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1 Introduction

1.1 Purpose

This document is the tailoring guide for the OSI Document Management Plan Template. It provides guidelines for the development of a project Document Management Plan, as the project progresses through the Office of Systems Integration (OSI) Acquisition Life Cycle Phases, as described on the OSI Best Practices web site  (BPweb) (http://www.bestpractices.cahwnet.gov).    

In most cases, the Document Management Plan will be created during the Planning life cycle phase. The Document Management Plan Template and this tailoring guide should be consulted during the initial creation of the plan, and should be consulted again at the beginning of each life cycle phase.  
1.2 Scope  

This tailoring guide describes general instructions for using the guide, instructions for the initial creation of the Document Management Plan and tailoring considerations as the project moves through the life cycle phases. 

This guide uses life cycle phase and project size as a consideration when tailoring the plan. Instructions are provided for completing or updating each of the sections of the project’s Document Management Plan (based on the OSI template). 

1.3 Acronyms

	BPweb
	Best Practices for Systems Acquisition web site 

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

	CFR
	Code of Federal Regulations

	DGS
	Department of General Services

	IT
	Information Technology

	ITPP
	Information Technology Procurement Plan

	M&O
	Maintenance and Operations

	RFP
	Request for Proposal

	OSI
	Office of Systems Integration 

	SyRS
	System Requirements Specification

	TBD
	To Be Determined


2 Using This Tailoring Guide

The following items describe general instructions for using the OSI template and tailoring guide. Items referenced in this tailoring guide and other document management references are available from the BPweb, via the Configuration Management Function and Topics. 

· Choose the appropriate tailoring model that fits the current profile for the project. 

	Streamlined Model
	Typical Model

	Between 5-20 state and consultant staff
	If the project office is large (over 20 state and consultant staff)

	System (or service) is somewhat complex and has minimal impact to/from external interfaces
	The system has many complexities and interfaces with external entities

	Stakeholder pool requires a moderate level of regular interaction with the project office
	Stakeholder pool is large, very active in the project, and/or requires regular interaction with the project office

	A prime contractor has not been acquired OR 

A prime contractor is on contract AND requires minimal management oversight
	A prime vendor has been acquired or will start shortly and requires a high level of management oversight

	The project is in the Planning, Procurement, or Closeout phase 
	The project is in the Development, Implementation or Maintenance and Operations (M&O) phase


· If this is your first time using this tailoring guide, start in Section 3 (The Document Management Plan Template) of this document. 

· Develop the project’s Document Management Plan with emphasis on how the project will implement the OSI methodology (e.g., Identify and Plan, Track and Control, Close).  Make reference to the methodology presented on the BPweb and do not duplicate it. The following explains the mapping of the template sections to the generic methodology steps.

· Planning and Identification

· Section 3 – Types of Project Documents

· Section 5 – Documentation Standards

· Tracking and Reporting

· Section 4 – Document Storage

· Section 8 – Document Retention and Purging

· Change Control

· Section 6 - Document Control 

· Section 7 – Document Review, Approval and Update Process

· DO NOT delete the first and second level headings of the template as part of the tailoring-out process (e.g., Section 1 – Introduction and Section 1.1 – Purpose must always be present in the Document Management Plan).  Identify unneeded sections as “not applicable”.  Heading 3 sections or lower may be deleted or may be combined with other sections as appropriate. 

3 The Document Management Plan Template

The following describes considerations and guidance for completing each specific section of the Document Management Plan. Each section’s title refers to the corresponding section of the Document Management Plan (e.g., Section 3.1 corresponds to Section 1 – Introduction in the Document Management Plan/Template). 

When developing the plan, focus on specific roles and responsibilities; the specific meetings, reports and metrics used; and specific categories and filing structure that will be used by the project. 

3.1 Section 1 – Introduction

Sections 1.1 and 1.2 are standard and should not need much modification. 

Section 1.3 – References should be updated to indicate where the project’s iManage database is located and its name. If the project is not using iManage, indicate the location of the project’s electronic document repository as well as the project’s hardcopy library. 

Section 1.4 is standard and should be updated only to include project specific acronyms used in the plan.

An additional section (Section 1.5) may be added to clarify the relationship of the project and its documentation. This is particularly appropriate if the project is undergoing a reprocurement or has multiple large initiatives. In this case, clearly describe the relationship of this plan to any other project document plans and processes (e.g., M&O Document Management Plan to a Re-Procurement Document Management Plan and to a Bidders Library process). 

3.2 Section 2 – Participants Roles and Responsibilities

Section 2 should be updated to reflect the actual roles and participants. Note that these are not positions, but roles. One person may fulfill more than one role. Avoid listing specific names as this will lead to frequent maintenance updates to the plan. 

If the Deliverable Monitor is a separate role from the Project Librarian, describe how these roles interact and the different responsibilities. Describe how much authority and control the Librarian has over the iManage repository vs. the iManage Administrator. Clarify if the iManage Administrator is a member of IT Support, the Librarian or a project staff member. 

3.3 Section 3 – Types of Project Documents

	Document Management Plan Section 
	Streamlined
	Typical

	Section 3.0 – Types of Project Documents
	(
	(


Mandatory = (;  Suggested= (;  Not Required= <blank>

This section is fairly standard and should not need much modification.  

Describe any other types of documents managed or retained by the project. Indicate how other key information such as tracking database and website are managed or refer to other documents which describe their management (e.g., Configuration Management Plan).  If the project does not have a project website, that paragraph may be removed. 

Describe how the project addresses faxes and e-mail. Indicate criteria for when faxes and e-mail should be retained. Indicate if the project uses fax or e-mail for normal transmission and document dissemination and if a hardcopy must be sent as a follow-up for official purposes. 

3.4 Section 4 – Document Storage

	Document Management Plan Section 
	Streamlined
	Typical

	Section 4.0 – Document Storage
	
	

	Section 4.1 – Hardcopy Library
	(
	(

	Section 4.11 – Hardcopy Library Structure 
	(
	(

	Section 4.2 – Electronic Library
	(
	(

	Section 4.2.1 – Electronic Library Structure
	(
	(

	Section 4.2.2 – iManage Profiles
	(
	(

	Section 4.2.3 – Document Naming Conventions
	(
	(

	Section 4.3 – Network Drives
	(
	(


Mandatory = (; Suggested= (;  Not Required= <blank>

Describe how the document library(s) are structured and their relationship to each other. Indicate if there is an index or cross-reference between the iManage and hardcopy repositories. 

If there are multiple databases or sub-projects (such as an M&O and reprocurement effort), describe the relationship of these projects and their databases.

In this case, clearly describe the relationship of the reprocurement documents, library, iManage repository and processes to those of the M&O project library, etc. Consider this example.

The CWS/CMS M&O Procurement Project Document Management Plan is designed to maximize integration (and knowledge transfer) with the CWS/CMS Project Office, as they are the recipients of the M&O procurement effort.  The diagram below shows the four concurrent efforts within the CWS/CMS Program that influenced the methodology and specifics of how this plan was established. 
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M&O Procurement Project.  This project replaces an expiring contract [CWS/CMS M&O project (Now)] with a new M&O contract [CWS/CMS M&O project (Then)] for the CWS/CMS Project Office.  The effort is of such a size to warrant an independent project and project office team.

Transition Project.  The extension of the M&O Procurement project, performed by the same team described above, and includes the transition of knowledge, new processes and documentation, the new M&O contract, and other things that result from the M&O Procurement effort. 

CWS/CMS M&O Project (Now).  This project represents the current CWS/CMS M&O efforts that exist at the time of the new M&O Procurement, and will be the eventual recipients of the new M&O Procurement project. 

CWS/CMS M&O Project (Then).  This project is the extension of the CWS/CMS M&O (Now) efforts described above AFTER the new M&O Procurement is awarded.  The incorporation of the Transition project efforts along with the new M&O Procurement contract results in the “Then” configuration.

The RFP Office uses a single iManage database to manage the documents for the Procurement and Transition projects which is physically separate from the M&O Project (Now)’s iManage database. Upon contract award, the appropriate Transition documents will be migrated from the Procurement database to the M&O Project (Then) database to form a new starting point for the M&O efforts. The Procurement database will be archived and Project (Now) database will be marked as read-only.
Section 4.1 – Hardcopy Library

Describe the project’s hardcopy/paper library, including where it is located, how it is accessed and what types of items are stored in it. Indicate if all project documents must be stored in the library or only certain types of documents. 

Indicate if the library contains the original or a copy of correspondence and other similar materials. 

Describe how documents are submitted to the library and when they are submitted to the library (e.g., before review, after review, both). 

Refer to other processes and procedures, as appropriate. 

Section 4.1.1 – Hardcopy Library Structure 

Discuss how the physical library is organized. Are documents stored in files, folders or binders? How are documents organized? Is there a master index or file/binder index to assist with locating documents? Are documents organized by document number? Is there an index in iManage? How are items marked to indicate there is a softcopy in iManage? Are both draft and final copies retained? 

Insert a table or diagram which helps the user picture the structure of the library. If the library is only a few binders retained at someone’s desk or for streamlined projects, this section may be omitted. 

Section 4.2 – iManage Electronic Library 

Discuss the electronic library for the project; usually this will be iManage.  Describe the type of tool(s) used and its primary features. Refer to appropriate tool manuals and training materials, as appropriate. 

Section 4.2.1 – Electronic Library Structure

Describe the electronic organization of the library. Indicate if the project uses searches or folders for organizing documents. Indicate where the database resides and its name. If multiple databases are used, indicate the names, purposes and security access levels for each database. 

Indicate if all staff have access to iManage and what tools they typically use (e.g., desktop, web or e-mail). Indicate if any sponsors or stakeholders have access to the iManage repository and what their access level is. Indicate if the sponsor/-stakeholders can submit documents to the repository and how.

Section 4.2.2  – iManage Profiles

If the project is using iManage, this section is mandatory.

Describe the profile fields used in iManage. Indicate the purpose of each field and the range of values or typical values. Indicate which fields are required fields for the profile. Do not assume a field is self-evident (e.g., date – date of what? document receipt? document creation? entry into iManage/library?).  The table in the template provides a sample; update as appropriate for the project. 

If a Comments field is available, indicate the type of information typically placed in the Comments area. 

Section 4.2.3 – Document Naming Conventions

Briefly describe the conventions that have been established for naming documents that are entered in iManage so that they can be intuitively searched by all project staff. 

For instance, all documents associated with implementation in LA county, should have LA in the title (and indicate the standards for abbreviation – LA vs. Los Ang vs. L.A.). If there is no profile field for Implementation, then a title might start as “Implementation LA – xxxx”. 

A project Acronym and Abbreviation List is recommended to ensure all staff conform to the same abbreviations in document titles. 

Section 4.3 – Network Drives

If the project uses network drives for storing documents or information, indicate how the drives are used and for what. Use of network drives is generally discouraged, except for things such as databases which cannot be managed by iManage. 

The following is a sample, if network drives must be used. 

	Drive Letter
	Logical Name
	Purpose
	Access

	C:
	Local Disk
	· Storage on personal hard drive

· Not generally used since not backed up regularly
	User Only

	H:
	Personal Home on OSI_srv1
	· Storage on personal share drive

· Used for early drafts, temporary working papers, and personal notes
	User Only

	I:
	Idrive on projects_bdc2
	· Storage managed by the Cannery

· Used for sharing large files or large numbers of files with staff at other locations, including the Cannery

· Location of the division risk tracking database
	All OSI

	P:
	OSI_Post on Ebt_srv1
	· Storage managed by the LAN Support Staff

· Used for temporary POST storage or development

· Location of the BPSG issue and risk tracking databases

· Location of the BPwebsite test files
	BPSG

LAN Support


3.5 Section 5 – Documentation Standards

	Document Management Plan Section 
	Streamlined
	Typical

	Section 5 – Documentation Standards
	
	

	Section 5.1 – Templates and Standard Format
	(
	(

	Section 5.2 – Other Conventions
	(
	(

	Section 5.3 – Development and Storage Tools
	(
	(


Mandatory = (;  Suggested= (;  Not Required= <blank>

Section 5.1 – Templates and Standard Format

Describe the templates and document standards for the project. List or refer to the specific template, when they should be used, and where they are located or accessed from. 

If appropriate, refer to the project and/or department’s Format and Style Guide. Appendix A of this tailoring guide provides examples of information for a Style Guide. Refer also to OSI’s Format and Style Guide (http://intranet.cahwnet.gov:2002/apadmin/assets/Format%20and%20Style%20Guide%202.pdf    or SIDdocs #3358).

Section 5.2 – Other Conventions

Describe any other specific document conventions and standards. Particularly identify those things which are not built into the templates or which should be specifically emphasized. 

A project Acronym and Abbreviation List is recommended to ensure all staff conform to the same abbreviations in document titles. Other examples include the following.

· e-mail vs. E-mail vs. Email vs. email

· database vs. data base

· workplan vs. workplan

· helpdesk vs. help desk

· baseline vs. base-line

· website vs. web site

· reprocurement vs. re-procurement

· Is it “the DGS” or just DGS, when referring to an organization by its acronym?

· Use of apostrophes for abbreviations: DGS’ or DGS’s

· Are dates indicated numerically or textually (mm/dd/yyyy or Mar 23 2004)?

· Is there a difference between contractor, consultant, vendor, and bidder? Clarify any differences in usage and connotation. 

Section 5.3 – Development and Storage Tools

Indicate the specific tools used by the project and the versions of the tools. If the project creates several graphics and pictures, indicate the drawing tool used to create and manage the drawings. 

3.6 Section 6 – Document Control

	Document Management Plan Section 
	Streamlined
	Typical

	Section 6 – Document Control
	
	

	Section 6.1 – Library Control
	(
	(

	Section 6.2 – Document Version Control
	(
	(

	Section 6.2.1 – Level 1 Documentation Control
	(
	(

	Section 6.2.2 – Level 2 Documentation Control
	(
	(

	Section 6.2.3 – Level 3 Documentation Control
	(
	(

	Section 6.3 – Creating New Versions
	(
	(


Mandatory = (;  Suggested= (;  Not Required= <blank>

Section 6.1 – Library Control

Discuss the specific procedures and responsibilities for controlling and managing the contents of the hardcopy library. Indicate the specific activities the Librarian performs to manage and control the integrity of the library, including weekly monitoring of document titles and profile accuracy, monitoring of checked-out documents, and monitoring of database reports.  Appendix B of this tailoring guide shows a sample form for submitting documents to the library. 

Indicate how items are checked-out of the library and how the items are updated (e.g., new version received). Indicate if all copies of a document are retained or if only the latest versions are retained.

Indicate how often the Librarian audits the library and verifies the contents are accounted for and still current. Discuss the audit process and if the audit is a full audit or just a spot check. Indicate if a third party performs or verifies the audit. Discuss how issues and concerns from the audit are documented, addressed and tracked to resolution. 

Discuss who is responsible for monitoring the status of the database and the specific activities for ensuring the electronic repositories are stable and available. 

Section 6.2 – Document Version Control

Discuss the levels of document version control and the different types of control used. Provide specific examples of the types of control and the types of documents which would fall under the different levels. 

Indicate specifically the difference in level of control over working papers, early drafts, drafts in review, project-only documents, documents released to sponsors and stakeholders, and documents released to control agencies and the public. Discuss the criteria or situations to consider when determining the type of version control required for a document. 

Section 6.3 – Creating New Versions

Discuss when a new version of a document should be created. Discuss the different between an official document version/revision and an iManage version. 

If appropriate, also discuss the difference between a major revision and a minor revision (or a 1.0 vs. 1.1) change. Discuss who makes the decision to change the version/revision and the review and approval processes required. 

The revision should be indicated in the document and should indicate the date of revision approval, the revision number and a summary of the changes made and/or rationale for the new version. 

3.7 Section 7 – Document Review, Approval and Update Process

	Document Management Plan Section 
	Streamlined
	Typical

	Section 7 – Document Review, Approval and Update Process
	
	

	Section 7.1 – Review and Approval Process
	(
	(

	Section 7.2 – Document Baselining Process
	(
	(

	Section 7.3 – Internal Quality Review Process
	(
	(


Mandatory = (;  Suggested= (;  Not Required= <blank>

Section 7.1 – Review and Approval Process

Discuss the project’s document review and approval process both for documents generated by the project and documents received from contractors/consultants (refer to the Contract Management Plan and/or Deliverable Management Process, as appropriate). 

Indicate how reviewers are chosen and how documents are submitted for review. Indicate how the review process is tracked to completion. 

Indicate who participates in the reviews, how comments are received and incorporated and how the document is approved. Indicate if meetings are held to review the document or to walk through the comments and if the author must prepare a written response to the comments. Indicate what happens if no responses are received for the document review (e.g., if no reviewer had the time to review the document, is the document considered approved or does the author need to solicit further comments). 

Indicate who can approve the document both for project-generated documents and contractor deliverables. Describe what happens after the document is approved. If appropriate, discuss how documents are prepared for distribution to project staff and stakeholders or posted to the project website. 

Section 7.2 – Document Baselining Process

Discuss when and how documents are baselined. Discuss which types of documents must be baselined and how the baselines are used and managed. Indicate who makes the decision to establish a new baseline. 

Discuss how signatures are obtained, where the original signed item is stored and how the integrity of the baselined document is protected and maintained. Indicate how iManage is updated to indicate the baseline. Discuss how baselined documents are distributed and how recipients are notified of any updates or changes. 

Discuss who has the authority to sign documents and if only an original signature is acceptable or if the project uses a signature stamp, scanned signature file, and/or electronic signatures. Indicate if the person signing the document must review the document and how any comments are addressed prior to the final signature. 

Section 7.3 – Internal Quality Review Process

Discuss the internal quality review process used to review and approve project documents which are internal to the project, if different from the formal review process discussed in Section 7.1 of the template. Often this internal quality review is used to perform a basic quality check prior to conducting a formal review which may include the sponsor, user or stakeholders. 

Discuss who participates in this review and how comments are addressed. 

3.8 Section 8 – Document Retention and Purging

	Document Management Plan Section 
	Streamlined
	Typical

	Section 8 – Document Retention and Purging
	
	

	Section 8.1 – Backups
	(
	(

	Section 8.2 – Retention and Archiving
	(
	(

	Section 8.3 – Purging
	(
	(


Mandatory = (;  Suggested= (;  Not Required= <blank>

Section 8.1 – Backups

Discuss who is responsible for performing backups of the electronic library and how often the backups are performed.

Indicate if any of the hardcopy materials are considered critical enough to warrant offsite storage or duplicate copies retained at an alternate location. 

Section 8.2 – Retention and Archiving
Projects should consult with the OSI Records Retention specialist in establishing their retention schedules, as well as the DGS Records Management unit. The DGS records management website is  http://www.pd.dgs.ca.gov/recs/default.htm and specific guidance regarding IT  records management is available at http://www.documents.dgs.ca.gov/pd/recs/itrecretent.pdf.

For projects with federal funding, also consult the Code of Federal Regulations regarding retention policies (Section 45 CFR 74.53 defines the requirements).  

If there are legal proceedings or issues associated with the project, records must be retained for the duration of the legal proceeding. Consult with Legal counsel on the appropriate retention period in these cases. 

Be sure the types of documents listed in the table corresponds with the types of documents described in Section 3 – Types of Project Documents.  If appropriate, refer to a separate, stand-alone records retention schedule. 

Discuss how often items are reviewed for archiving and the archive process for both the hardcopy library and the electronic library. Indicate if archived items are removed from on-line storage to near-line or off-line storage and if the tapes/storage media are retained onsite or offsite. 

If items are archived regularly, include a description of how to access archived items. Generally items can be retrieved from offsite archives within one to two days. 

Section 8.3 – Purging

Describe the process and criteria used to purge documents and how often documents are purged. Indicate who is makes the decision to purge a document, if any specific approvals are required and the process for actually purging a document, both from the hardcopy library and the electronic library. 

Indicate any specific considerations for purging. 

3.9 Appendices 

Include any appropriate appendices. The following are some typical items for consideration. 

3.9.1 Appendix – Important Documents

It may be useful to include a list of the important documents for the project or those which provide historical information. Examples include the Project Charter, Master Project Plan, Organizational Chart, Phone List and any tracking spreadsheets or metrics files. 

3.9.2 Appendix – Documentation Tree

It may be appropriate to include a documentation tree which depicts the hierarchical relationship of the projects key documents. This is particularly true for projects with multiple initiatives or projects under going a reprocurement. The following is an example. 
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Figure 1. Sample Documentation Tree

3.9.3 Appendix – Project Style Guide

The project may wish to include or reference a project style guide. Refer to Appendix A for an outline and some topics to consider. 

Refer also to OSI’s Format and Style Guide available as SIDdocs #3358 or at http://intranet.cahwnet.gov:2002/apadmin/assets/Format%20and%20Style%20Guide%202.pdf.

4 Tailoring By Life Cycle Phase

4.1 Initiation 

There is no Document Management Plan created during this phase because a formal project has not yet been established. 

4.2 Planning

During the Planning phase, the Document Management Plan is created for the first time. Refer to Section 3 of this document for instructions on creating the initial plan. 

The Document Management Plan focuses on defining the infrastructure, standards and controls. Thus the primary sections to focus on are Sections 4 though 7. In the Planning phase, many projects fit the definition of a streamlined project and may omit certain sections for this iteration of the plan. 

Section 8 – Document Retention and Purging

This section may be left as TBD for this iteration, if the retention schedules have not been finalized. Backups should occur regardless. 

4.3 Procurement

The primary focus is to address how documents will be managed during the procurement phase. The processes are generally the same, but with additional oversight and review by Legal and/or DGS, as appropriate. A strong emphasis must be placed on confidentiality and it may be appropriate to clarify the types of documents which can and cannot be released without a Legal and/or DGS review. 

If the project is using a Bidders Library, this repository will need to be described in the plan also. 

The following describes considerations and guidance for updating specific sections of the Documents Management Plan. 

Section 2 – Participants Roles and Responsibilities

Update this section to indicate the level of participation and responsibilities for Legal and DGS staff assisting the project. If a separate private counsel has been retained, clarify the differences in responsibilities between the private counsel and state legal counsel (with regard to document reviews and participation). 

If there is a separate bidders library being maintained, indicate who has the responsibility for managing access and its contents. 

Section 3.1 – Types of Documents

Describe the types of documents applicable to this phase. Procurement documents should be described, and an additional subsection may be included describing which documents are considered public; which documents are sensitive and must be reviewed prior to release to any stakeholders; and which documents are procurement confidential and cannot be released.  

It may also be helpful to include criteria to help staff understand what makes a document sensitive or confidential, and specific examples of each type. 

If the project is using a Bidders Library to provide additional procurement information for bidders, indicate how it is control and the type of information it contains. 

If a project website exists, indicate its purpose and how documents and materials are posted to it. If appropriate, refer to the Website Management Plan. 

Section 4 – Document Storage

If appropriate, an additional section may be added to describe the Bidders Library. If added, make this section number 4.4.

Section 4.1 – Hardcopy Library

Indicate if the hardcopy library for the procurement is the same as for the project or if a separate area is being used. Describe the physical security being used to protect the documents. 

Section 4.2 – iManage Electronic Library

Indicate if a separate iManage database has been established specifically for procurement materials, separate from the regular project database. Indicate if there is a different type of profile and how security of the procurement documents is maintained. 

Section 4.2.3 – Document Naming Conventions

If appropriate, discuss any specific guidance for naming documents related to the procurement and how sensitive or confidential documents are marked and identified. 

Section 5.2 – Other Conventions

Discuss any conventions related to handling, naming or formatting sensitive or confidential documents

Section 6.2.4 – Creating New Versions

Discuss the criteria for creating new versions of procurement materials and how old versions are marked to ensure they are not used or inadvertently updated. 

Discuss the specific version and revision procedures surrounding the RFP document/sections and any attachments or supplemental materials. 

Section 7 – Document Review, Approval and Update Process

Discuss how reviews of procurement documents differ from regular project document reviews (e.g., project processes, project status reports, vs. review of system requirements vs. review of RFP sections). 

Discuss the additional reviewers for procurement documents and at what point in the process they are included in reviews. Discuss any specific criteria related to reviewing procurement documents and any criteria about when additional reviewers should be consulted. 

Specifically, discuss who can approve the following. 

· RFP sections and the RFP as a whole 

· RFP addenda

· Proposal evaluation criteria, plan and materials

· System requirements and requirements changes

· Responses to bidder questions and answers

Note that DGS will have to approve all of these items prior to their release, but the Document Management Plan should indicate who from the project (and sponsor, where appropriate) is responsible for approving the content and project direction (as appropriate) before it is sent to DGS for approval. 

Some of this information may already be described in other plans (e.g., Master Project Plan, Requirements Management Plan, ITPP, etc.). If appropriate, reference these other documents. 

Section 8.2 – Retention and Archiving

Be sure the document types described in this table match those described in the table in Section 3 of the template. 

Specifically indicate who will retain the procurement-related materials. Often some or all of these materials are retained by DGS after the procurement. Work with the DGS Analyst to establish what the project should retain and what DGS will retain and the appropriate retention schedule for the materials. 

At the end of the procurement phase, the project may wish to closeout the current (procurement) iManage repository and establish a new repository for the Development and Implementation phases. If this is the case, indicate if the old repository will be still accessible (and made read-only) and who will have access to it. Describe the process and considerations for migrating appropriate materials to the new database from the old. 

4.4 System Development

The primary focus is to address management of prime contractor deliverables and work products related to oversight of the prime contractor.  The document processes should be updated to remove references to procurement materials.

Where appropriate, refer to the Contract Management Plan (for the prime contractor) for a description of contractor deliverable submittals, receipt, and reviews. 

The following describes considerations and guidance for updating specific sections of the Document Management Plan. 

Section 2 – Participants Roles and Responsibilities

Update this section, if appropriate, to include the separate role of the Deliverable Monitor.  Be sure to indicate who serves as the backup or alternate librarian and iManage administrator.

Section 3 – Types of Project Documents

This section should not need much updating. Remove references to the prime contract procurement materials, if appropriate. Contractor deliverables may be included as a specific category, or lumped under the category of Contract Management Documentation. 

If a project website exists, indicate its purpose and how documents and materials are posted to it. If appropriate, refer to the Website Management Plan.

Section 4.1 – Hardcopy Library

Indicate who has access to the hardcopy library and the procedures for accessing it. Clarify who manages the contract file documentation (for the prime contractor) and where and how it is managed. Refer to the Contract Management Plan, as appropriate. 

Section 4.2 –  iManage Electronic Library

Indicate if the prime contractor has access to iManage and what areas or types of documents the prime has access to and the level of access. 

If appropriate, describe the library structure of the new database, if a new structure was created.  Describe any changes to the database name(s).

Section 4.2.2 – iManage Profiles and Section 4.2.3 – Document Naming Conventions

If appropriate, update the profile information to indicate a change in types or categories and new naming conventions for the Development and Implementation phases. 

Section 6.2 – Document Version Control

If appropriate, describe any updates to the approach or descriptions of version control. Specifically indicate the level of control for contractor deliverables, and how prior versions are handled when a new deliverable version is approved. 

Section 7 – Document Review, Approval and Update Process

Describe any changes to the process. Refer to the Contract Management Plan for a description of deliverable reviews, as appropriate. 

Section 7.3 is strongly recommended starting in this phase. 

Section 8.2 – Retention and Archiving

This section should match the types described in Section 3 – Types of Project Documents. Specifically discuss retention of contractor deliverables, making a distinction, if appropriate, between contractor status deliverables and technical deliverables, such as design documents and change request materials. 

Section 8.3 – Purging

Section 8.3 should be added in this phase, if it does not already exist. Describe considerations and processes for purging documents. If appropriate, describe processes for retrieving documents from off-site storage or backup tapes. 

Appendix  - Documentation Tree

A documentation tree showing the order of precedence for contract documentation (e.g., prime contract, RFP, proposal, SyRS, contractor’s Master Project Plan, etc.) should be considered. 

4.5 System Implementation

The focus is to address documents related to the implementation in the county/local offices. This iteration of the document should be updated to reflect any changes from development. 

The document management processes are generally the same, though the participants and naming conventions may change slightly.

At the end of the implementation phase, the project may wish to closeout the current (development and implementation) iManage repository and establish a new repository for the M&O phase. If this is the case, indicate if the old repository will be still accessible (and made read-only) and who will have access to it. Describe the process and considerations for migrating appropriate materials to the new database from the old.

4.6 Maintenance and Operations

The primary focus is to update the plan for the new M&O perspective.  Greater emphasis is placed on recurring deliverables, change request and defect correction materials. 

Section 2 – Participants Roles and Responsibilities

Update this section as appropriate. 

Section 3 – Types of Project Documents

Update this section to reflect any additional types of documents for the M&O phase such as change requests, problem-defect fixes and test documents. 

Section 4.2.1 – Electronic Library Structure

If appropriate, update the iManage database names and locations. 

Section 4.2.2 – iManage Profiles

Update this section to reflect the profile types and categories for M&O.

Section 4.2.3 – Document Naming Conventions

Update this section to describe the approach to recurring deliverables, particularly for change requests and problem-defect correction materials (e.g., CRxxx – description and PRxxx – description). 

Discuss any key words to be used, such as for large initiatives (e.g., QR for quarterly reporting; APT – for adoptions, etc.).

Section 5.1 – Templates and Standard Format

Discuss any new templates for the M&O phase, including such things as ongoing operational reports, change request templates, problem-defect report templates, test templates, etc. 

Section 6.2.4 – Creating New Versions

Discuss when new versions should be created for recurring documents. For instance, is each operational report a new document or is one document used and different versions created for each update with a new document being created each year?

Describe the specific comments required for each new version. 

Section 8.2 – Retention and Archiving

This section should be updated and the entire retention schedule should be revisited and confirmed with the appropriate stakeholders (federal and state). 

Be sure the document types in this section’s table matches the types in the table in Section 3 – Types of Project Documents. 

Section 8.3 - Purging

This section should be updated to reflect the purging schedule for change request and problem-defect correction materials, and other recurring reports and materials. 

Depending on the length of the M&O phase, the project may wish to periodically (every three to five years) closeout the current iManage repository and establish a new repository due to size and performance restrictions (this will be dependent on document volume). The project may want to consider doing this as part of the schedule for technical refresh and/or when upgrading to a new version of iManage. 

If this is the case, indicate if the old repository will be still accessible (and made read-only) and who will have access to it. Describe the process and considerations for migrating appropriate materials to the new database from the old.

4.7 Closeout

The focus in this phase is the orderly shutdown of the project libraries. The Librarian should perform an audit of the libraries and resolve any issues or concerns. While the project is closing, additional documents may be uncovered which should be retained in the library for historical purposes. 
Section 2 – Participants Roles and Responsibilities

Discuss the specific participants in the closeout phase and their responsibilities. 

Section 4.2.3 – Document Naming Conventions

Discuss any updates to the naming conventions for the closeout phase. 
Section 8.2 – Retention and Archiving

This section and the next should be given the most emphasis. Describe the process and considerations for retention and archiving of project materials. Consult or obtain assistance from DGS and/or the feds as appropriate to ensure the correct retention schedules are followed. 

Indicate if only the final versions of documents are retained, or if any prior versions are retained also and the criteria for determining which prior versions are retained. 

Describe the final audit and review process and how any issues or concerns are documented, addressed and closed.  

Section 8.3 - Purging

Discuss the criteria and process for purging documents. If there are copies of items in both libraries, discuss if items are purged from both iManage and the hardcopy library or just one. 

Appendices

Appendix A: Style Guide Outline 

The following is an outline of the topics and some items to be considered. 

I. Fonts and Justification

a. Usually 12 point, Arial, Left Justified

b. Do not use colored fonts as it does not reproduce well, if at all. 

II. Headings and Styles

a. The built-in templates styles should always be used.

b. Headings should be numbered for formal documents, but need not be numbered for internal analyses. 

c. Heading 1 – Arial, 14pt, bold, 6 pt spacing before, 3 pt spacing after

d. Heading 2 – Arial 12pt bold, 6 pt spacing before, 3 pt spacing after

e. Heading 3 – Arial 12pt, 6 pt spacing before, 3 pt spacing after

f. Heading 4 – Arial 10 underlined, 3 pt spacing before, 3 pt spacing after

III. Sentences and Paragraphs

a. One spaces between sentences to allow automatic word wrap. 

b. Do not put carriage returns between paragraphs

IV. Figures and Tables

a. Use the “Insert Caption” feature to insert a label above a table. 

b. Use the “Insert Caption” feature to insert a label below a figure. 

c. Table column headings should use the “Table Header” style.

d. Table data should use the “TableTextLeft”, “TableTextCenter” or “TableTextRight” styles.

e. When pasting in pictures, use the “Paste Special” option and section Picture. After the picture is pasted, right-click the figure and select Format Options, click the Layout table and select In Line with Text. 

V. Lists

a. Avoid using bullets when possible. Numbered lists should be used so that reviewers and readers can easily refer to items.

b. Use the following numbering schema:  1. Item; a. Sub-item; i) Sub-sub-item; (a) Lowest item.

c. Lists should be single-spaced.

d. Place periods at the end of each item, unless the item is only a single word. 

VI. Page Headers

a. Include the date and document title in the page header. Most of the templates have this built-in.

VII. Page Footers

a. Include the iManage number and page number in the page footer. Most of the templates have this built-in.

VIII. Colors and Shading

a. Do not use colors or shading in final documents as it does not reproduce well. 

IX. Spelling and Grammar

a. State and federal are not capitalized when used as adjectives. 

b. Numbers one through nine should be written out. Numbers larger than nine may remain as numerics, except when they are used to start a sentence (e.g., Fifty-eight of the counties in California agreed…). 

c. Database should be spelled as one word.

d. Staff should be considered plural. Thus, “staff are” not “staff is”. 

e. E-mail should be hyphenated.

f. Use “Statements of Work” for multiple SOWs and “Memoranda of Understanding” for multiple MOUs.

X. Terminology

a. Vendor – a contractor who may or may not be interested providing or able to provide services to the state.

b. Bidder – a prospective vendor who wishes to do business with the state; no contract has been awarded. 

c. Contractor – a specific vendor who has been awarded a contract.

d. Prime Contractor – the contractor with primary responsibility for developing, implementing and/or maintaining the project’s primary system. 

e. Consultant – a contractor who is providing services to the state and on behalf of the state’s interests.

f. Project Office – the state and consultant staff who support the operations of the project on behalf of the state.

Appendix B: Sample Library Submittal Form

	Library Submittal Form

	Submitted By:
	Date:

	Document Title:


	iManage #:

	Document Type:
 FORMCHECKBOX 
 Internal Only




 FORMCHECKBOX 
 Incoming    




 FORMCHECKBOX 
 Outgoing
	Doc Date:

(Use the date shown on the document or the date received at the project office)

	Document Description:


	Originator/Author:

	Special Instructions

 FORMCHECKBOX 
 Sensitive / Confidential

 FORMCHECKBOX 
 Replace previous version

 FORMCHECKBOX 
 Save previous version

 FORMCHECKBOX 
 Other: 


	Originating Office:

 FORMCHECKBOX 
 Project Office

 FORMCHECKBOX 
 Federal Stakeholder

 FORMCHECKBOX 
 Control Agency

 FORMCHECKBOX 
 Sponsor

 FORMCHECKBOX 
 User / Stakeholder

 FORMCHECKBOX 
 Prime Contractor

 FORMCHECKBOX 
 Consultant

 FORMCHECKBOX 
 OSI

 FORMCHECKBOX 
 Other

	Comments/Retention Instructions:



	Library Location: 

Binder / Folder / File: __________________
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