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1. Introduction

1.1 Purpose

This document is the Deliverable Management Process for the <Project Name> Project. The purpose of the process is to facilitate the timely review of contractor deliverables; to ensure deliverables are tracked and all events are recorded; and to ensure a copy of each deliverable and all supporting materials are filed in the project library.  Deliverable management is necessary to ensure the state only accepts deliverables that meet contract requirements and contractors are only paid for acceptable deliverables. 

This document will be reviewed at least annually and updated, as needed, as a result of continuous process improvement efforts by the project management team. Lessons learned will be captured at the end of each project phase and used to improve the division-level standards. 
1.2 Scope

This Deliverable Management Process identifies the procedures used to coordinate the review and approval of contractual deliverables. In addition to documenting the approach to deliverable review and approval, the process covers who participates in deliverable tracking and the tools used to track the progress of the deliverable. 

This process assumes the deliverable has been produced through various working sessions with project staff, users and stakeholders to ensure their needs will be met. Thus when this process is invoked, the deliverable should be complete and ready for signature. Reviews of early drafts are encouraged to ensure a smooth and timely final review. 

This process does not discuss the development or approval of Deliverable Expectation Documents. Refer to the Contract Management Plan for more information. 

1.3 References

1.3.1 Best Practices Website

For guidance on the Office of Systems Integration (OSI) deliverable management methodology refer to the OSI Best Practices website (BPweb) (http://www.bestpractices.cahwnet.gov).  The deliverable management materials are available through the Contract Management area via the “By Function-Phase” link.

1.3.2 Project iManage Repository

Refer to the iManage repository located at < path and/or server > for all project-specific documentation associated with deliverable management and the deliverables themselves. 

1.3.3 Project Contract Tracking Database

The current deliverable list and status of deliverable reviews are kept in the contract tracking area of the contract tracking database located at < path and/or server >. The project uses < MTS II > as their contract tracking tool.
1.4 Glossary and Acronyms

	BPweb
	Best Practices for Systems Acquisition web site 

(http://www.bestpractices.cahwnet.gov) 

	DED
	Deliverable Expectation Document

	Deliverable
	A contractually required work product produced by a contractor or consultant and delivered to the state. A deliverable may be a document, hardware, software or other tangible product.

	DTS
	Deliverable Transmittal Sheet

	HHSDC
	Office of Systems Integration 

	IT
	Information Technology

	MTS II
	Management Tracking System II (two)

	OSI
	Office of Systems Integration


2. Participants Roles and Responsibilities

< Refer to Tailoring Guide for suggestions on entering project-specific information. >

2.1 Contract Manager

The Contract Manager coordinates the review of the deliverables, in cooperation with the Functional Manager(s). The Contract Manager is responsible for ensuring the deliverable is reviewed against the contractual requirements and any agreements made in the DED. The Contract Manager recommends approval or rejection, provides feedback to the contractor, and updates < MTS II > with periodic status. The results of deliverable reviews are used in other contract management processes, including invoice approvals. 

2.2 Functional Managers/Leads 

The functional managers/leads ensure the assigned deliverable is reviewed from a technical perspective, compiling responses from other reviewers, as necessary. The Functional Manager works with the Contract Manager to determine if the deliverable should be accepted or rejected based on the results of the review. The Functional Manager may be either a contractor or state staff. 

2.3 Deliverable Monitor

The Deliverable Monitor receives and prepares all deliverables for review, updates < iManage and MTS >, monitors the progress of deliverables, ensures that deliverables have been processed and that the Library contains a copy of all deliverables and associated supporting documentation.  The Deliverable Monitor’s designated backup is the < Librarian or Contract Manager (or whomever is the alternate Deliverable Monitor >.
2.4 State Administrative Manager

The State Administrative Manager provides official approval of all non-prime contractor deliverables. The State Administrative Manager must be a state manager (not contractor staff) and may also be the Contract Manager, a functional manager and/or the Project Manager.
2.5 Project Manager

The Project Manager provides final state approval of all prime contractor deliverables. The Project Manager must be a state employee.
3. Deliverable Management Process Approach

The deliverable management process consists of five steps.

· Receive Deliverable

· Prepare and Route Deliverable

· Functional Review of Deliverable

· Project Manager Review of Deliverable

· Closing a Deliverable after Approval 

< Refer to Tailoring Guide for suggestions on entering project-specific information. >

Figure 1. Deliverable Management Process Flow Chart

< insert chart here >

Deliverables can either be delivered through the mail or in-person to the project office.  Whether mailed or hand-delivered, all deliverables should be given directly to the Deliverable Monitor. An “IN basket” has been designated for deliverables. If the Deliverable Monitor is not available, the contractor should take the deliverable to the designated backup, who will process the deliverable. The Deliverable Monitor should process deliverables for review within < four > working hours of receipt.

Each contract specifies the number of hard copy deliverables that must be provided. The contractor must also deliver one electronic copy of each deliverable. The requirements of the prime contract differ from the contractors providing consultant services; therefore, the processes for each are adjusted accordingly in the information that follows. In the event of a conflict, the information contained in the contract takes precedence over the information in this document. 
3.1 Receive Deliverable

The Deliverable Monitor receives and logs the deliverable. The deliverable is date and time stamped, and the Deliverable Transmittal Sheet (DTS) is reviewed to ensure it is complete.  The deliverable is then loaded into < iManage >, logged as being received in < MTS II > and an action item is created in < MTS II > for tracking the deliverable review. One hardcopy of the deliverable is retained for the project’s hardcopy library. If a floppy disk or CD was provided, the iManage number is written on the media and the disc is stored in the < media safe in the project’s library >.
< Refer to Tailoring Guide for suggestions on entering project-specific information. >

3.2 Prepare and Route Deliverable

The Deliverable Monitor updates the review section of the DTS to indicate the functional manager, state manager, and any other required reviewers for the deliverable. The due date is recorded on the DTS. The Deliverable Monitor works with the Contract Manager to confirm the list of reviewers and to document any other relevant materials for the review, such as the RFP/SOW, the associated Deliverable Expectation Document (DED), applicable industry or state standards, or other specific review criteria. In some cases, the Sponsor or users must be included in the deliverable review, such as for user manuals, requirements, and training materials.

Copies of the DTS are made for each of the reviewers. If the contractor did not provide copies for all of the reviewers, additional copies of the deliverable are also made. A copy of the DTS and deliverable are placed in a review folder (generally a purple folder) and the folders are routed to the reviewers.   

< Refer to Tailoring Guide for suggestions on entering project-specific information. >

3.3 Functional Review of Deliverable

< Refer to Tailoring Guide for suggestions on entering project-specific information. >

3.3.1 Prime Contract Deliverables

The Contract Manager and Functional Manager review the deliverable to determine if the deliverable met its contractual requirements, including the expectations set forth in the DED. The additional reviewers review the document based on their specific area of expertise and provide comments back to the Functional Manager on a Deliverable Comment Form. 

If necessary, the Contract Manager arranges a comment review meeting with the reviewers to consolidate the comments and determine whether the deliverable should be accepted. The final list of consolidated comments is saved in < iManage >, and < MTS II > is updated with the status of the review. The Contract Manager and Functional Manager discuss the consolidated comments and determine if the deliverable should be accepted or rejected. 

The Contract Manager updates the DTS and indicates whether the recommendation is to accept or reject the deliverable. The Contract Manager prepares either a Letter of Deliverable Acceptance or a Letter of Deliverable Rejection indicating the required corrections and next steps. The letter, list of consolidated comments, DTS and any other supporting materials are placed in the review folder which is forwarded to the Project Manager for review and signature.  

3.3.2 Consultant Deliverables

The Contract Manager and Functional Manager review the deliverable to determine if the deliverable met its contractual requirements, including the expectations set forth in the DED if applicable. As needed, additional reviewers may provide comments based on specific areas of expertise. Comments are documented on a Deliverable Comment Form. The list of consolidated comments is saved in < iManage >, and < MTS II > is updated with the status of the review. The Contract Manager and Functional Manager discuss the consolidated comments and determine if the deliverable should be accepted or rejected.

The Contract Manager updates the DTS and indicates whether the recommendation is to accept or reject the deliverable. The list of consolidated comments, DTS and any other supporting materials are placed in the review folder which is forwarded to the State Administrative Manager for review, if appropriate.  

3.4 Project Manager Review of Deliverable

< Refer to Tailoring Guide for suggestions on entering project-specific information. >

3.4.1 Prime Contract Deliverables

The Project Manager reviews the deliverable, list of consolidated comments, and recommendation of the Contract and Functional Managers. If appropriate, the Project Manager may meet with the Contract and/or Functional Managers and other appropriate reviewers to discuss the recommendation. 

The Project Manager must sign the letter which is sent to the Prime Contractor, along with the list of consolidated comments (if any) and the DTS for the project’s files. The DTS, comments and a copy of the letter are returned to the Deliverable Monitor, and < MTS II > is updated with the status of the review and the final decision to accept or reject the deliverable.

If the deliverable is unacceptable, the Contract Manager and/or Functional Manager may meet with the Prime Contractor to review the comments and required corrections. The Prime Contractor must make the required corrections and resubmit the deliverable which will be logged in as a new version and restart the review process.

3.4.2 Consultant Deliverables

The State Administrative Manager reviews the deliverable, list of consolidated comments, and recommendation of the Contract Manager. If appropriate, the State Administrative Manager may meet with the Contract Manager to discuss the recommendation. 

The State Administrative Manager must sign the DTS and indicate the final decisions to reject or accept the deliverable. The DTS, comments and any other supporting materials are returned to the Deliverable Monitor, and < MTS II > is updated with the status of the review and the final decision to accept or reject the deliverable. The Contract Manager notifies the consultant of the final decision via e-mail or letter.  

3.5 Closing a Deliverable after Approval

The Contract Manager updates the deliverable area of < MTS II > to indicate whether the deliverable was accepted/rejected and the date of acceptance/rejection and closes the action item. 

The review materials are forwarded to the Deliverable Monitor for storage. The electronic version(s) of the deliverable and any associated review materials are updated in < iManage > to be read-only. The final hardcopy materials, including the signed DTS and any correspondence, are stored in the project library as appropriate. 

< Refer to Tailoring Guide for suggestions on entering project-specific information. >

APPENDICES

Appendix A:  Deliverable Transmittal Sheet

< Refer to Tailoring Guide for suggestions on entering project-specific information. >

Appendix B:  Deliverable Comment Form

< Refer to Tailoring Guide for suggestions on entering project-specific information. >

Appendix C:  Letter of Deliverable Acceptance

< Refer to Tailoring Guide for suggestions on entering project-specific information. >

Appendix D:  Letter of Deliverable Rejection

< Refer to Tailoring Guide for suggestions on entering project-specific information. >

Appendix E:  General Deliverable Review Criteria

< Refer to Tailoring Guide for suggestions on entering project-specific information. >
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