks
Perform Task, Performance, Cost, Schedule and
Quality Monitoring
Maintain Issues and Risk Databases
Capture Actuals; Compare Actuals to Estimates
Develop and Submit Project Change Request upon

EXIT CRITERIA

Informed Project
Team

High-level
Resource
Assignment

Completion of
Project Tasks
Project
Deliverables
Completed Project
Acceptance Forms

> Complete Project
Requirements

Project Deviation
Conduct Team Meetings

YVV VVV VYV

Reports

PROJECT CLOSURE PHASE
> Development of Project Closure Report

» Project Sponsor Meeting

POMI PROCESSES AND PROCEDURES

Develop and Submit Regular Project Status

» Project Closure
Report

The SES POMI will implement PM standards and procedures based on proven experience
gained in numerous other critical, large-scale projects (including the “stand-up” of the IME). To
support CMMI compliance, both Project Planning and Project Monitoring Control Process Areas
must be implemented at a mature and repeatable process level.

The purpose of Project Planning is to establish and maintain plans that define project activities.
Project Planning includes developing the master work plan, interacting with stakeholders
appropriately and getting commitment to the plan, and maintaining the plan. Planning begins

with requirements that define the products and project.

PROCESS
1) Establish
Estimates

2) Develop a
Project Plan

VV VY

VVYY

SEI CMMI PROJECT PLANNING PROCESS AREA

PROCEDURES
Estimate the Scope of the Project
Establish Estimates of Project
Attributes
Define Project Life Cycle
Determine Estimates of Effort and
Cost

Establish the Budget and Schedule
Identify Project Risks

Plan for Data Management

Plan for Project Resources

VVVVIVVVYVYYVYVYY

TypiCAL WORK PRODUCTS
Task Descriptions
Work Product Descriptions
Work Breakdown Structure
Technical Approach
Size and Complexity of Tasks
Project Life Cycle Phases
Cost and Schedule Estimates
Project Schedule
Schedule Dependencies
Project Budget
Identified Risks
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SEI CMMI PROJECT PLANNING PROCESS AREA
PROCESS PROCEDURES TypPICAL WORK PRODUCTS

» Plan for Needed Knowledge and Skills | > Risk Priorities
» Plan Stakeholder Involvement » WABS Work Packages
» Establish Project Plan » WABS Task Dictionary
» Staffing Requirements
> Skills Inventory
» Training
» Detailed Project Plan
3) Obtain > Review Subordinate Plans > Record of Subordinate Plan
Commitment to » Reconcile Work and Resource Levels Reviews
the Plan > Obtain Plan Commitment > Re-negotiated Budgets
» Revised Schedules
» Revised Requirements List
> Renegotiated Stakeholder

Agreements
The SES POMI understands that the IME contractors will prepare and submit detailed project
plans and estimates after the IME implementation strategies and options have been selected—
the Project Planning requirements will be used to validate that sufficient monitoring and
control can occur because the project is properly planned.

The purpose of Project Monitoring and Control is to provide understanding into a project’s
progress so that appropriate corrective actions can be taken when a project’s performance
deviates significantly from the plan. The SES POMI will support the IME with the collection and
monitoring of project actuals (and subsequent comparisons to the estimates). The SES POMI
will work with individual IME Contractor PMs to obtain the necessary information to ensure the
IME Master Work Plan is updated on a timely basis. The IME Contractor PMs will be expected
to use the POMI Project Change Control (PCR) process to ensure project changes are properly
documented, assessed for impacts, and approved/rejected in accordance with established
processes.

SEI CMMI ProJECT MIONITORING AND CONTROL PROCESS AREA

PROCESS PROCEDURES TypicAL WORK PRODUCTS
1) Monitor Project = » Monitor Project Planning » Records of Project Performance
Against Plan Parameters » Records of Significant Deviations
» Monitor Commitments » Records of Commitments
» Monitor Project Risks Reviews
» Monitor Data Management » Records of Project Risk
» Monitor Stakeholder Monitoring
Involvement » Records of Data Management
» Conduct Progress Reviews » Records of Stakeholder
» Conduct Milestone Reviews Involvement
» Documented Project Review
Results
» Documented Milestone Review
Iowa Department of Human Services - PMO Page 27
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Results
2) Manage » Analyze Issues » List of Issues Needing Corrective
Corrective Action » Take Corrective Action Actions
to Closure » Manage Corrective Action » Corrective Action Plan

» Corrective Action Results
POMI TWENTY (20) Focus AREAS

The following is the list of the SES POMI “typical” focused areas that are used to ensure SES
implements an “industry best practices” POMI:

PMO FOCUS AREAS

*1: PM STANDARDS AND PROCESS DEVE_OPMENT
®2: PROJECT MANAGERSTRAINING, MENTORING AND CONTINUQUS

DEVELOPMENT

L]
i)

: DEVELOPMENT AND MANAGEMENT OF PMO MASTER WORK PLAN

: PROJECT PLAN DEVELOPMENT AND VALIDATION

.
£

TATUS REFOHRTING AND L OMMIUNIC

[
W]
T
m
i
4
=

ATION

: PROJECT SCOPE AND CHANGE CONTROL SUPPORT

: PROJECT REVIEWS
PROIECT PLAN MANAGEZMENT ASSISTANCE
RESOURCE MANAGEMENT SUPPORT

R iR ET AN EiNARMEIAL A A ve e
cBIUIDGET ARND FINAMNCIAL ANAIVSIS

L
s

: SYSTEM ASSURANCE

D INDEPENDENT VERIFICATION &VALIDATION (IVE&V)
: PM METRIC IMPLEMENTATION AND ANALYSIS

: PROJECT ISSUZS ANALYS S AND MANAGEMENT

: PROIECTRISK ANALYSISAND MAMAGEMENT

: PROIECT AND SPECIAL STATUS REPORTING

moR WA e

L]
e e T T S S U T I o ) I

0 ~

I FTEDERALAND REGULATORY COMPLIANCE VERIFICATION
: PMO ENTERPRISE COMMUNICATION
©*19: PROJECT MANAGEMENT AND SPECIALPROJECTS ASSISTANCE

I VENDOR/SUPPLIER MANAGEMENT AND SUPPORT

L]
R

To assess and evaluate the effectiveness of the SES POMI, performance metrics will be
reviewed and discussed with the IME Project Director on a quarterly basis. The POMI will be
responsible for collecting and maintaining the performance metric database. The set of
performance metrics will be updated accordingly to reflect the priorities and expectations of
the POMl in its pursuit of accomplishing the POMI’s objectives.

Note: Team SES will provide an integrated Master Work Plan that includes an overall view of
all projects as a whole. This information is further detailed in Key Activity 5.

MITIGATING RISKS AND RESOLVING ISSUES FOR A SUCCESSFUL IMPLEMENTATION / TRANSITION

In order to mitigate risks and resolve issues to ensure a successful implementation, effective
Risk Management practices must be in place. Risks are ranked in accordance to the ability to
manage their relative controllability. We identify the alternatives available in delivery and
processes to ensure that uncertainties and risks are adequately considered in a structured and
systematic way, which allows them to be incorporated into the planning and project
development.

Iowa Department of Human Services - PMO Page 28
RFP Number - MED-12-029



SS

SERVY I CES

Tab 4: Bidder’s Approach to Meeting Key Activities

Each rISk‘IdentIerd will be analyzed in RISK ANALY SIS MODEL
terms of its consequences on cost, PM Guidance
schedule, performance, and product l

guality. Risks are assigned a unique
identifier, priority, probability, rating,

1. Review Risks
2. Select Priority Criteria
3. Select Voting Criteria

INPUT
Risk Information —»

ouTPUT
— Prioritized List

and an impact rating. Any identified risk Forms 4. Vote QLS
has a likelihood of occurrence with T

specific impacts. The figure above Program Level

depicts the process used to prioritize Risk Management Coordination

the risk.

Steps to Quantify Risks

e Select the risk events to be examined from the following categories: cost, schedule,
performance, product quality.

e Review the risk resolution plan for each risk to insure proper mitigation steps have been
well documented and that they are appropriate.

e Assess the probability associated with the risk event (for example: What is the
probability that we shall get approval for next month? What is the probability that we
shall not get approval for next month?).

e Apply probability formulas per levels of complexity.

Risk Metrics

The SES Project Management Team will report metrics on the risks. The SES Enterprise Portal
offers the ability to produce various queries that may include reporting results on the following:

e Number of risks opened (by rating) e Number of risks open (by owner)

e Number of risks closed (by rating) e Number of total risks by risk rating

e Number of risks closed (by due date) e Numbers of risks by risk factor

e Number of risks by age category e Problem Identification, Tracking, and
e Number of risks overdue Resolution

Execute Resolution

Executing resolution is performing the tasks required to mitigate the risk. In this step, the risk
owner updates the Risk Log with all relevant information about the risk, including whether or
not the risk resolution plan has in fact resolved the risk.

The SES Team, in coordination with the lowa Project Team representatives, will address the
potential trend and develop acceptable and approved corrective action plans. These plans will
document the history of the trend, analyze the potential impact to the lowa IME project, and
recommended corrective actions. These recommendations may result in
modifications/adjustments to the Project Team’s processes and procedures to help improve
overall product quality and product team performance. All changes will be automatically added
into the SharePoint repository to monitor and update quality thresholds as required.

SUMMARY — SES HAS BEEN IMPLEMENTING STRUCTURED AND DISCIPLINED PMOS THROUGHOUT THE
COUNTRY FOR THE LAST FIFTEEN (15) YEARS. SES IS CONSIDERED AN INDUSTRY LEADER IN POMI
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IMPLEMENTATION AND CURRENTLY HAS A COPYRIGHT PENDING FOR THE ONLY POMI MIATURITY MIODEL IN

THE WORLD.
4.1.2.1 Staffing

The table below lists the labor categories who are primarily responsible for this task as well as

those listed as secondary:

Project Manager
Project Scheduler / Change Control

Monthly Status Report

Corrective Action Plan

***POMI Operations Document

***pPOMI Processes & Workflows

***pOMI Document Updates

*** POMI Accountability & Performances Metrics

Technical / Administrative Assistant
Administrative Assistant.

Identify all issues, corrective actions, and provide
resolutions for each DDI phase.

Identifies areas of risk, impact to project,
mitigation strategy, and corrective action
suggested for the state.

POMI Operations Document and
Processes/Workflows submitted for approval NLT
14 Business Days from Contract Start Date

POMI Operations Document and
Processes/Workflows published within 1 Business
Day after Approval

POMI Document Updates published within 1
Business Day after Approval

POMI Metrics Approved within 14 Business Days
from Contract Start Date

*** ADDITIONAL SES DELIVERABLES AND/OR PERFORMANCE MEEASURES

100% of the recommended resolutions and
risk mitigations will result in allowing the
contractors to return to execution of their
approved work plans in order to continue to
progress towards transition to successful
operations.

SES PMO Focus Areas

Team SES will ensure that 100% of resolutions
and risk mitigations recommended will result
in continued contractor progress towards their
approved work plans.

The twenty (20) focus areas provide the
accountability measures that Team SES will
use to assess the overall performance.
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Facilitate the Executive teams (Steering Committee and Sponsors) with management activities
including development and implementation of key documents (i.e. project charter, governance
roles) and executive meetings.

DELIVERABLES:

Project Charter document

Project Governance document

e Meeting agendas and notes

e Written documentation of all major decisions

PERFORMANCE IMIEASURES:

e Project Charter and other start-up documents will be submitted for Agency approval within
30 calendar days of the beginning of the contract.

e Meeting agendas will be distributed 2 business days prior to each meeting.

e Meeting notes will be distributed 2 business days after the conclusion of the meeting.

e All written documentation of the major decisions will be submitted to the Agency’s Project
Director for approval within 1 business day of the decision(s). Once approved by the
Agency’s Project Director the decisions will be distributed and posted in the project library.

MONITORING:

e The Agency's Project Director will review deliverables at least quarterly.

As part of our role as the POMI vendor for the State, Team SES understands that we will act as
facilitators for the Executive teams. We will manage activities including development and
implementation of key documentations. Our team will complete Project Management
documentation and create meeting agendas and complete notes of these meetings and all
other major decisions. All project and meeting documentation will be completed within the
performance measurement guidelines listed and will be available for the Project Director to
review on a quarterly basis.

In a large, complex project such as the IME DDl implementation, it is critical to be proactive
rather than reactive. Executive Meetings and reviews serve the important role of effectively
communicating the accurate status of the project to stakeholders and help ensure project
events, documents, and tasks are completed in a timely and accurate manner.

FACILITATION OF MEEETINGS

Project plans and schedules from the IME Units will be used to coordinate and communicate
the key milestones, tasks, and deliverables reflected in the MWP and individual Implementation
Work Plans. The SES POMI will schedule and facilitate numerous meetings in support of
management activities.

To ensure all IME Executive meetings are well-planned and conducted in a very professional
and efficient manner, the SES Team will use experienced, trained Facilitators to facilitate each
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in a timely manner to all appropriate IME project members.

Tab 4: Bidder’s Approach to Meeting Key Activities

To facilitate implementation, the following assumptions are part of the SES Team’s proposal
analysis/response:

e All IME Units will have sufficient team resources included in their plans/schedule to
attend and support project meetings

e All IME Units will utilize project meeting minutes to ensure understanding of relevant
project issues

Some of the key project meetings to be facilitated and coordinated are:

MEETING/COMMUNICATION FREQUENCY PARTICIPANTS & DESCRIPTION
FORMAL MEETINGS AND COMMUNICATION
AGENDAS, MEETING MINUTES, AND DECISION DOCUMENTATION (AS NEEDED) ARE PROVIDED FOR FORMAL

MEETINGS
Project Status And Schedule Bi-Weekly POMI and team leads meet to review the
Review project schedule and project effort and

identify any scope or overall project issues,
status and action items.

Risk Management Meeting Bi-Weekly POMI and team leads meet to review
potential and known risks and apply
mitigation and resolutions steps for each
identified risk.

Expectations / Kick-Off Per Deliverable | Prior to development of a deliverable, an

Meeting Expectations and Kick-off meeting must be
held.

Deliverable Review Per Deliverable | A series of meetings must be conducted to

collaboratively understand the scope of
each deliverable between assigned
deliverable owners (IME Stakeholders and

SES Team).
Comments Resolution Per Deliverable | Finally, if the deliverable is rejected after
Meeting formal submission, a Comments resolution
meeting must be conducted.
Formal Review Subsequent To Meeting held to review progression of
Key Milestone project by reviewing the key deliverables.
Deliverables Key project team leads and stakeholders

must attend. This process established a
schedule for meetings to be conducted at
key project milestones in order to assess
project progress.

Technical Interchange Ad-Hoc; Project leads and affected team leads will
Conducted address and resolve any functional/technical
Iowa Department of Human Services - PMO Page 32
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MEETING/COMMUNICATION FREQUENCY PARTICIPANTS & DESCRIPTION
Twice A Month | issues.
During
Development,
Implementation,

Tab 4: Bidder’s Approach to Meeting Key Activities

And Post
Implementation
Period
Change Control Meeting Ad-Hoc When new requirements are raised that are
not part of the Contract/SOW, a meeting
must be held to discuss and scope the
change.
INFORMAL MEETINGS AND COMMUNICATION
Brown Bag Session Bi-Monthly Sessions will be conducted by the SES Team

with project team members to informally
discuss project topics.
AN AGENDA AND MEETING MINUTES ARE OPTIONAL

The SES Team will use a structured and efficient project meeting process. The entire Project
Team will be provided training and guidelines on how to conduct and participate in effective
meetings. A Project Meeting Schedule will be maintained on SharePoint and provided as part
of each users SharePoint login home web page.

Some basic meeting guidelines that the IME will implement and enforce on a regular basis are:

e All meetings will be scheduled at least 2 days in advance (when possible)

e Each meeting will have an identified Meeting Owner and Agenda (no exceptions)

e Meeting agendas will be available at least 1 day before the meeting

o All meetings will be scheduled via Outlook or SharePoint; attendees will confirm receipt
and meeting acceptance via SharePoint

e All meetings will have meeting minutes produced within 1 business day after each
meeting

e The meeting minutes will be made available in the electronic project library
documentation repository — meeting minutes comments will be tracked and maintained
via SharePoint

e All action items and issues will be updated and tracked via SharePoint Issues
Management System

e All decision documentation will be updated and maintained in SharePoint

e Regular SES POMI monitoring and assessment of IME meetings

PROJECT GOVERNANCE AND DOCUMENTATION

It is imperative that the IME DDI project operates with a sound, effective project governance
structure and capability. The SES POMI has assisted numerous State Medicaid Agencies and
Fortune 200 companies in setting up effective project governance structure to support large,
mission critical projects.
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e Qutline the relationships between all internal and external groups involved in the
project
e Describe the proper flow of information regarding the project to all stakeholders
e Ensure the appropriate review of issues encountered within each project
e Ensure that required approvals and direction for the project is obtained at each
appropriate stage of the project.
The existing DHS leadership structure and processes will be leveraged to develop documented
governance procedures for approval and implementation. As in the past, the SES approach to
developing an effective project governance model for the IME projects will satisfy the following
nine (9) roles:

v" Establish the basis for project governance, approval, and measurement —including
defining roles and accountabilities, policies and standards, and associated processes

v" Evaluate project proposals to select those that are the best investment of funds and
scarce resources and are within the firm’s capability and capacity to deliver

v Enable, through resourcing of projects with staff and consultants, harnessing and
managing of business support and the provision of the governance resources

v" Define the “desired business outcomes” (end states), benefits, and value — the
business measures of success and overall value proposition

<

Control the scope, contingency funds, overall project value, etc.

v" Monitor the project’s progress, stakeholder’s commitment, results achieved, and the
leading indicators of failure

v" Measure the outputs, outcomes, benefits, and value — against both the plan and
measurable expectations

v" Act to “steer” the project into the organization, remove obstacles, manage the critical
success factors, and remediate project or benefit-realization shortfalls

v Develop the organization’s project delivery capability — continually building and
enhancing its ability to deliver more complex and challenging projects in less time and
for less cost while generating the maximum value

DEVELOPMENT AND IMPLEMENTATION OF KEY DOCUMENTS

The SES POMI will implement PM standards and procedures for documentation based on
proven experience gained in numerous other critical, large scale projects (including the “stand-
up” of the IME). To support CMMI compliance, both Project Planning and Project Monitoring
Control Process Areas must be implemented at a mature and repeatable process level.

The purpose of Project Planning is to establish and maintain plans that define project activities.
Project Planning includes developing the project plan, interacting with stakeholders
appropriately and getting commitment to the plan, and maintaining the plan. Planning begins
with requirements that define the products and project.
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SEI CMMI PROJECT PLANNING PROCESS AREA

Establish Estimates of Project
Attributes

Define Project Life Cycle
Determine Estimates of Effort
and Cost

PROCESS PROCEDURES TypicAL WORK PRODUCTS
1. Establish e Estimate the Scope of the e Task Descriptions
Estimates Project e Work Product Descriptions

e Work Breakdown Structure
e Technical Approach

e Size and Complexity of Tasks
e Project Life Cycle Phases

e Cost and Schedule Estimates

2. Develop a
Project Plan

Establish the Budget and
Schedule

Identify Project Risks

Plan for Data Management

Plan for Project Resources

Plan for Needed Knowledge and
Skills

Plan Stakeholder Involvement
Establish Project Plan

e Project Schedule

e Schedule Dependencies
e Project Budget

e |dentified Risks

e Risk Priorities

e WBS Work Packages

e \WBS Task Dictionary

e Staffing Requirements
e Skills Inventory

e Training

e Detailed Project Plan

3. Obtain
Commitment
to the Plan

Review Subordinate Plans
Reconcile Work and Resource
Levels

Obtain Plan Commitment

e Record of Subordinate Plan
Reviews

e Re-negotiated Budgets

e Revised Schedules

e Revised Requirements List

e Renegotiated Stakeholder
Agreements

The SES POMI understands that IME Business Modules will prepare and submit detailed project
plans and estimates after the implementation strategies and options have been selected by the

Project Director — the Project Planning requirements will be used to validate that sufficient
monitoring, and control can occur because the project is properly planned.

The purpose of Project Monitoring and Control is to provide understanding into a project’s
progress so that appropriate corrective actions can be taken when a project’s performance

deviates significantly from the plan. The SES POMI will support the IME Business Modules with

the collection and monitoring of project actuals (and subsequent comparisons to the
estimates). The SES POMI will work with individual Business Module PMs to obtain the

necessary information to ensure the Master Work Plan is updated on a timely basis. The IME
PMs will be expected to use the POMI Project Change Control (PCR) process to ensure project
changes are properly documented, assessed for impacts, and approved/rejected in accordance
with established processes.
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SEI CMMI Project Monitoring and Control Process Area
Process Procedures Typical Work Products
1. Monitor e Monitor Project Planning e Records of Project Performance
Project Against Parameters e Records of Significant Deviations
Plan e Monitor Commitments e Records of Commitments
e Monitor Project Risks Reviews
e Monitor Data Management e Records of Project Risk
e Monitor Stakeholder Monitoring
Involvement e Records of Data Management
e Conduct Progress Reviews e Records of Stakeholder
e Conduct Milestone Reviews Involvement
e Documented Project Review
Results
e Documented Milestone Review
Results
2. Manage e Analyze Issues e List of Issues Needing Corrective
Corrective e Take Corrective Action Actions
Action to e Manage Corrective Action e Corrective Action Plan
Closure e Corrective Action Results

UTiILIZING INDUSTRY BEST PRACTICES AND PROJECT DOCUMENTATION

The SES Team will utilize the following documents as an aid to ensure the IME Project Teams

are on track:

PROJECT SCOPE STATEMENT PROJECT CHARTER

1 Purpose/Justification 1 Purpose/Project Justification

2 Objectives 2 Objectives And Success Criteria

3 Scope Description 3 Scope Description

4 Functional And Technical 4 Functional And Technical
Requirements Requirements

5 Boundaries 5 Boundaries

6 Data Migration Strategy 6 Data Migration Strategy

7 Deliverables 7 Deliverables

8 Acceptance Criteria 8 Acceptance Criteria

9 Constraints 9 Constraints

10 Assumptions 10 Assumptions

11 Alternatives Analysis 11 Alternatives Analysis

12 Cost Estimates 12 Cost Estimates

13 Cost-Benefit Analysis
14 Risks

15 Fund Limitations
16 Standards
PROJECT MANAGEMENT PLAN
1 Purpose

13 Cost-Benefit Analysis

14 Risks

15 Fund Limitations
16 Standards
Risk MANAGEMENT PLAN

1 Purpose
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2 Scope Management Plan 2 Risk Planning Process
3 Schedule Management Plan 2.1 Risk Management Planning
4 Cost Management Plan 2.2 Risk Identification Process
5 Quality Management Plan 2.3 Risk Analysis
6 Change Management Plan 24 Risk Response Planning
7 Staffing Management Plan 2.5 Risk Monitor And Control
8 Communication Management Plan 3 Risk Planning Detail
9 Risk Management Plan 3.1 Methodology
10 Procurement Management Plan 3.2 Risk Roles And Responsibilities
11 Assumptions 3.3 Budget
12 Constraints 34 Risk Management Activities
13 Supporting Information 3.5 Risk Categories
3.6 Definitions Of Risk Probability And
Impact
3.7 Reporting
4 Issue Management

Summary - the IME mission-critical project must have an effective project governance model
to ensure project success; additionally, the project governance model must be integrated
within the overall organization and project management structure to ensure efficient
reporting, oversight, and total accountability for key Stakeholders.

4.2.2.1 Staffing

The table below lists the labor categories who are primarily responsible for this task as well as
those listed as secondary:

Project Manager Technical / Administrative Assistant
Project Scheduler / Change Control Administrative Assistant.
Project Charter Project Charter and other start-up documents

will be submitted for Agency approval within
30 calendar days of the beginning of the
contract.

Project Governance Project Governance documentation and other
start-up documents will be submitted for
Agency approval within 30 calendar days of
the beginning of the contract.

Meeting Agendas / Notes Meeting notes will be distributed 2 business
days after the conclusion of the meeting.
Decision Action Request Documentation All written documentation of the major

decisions will be submitted to the Agency’s
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Project Governance Procedures Document

Approved Project Governance Procedures
Document stored in Project Library

Project Governance Procedures Document
Updates

100% of the time all notes, agendas, and
meeting materials will be prepared
accurately the first time.

Meeting agendas and meeting materials will
be distributed 2 business days prior to each
regularly scheduled meeting.

Meeting notes will be distributed 2 business
days after the conclusion of the meeting.

Tab 4: Bidder’s Approach to Meeting Key Activities

Project Director for approval within 1 business
day of the decision(s). Once approved by the
Agency’s Project Director the decisions will be
distributed and posted in the project library.

Project Governance Procedures Document
submitted for approval within 14 Business
Days from Contract Start Date

Project Governance Procedures Document
published within 1 Business Day after
Approval

Project Governance Procedures Document
Updates published within 1 Business Day after
Approval

Team SES will prepare 100% notes, agenda
and meeting materials accurately the first time
by executing our standard quality review and
control process for all project deliverables.
Team SES will fully execute the
Communication Plan for coordinating
information across projects by distributing
meeting agendas and meeting materials two
(2) business days prior to each regularly
scheduled meeting.

Team SES will fully execute the
Communication Plan for coordinating
information across projects by distributing
meeting notes two (2) business days after the
conclusion of each meeting.
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4.3 Key Activity #3

Tab 4: Bidder’s Approach to Meeting Key Activities

Establish the project management structure and bring the appropriate tools (including a
dashboard tool — see Key Activity #11) that will be shared with other contractors and that will
return a successful implementation result. The structure and tools will allow monitoring of work
plans, resolution of issues, and mitigation of risk. Necessary elements of this reporting include
any elements that without resolution can affect time, cost or performance constraints on the
project(s). All interdependencies within the project should be identified and prioritized. This
contractor will facilitate all meetings that oversee the project activities.

DELIVERABLES:

e All project organizational plans

e All project tools

e A reporting structure that identifies risk that affect time, cost, or performance constraints
on the project.

e Alisting of all key management positions, job descriptions, and percent of time dedicated to
that job.

e Written meeting agendas, notes and decisions.

e Walkthroughs of deliverables as needed.

PERFORMANCE MEASURES:

e I|dentification and use of structure and tools will be an all inclusive methodology resulting in
efficient, accurate reporting and a true picture of the status and results of all contractors'
implementation activities resulting in a successful, timely implementation of all milestones
and tracking and maintaining of all work plan schedules. Submission to the Agency’s Project
Director of the structure and recommended tools will be submitted within 15 calendar days
of the start of the Contract.

e All structure and tools will be in place within 45 calendar days of the start of the Contract.

e All tools will be used 100% of the time unless written approval of the Agency’s Project
Director is received.

MONITORING:

e The Agency's Project Director for the project will interact on a frequent basis with the
Contractor's project manager to review status, timelines and resolve issues related to
successful implementation. The Project Director will review the status reports and all
corrective action plans. The Project Director will approve all management plans and tools
prior to the implementation of those plans and/or tools.

Team SES understands our role in establishing the project management structure needed for
the successful implementation of the DDI Projects and will bring the needed tools to be shared
with other contractors. Our team will provide structure and reporting tools that will allow
monitoring of work plans, resolution of issues, and mitigation of risk. We understand that
accurate reporting is necessary to identify elements that, without resolution, can affect time,
cost, or performance constraints on the project(s). All interdependencies within the project will
be identified and prioritized to provide a realistic view of project happenings. Team SES will
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facilitate all meetings that oversee the project activities. Our tools will be utilized 100 percent

of the time to ensure continuity of POMI processes. Our POMI staff will interact with the State
Project Director frequently to review all aspects of project status and to resolve issues.

Tab 4: Bidder’s Approach to Meeting Key Activities

Software Engineering Services (SES) has a fully developed, functional Enterprise PMO Toolkit.
As depicted below, our tool kit consists of several components to provide an efficient,
comprehensive Enterprise PMO solution.

SES ENTERPRISE PMO TOOLKIT

Project Management Office Electronic Project Library PMO Maturity Model (Best
Manager (PMOMg) (SharePoint Based) Practice Framework)

Details of the Electronic Project Library are discussed in Key Activity # 4; and details of the PMO
Maturity Model can be reviewed at www.PMOMaturityModel.org .

Although details of Team SES PMOMg are covered in Attachment PMOM, a brief overview is
provided below.

PMOMg, automated tool, with efficient dashboard reporting, provides a PMO structure that
supports key PMO features and functions that are in compliance with CMMI Level 3 and PMI
PMBoK standards, and a common platform for workplans, issue resolution, risk mitigation and
overall project communication and reporting. Again, PMOMg provides vital project information
targeted to three main user groups - POMI, PM, and Stakeholders. PMOMg will extend the
project management oversight, control, and support for each IME DDI project. PMOMg will
allow the SES POMI to achieve the following operational objectives:

e Business Integrator- at multiple levels dependent upon your business need
e Project Management Platform- encompass all the people (project stakeholders),
processes (methodologies, and practices), and tool (templates, etc) influencing project
performance
e Organizational Entity- offers projects and executives a platform to collaborate
PMOMg also ensures project managers apply consistent project management and reporting
practices. PMOMg will help standardization of processes to support projects from initiation to
closure quickly and efficiently. PMOMg provides guidance and support to establish POMI
functions as per IME business needs. Key POMI functions supported include:

e Methodology. This function of the POMI is targeted at developing and implementing a
consistent and standardized process of managing several projects according to a chosen
methodology.
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¢ Training. Conducting project management office training allows for the improvement of
competencies and skills for project managers and team leaders. This function ensures
that managers and teams with appropriate skills and abilities are employed and
assigned.

Tab 4: Bidder’s Approach to Meeting Key Activities

e Internal PM | Consulting. PMs will be provided project advice regarding POMI best
practices. POMI guidance without wasting time on ineffective communications.

e Cost reduction through efficient, centralized services. The PMOMg will increase
project efficiency through the centralization of services such as staff, supplier, customer,
and equipment management. Centralizing these services also standardizes how they
are implemented, thereby reducing the costs incurred by using different methods on
different projects.

¢ Making sure that stakeholders have up-to-date, accurate information. The PMOMg
will Update Plans and produce Report Status for projects, programs, and portfolios.
Depending on the level of sophistication of the Knowledge Base, this may be a manual
activity or a thoroughly automated function.

e Supporting ongoing improvement in project management. Organizations and their
projects are constantly changing, and the POMI must change with them. When the
original problems are solved, new problems or opportunities are identified, and the
POMI can then support ongoing improvements in project management.

PMOMg has a focused goal of improving project performance. A successful implementation
of PMOMg will enable more projects to deliver high-quality results on time and within
budget. PMOMg also incorporates industry best practices like PMBOK, OPM3, and CMMI.

PMOMG ENHANCEMENTS WITHIN EACH AREA ARE:

e POMI
0 Enhances governance
0 Allows users to create a new project
O Provides POMI Reports
= Project Health across all projects
= Balanced scorecard
=  POMI Performance
Allows users to perform POMI Reviews
Offers capabilities for PM coaching & mentoring (optional)
Offers multi-project coordination & collaboration
Provides POMI- PM Feedback

O O 0O

o

Offers methodology that is supportive of PMBOK, and CMMI
Provides PM Reports

= Project Health

= Project Risks

o
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=  Project Issues

=  Project Action Items

Tab 4: Bidder’s Approach to Meeting Key Activities

= Project Change Requests
0 Allows PM to communicate with POMI and other project stakeholders
0 Allows PM to capture lessons learned and project closure

e Project Stakeholders

0 Offers visibility into projects
O Provides enhanced reporting

O Ensures enhanced performance measurement & reporting

PMOMG FEATURES
e Web- based
e Role-based access
e User-Specific Dashboard

e Standard and Role-specific reports

e User management

e Controlling services assess, review, and audit project status
e Directive services are used to directly manage projects

PMOMG DASHBOARD EXAMPLES
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SERVI CES
BENEFITS OF PMOM

The following benefits are observed by organizations implementing PMOM:

Provides a centralized place to access all projects

Ensures that projects have appropriate infrastructure

Defines POMI, PM, and other stakeholder roles and responsibilities

Establishes standards and processes

Implements relevant project management templates

Provides POMI services to projects

Implements project monitoring, oversight, and performance

Enhances communication

Assesses and improves project management throughout the organization

Standardizes project management practices throughout the organization

Improves communication so that senior executives and stakeholders know project
status

Improves communication and decision-making so projects achieve strategic objectives
Improves the POMI operation. The POMI improves its own operations by measuring its
effectiveness, implementing changes to existing services, and adding new services.
Improves PM maturity. The PMOMg can assess the overall capability of the organization
to reliably deliver acceptable project results on time and within budget. It can then
develop and implement a long-term plan to improve that capability.

4.3.2.1 Staffing

The table below lists the labor categories who are primarily responsible for this task as well as
those listed as secondary:

Project Scheduler / Change Control Project Manager
Issues / Risk Manager Administrative Assistant.
Project Control Specialist

Project Organization Plan Includes all activities of project so all needed

implementation work is identified and
completed with proper testing

Risk Management Plan Consisting of risk management planning, risk

identification, risk quantitative and qualitative
analysis, response planning, monitoring, and
control activities.

Meeting Agenda / Notes Meeting notes will be distributed 2 business
days after the conclusion of the meeting.

Decision Action Request Documentation All written documentation of the major
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Deliverable Acceptance Documentation

Identification and use of structure and tools
will be an all inclusive methodology resulting
in efficient, accurate reporting and a true
picture of the status and results of all
contractors' implementation activities
resulting in a successful, timely
implementation of all milestones and
tracking and maintaining of all work plan
schedules. Submission to the Agency’s
Project Director of the structure and
recommended tools will be submitted within
15 calendar days of the start of the Contract.
All structure and tools will be in place within
45 calendar days of the start of the Contract.

All tools will be used 100% of the time unless
written approval of the Agency’s Project
Director is received.

Tab 4: Bidder’s Approach to Meeting Key Activities

decisions will be submitted to the Agency’s
Project Director for approval within 1 business
day of the decision(s). Once approved by the
Agency’s Project Director the decisions will be
distributed and posted in the project library.
Provides breakdown of Deliverable
Assessment including:

1. Title of the Deliverable Analyzed

2. Summary of the Observations

3. Type of Issue found (Consistency,
Correctness, Completeness)

4. Recommendation

5. Reference Documents

Team SES will submit our project structure and
recommended tools to the Project Director
within 15 calendar days of contract start. Our
structure, tools, and all inclusive methodology
will be comprehensive and result in efficient
and accurate reporting for the status of the
project and implementation activities to
ensure successful completion of the project.

Team SES will ensure that our project tools
and corresponding structure will be
implemented and in place for use within the
first 45 days of the contract.

The Team SES tools and structure will be
utilized 100% of the time for all aspects of the
project unless written approval is obtained
from the Project Director.
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4.4 Key Activity #4

Tab 4: Bidder’s Approach to Meeting Key Activities

Document the project through a project library, meeting agendas, meeting notes, decision
documents and any other relevant aspects of project activities of any contractors involved in
the implementation of the DDI project so that a clear, concise record of all elements is created
as a historical reference.

DELIVERABLES:

° Project Library including an index.

. Meeting agendas.

° Meeting notes.

o Decision documents.

PERFORMANCE MEASURES:

° Documentation of the project will be of a nature that the Agency’s Project Director will

be able to identify 100% the status at any time of all timelines, milestones, issues, resolutions,
risks, risk mitigations, stakeholder decisions, and results.

° Submit for the Agency’s Project Director’s approval a project library outline prior to the
implementation of the project library within 10 calendar days of the execution of the Contract.
MONITORING:

° The Agency's Project Director will approve the initial structure and content of the
project library prior to implementation. On a periodic basis following the implementation of the
project library the Project Director will random sample the project library to assure that it is
being maintained with the most recent documents.

Team SES understands that our role in the POMI is to document all facets of project happenings
and store all documentation in a project repository. Our focus on documentation will include all
relevant aspects of project activities for contractors, as well as meetings held to include key
project stakeholders. All decisions will be documented in a clear and concise manner following
a standardized template to allow the Project Director to identify the project status at any time
throughout each phase. The project library outline will be provided to the Project Director for
approval before implementation and our Project Manager will ensure that all documentation is
maintained and available.

SES implements an Internet-accessible Electronic Project Library for every project we undertake
in order to foster a collaborative effort among project team members, manage and control
project execution, streamline projects/business processes, and assist communications with all
stakeholders. The SES Electronic Project Library solution is an ideal fit for the collaborative
requirements of the IME DDI Project.

SES uses Microsoft SharePoint as an integrated suite that helps improve organizational
effectiveness by providing comprehensive content management and Enterprise Search,
accelerating shared business processes, and facilitating information sharing across boundaries
for better business insight.
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Tab 4: Bidder’s Approach to Meeting Key Activities

The SharePoint collaboration and content management server provides the project team with
the platform and tools they need for server administration, application extensibility,
interoperability, and the control system for its

Electronic Project Library.

COLLABORATION
The featured areas to be utilized specifically for A 2
the lowa POMI project are as follows:
Collaboration: The enabling technologies that
allow the project team to work together
effectively, providing intuitive, flexible, and SHAREPOINT
secure mechanisms for sharing information ELECTRONIC
through the use of collaborative tools like wikis PROJECT
and blogs, collaborating on and publishing LIBRARY
documents, maintaining task lists, conducting ENTERPRISE Ea
surveys, developing and maintaining site SEARCH
templates customized for specific business uses, o .

and implementing workflows.

Portal: The facilities that provide the capabilities

to personalize the user experience of an

enterprise Web site, to target content to various audiences based on sets of rules, to
automatically facilitate intuitive navigation through the Web site while tailoring the navigation
to the individual rights of the user, to deliver comprehensive site content management and
structural facilities, and more.

Enterprise Search: The critical ability to quickly and easily locate relevant content distributed
across a wide range of sites, document libraries, business application data repositories, and
other sources, including files shares, various Web sites, Microsoft Exchange public folders, and
Lotus Notes Databases — and to find the appropriate people who can help answer questions or
be involved in projects.

SHAREPOINT DOCUMENT REPOSITORY

Proper records management is vital to the IME Project’s knowledge management and
regulatory compliance. SharePoint provides a new set of features for creating and supporting
formal records management capabilities in an organization. The core of the records
management implementation in SharePoint is a stable, scalable, and efficient repository.

SharePoint is an extremely robust portal that provides a number of significant benefits for
document management and collaboration, and SES’s implementation of SharePoint as a single-
source project portal significantly enhances its baseline capabilities to provide a productivity-
enhancing tool, as outlined below:

v The Electronic Project Library will be a single-source portal for all project information.
Users will access all project information and documents through the Electronic Library.
They will be able to find and reuse timely and relevant information and quickly locate
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and access documents, subprojects or team sites, and best practices by searching or

browsing—all through the portal.

Tab 4: Bidder’s Approach to Meeting Key Activities

v" Users will be more productive because they will have immediate access to up-to-date,
relevant information. All project information will be structured in a logical set of areas
and folders in the Electronic Library. Users will be able to personalize the Electronic
Library by creating “My Site,” a customized view of the site in which they choose exactly
how they want to view site information. They will also be able to expose a public
version of My Site so that they can show customized information to other users.

v Users can sign up for email-based alerts to find out when information has been created
or updated anywhere in the Electronic Library. Alerts are subscription-based, which
means each user controls the alerts he or she receives.

v SharePoint allows relevant information to find the appropriate users through Alerts and
Audience Targeting. Alerts notify users when any relevant file, Electronic Library site,
person, or application has been added or changed.

v The Electronic Library can be configured to allow teams and individuals to contribute
content that will be seen by some or all of the users.

v SharePoint enables users to locate files, project plans, and best practices in file shares,
websites, Microsoft Exchange Public Folders, team sites, and databases. Users can find
more than just documents and websites.

PERFORMANCE CAPABILITIES

For IME Electronic Project Library, SharePoint will provide the following security-enhanced,
scalable, and reliable, high-performance capabilities for site/library management.

v’ Storage - Allowing content such as documents (Office documents, PDFs, custom binary
files), Web pages, lists, and other types of information to reside in a common data
repository (Microsoft SQL Server™) with full data management capabilities, version
control, metadata, and site-level search.

v" Security - Providing the essential elements of comprehensive security management by
employing a range of authentication providers (for example, Kerberos, NTLM, basic, the
Active Directory® directory service, LDAP, ASP.NET forms and Web single sign-on
authentication), policy management, group management, and permission levels ranging
from individual items in list to entire sites.

v" Management - Enabling centralized and delegated administrative facilities for Windows
SharePoint Services sites from operational and application perspectives, in addition to
ongoing site monitoring.

v" Deployment - Providing an architecture that supports flexible, distributed, and scalable
deployment architectures across Web and database servers; enabling configuration and
site feature management.
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v Site Model - Providing a template-based infrastructure for deployment of custom sites,
providing automated navigation and a consistent user interface while allowing for
extensive and flexible customization of site formatting and layout.

v Extensibility - Providing a comprehensive application programming interface (API) that
allows custom applications to be built on the Windows SharePoint Services architecture,
employing use of XML Web services and SOAP, providing event handlers for cross-
integration with other applications, and providing methods for migrating content into
Windows SharePoint Services sites.

SES POMI SHAREPOINT AT A GLANCE

The Electronic Project Library is an extremely flexible Web Portal that will be configured to
maximize productivity on the IME DDI Project. The basic site structure will include a main
Electronic Project Library page that serves as the entry point to the site and contains project-
wide information that can be configured by site administrators.
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Typical main page information includes:

Announcements — project-wide announcements to provide information such as major
deliverable completion and significant accomplishments.

Events — upcoming meetings, training sessions, and conference calls.
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Structured, configurable menu system — a highly configurable menu system along the left-hand

side of the page provides users an intuitive, structured way to browse site information. This
menu system typically provides entry to the main document library, the team websites,
organization charts, and personnel contact information.

Tab 4: Bidder’s Approach to Meeting Key Activities

Site search — a Web search engine that can search messages, people, and documents within the
Electronic Library, including character-level text searches within stored documents.

Surveys — Users can design and post surveys that allow them to collect information from users
inside and outside the project.

Discussions — Users can define discussion topics and capture responses in a thread-based
fashion similar to public newsgroup sites.

Special interest document libraries — Users can design special interest libraries, such as
“Project Management Standards” or “Project Decision Documentation.” Each library functions
as its own control group, allowing access to all users or to a particular subset based upon
security roles defined by administrators. Each library also allows optional version control and
search discovery (include or exclude from searches).

Forms libraries — Users can design and post forms that allow the capture of structured
information, such as task completion and document review status.

Charts and graphs — Specialized Web parts allow charts and graphs to be defined and viewed
based upon real-time information elsewhere in the site.

Lists — Users can create and track lists based on nearly any information and link the lists to
charts, graphs, or other methods of reporting. These lists can be customized to track and
report virtually any project information, such as documents, test cases, or deliverables.

Information feeds — Users can link Web parts to external websites that provide feeds for news,
stock information, health care issues, and an extremely diverse set of information sources that
use standardized information discovery mechanisms such as RSS and XML.

4.4.2.1 Staffing

The table below lists the labor categories who are primarily responsible for this task as well as
those listed as secondary:

Project Control Specialist Technical / Administrative Specialist

Project Library Outline / Index Submit for the Agency’s Project Director’s
approval a project library outline prior to the
implementation of the project library within
10 calendar days of the execution of the
Contract.
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Meeting Agendas / Notes

Decision Action Request Documentation

Documentation of the project will be of a
nature that the Agency’s Project Director will
be able to identify 100% the status at any
time of all timelines, milestones, issues,
resolutions, risks, risk mitigations,
stakeholder decisions, and results.

Submit for the Agency’s Project Director’s
approval a project library outline prior to the
implementation of the project library within
10 calendar days of the execution of the
Contract.

Tab 4: Bidder’s Approach to Meeting Key Activities

Meeting notes will be distributed 2 business
days after the conclusion of the meeting.

All written documentation of the major
decisions will be submitted to the Agency’s
Project Director for approval within 1 business
day of the decision(s). Once approved by the
Agency’s Project Director the decisions will be
distributed and posted in the project library.

Team SES will ensure that all documentation
for the project will be easily organized and
accessible so that the Project Director will
easily be able to see project status at any time
via the SharePoint portal.

Team SES will strategically prepare the project
portal outline for ease of use and
maintenance. The outline will be submitted to
the Project Director within 10 days of
execution of the contract.
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4.5 Key Activity #5

Tab 4: Bidder’s Approach to Meeting Key Activities

Review all plans of any contractors having roles in the DDI of the System Services
implementation project. (This includes the new MMIS and POS vendors and the current IME
contractors). The QA plans procedures and the IVV plans and procedures will be reviewed for
purposes of integration and coordination with the overall implementation. Attend all joint
application design (JAD) sessions of the System Services contractors.

DELIVERABLES:

o Regular, written summary reports identifying each contractor's work plan status as
acceptable with correction action defined for those not found to be acceptable.

° Follow up reports until all System Services and IME contractors' plans are acceptable.
o Written summary of issues or risks as a result of the JAD sessions.

PERFORMANCE IMIEASURES:

° Once reviewed and approved by the Agency’s Project Director and the Oversight

Contractor all plans of the contractors will be used as a tool that, when the plans are followed,
will allow for a timely, accurate implementation resulting in a successful transition to
operations by 100% of contractors.

IMONITORING:

° In the case of the IME, each Unit Manager will review the status of their contractor on a
weekly basis to determine status towards implementation. All corrective action plans will be
reviewed and approved by the Unit Manager.

Team SES will review all plans including the MMIS, POS, and IME contractors, as well as the
IV&V and QA documentation. Our focus will be on the integration and coordination of system
implementation to ensure successful project implementation. In addition, Team SES
understands our role in attending all JAD sessions and documentation of summary reports
regarding work status and corrective action plans. Follow up reports will be provided to the
state until all plans are acceptable. Risks and Issues will be documented throughout the JAD
sessions to ensure the state is aware of all project happenings. Our Team will work with the
Unit Manager for to review contractor status weekly through implementation. Corrective action
plans will be reviewed and approved by the Unit Manager.

The SES POMI will work with each IME Contractor to address their plans, procedures, and
timelines. Each project will consist of implementation activities, tasks with estimated work
effort and associated costs, resource allocations, milestones, and deliverables at a minimum. In
addition to attending all JAD sessions of the System Services contractors, Team SES will
communicate, validate, and coordinate to ensure timely and accurate implementation.
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Tab 4: Bidder’s Approach to Meeting Key Activities

Validate and ensure
plan completeness,
risks with associated

mitigation strategies,
and dependencies

Communicate a
minimum level of
project planning
documentation that
must be su_bmltted with other IME approved.by the
with the project plans . Project Director
projects

/ 5 v

Coordinate and obtain
a final complete
project plan with a
project schedule to be

INTEGRATION AND COORDINATION WITH PROJECT GOALS

Each impacted System Service contractor will be required to produce detailed (individual)
implementation work plan. The POMI will work with each Contractor to produce a high quality,
structured work plan identifying all the implementation activities with fully resourced tasks.
Some key activities performed