	Office of System Integration (OSI)
	IT Procurement Plan

< Date of Document >



[image: image1.png]o Y

‘ Integration
‘ "SERVING CALIFORNIA"





<Project Name>
Information Technology

Procurement Plan
<Insert Project Logo here>

<Month, Year>

	Health and Human Services Agency, Office of Systems Integration


Revision History
Remove template revision history and insert ITPP revision history.

	Revision History

	Revision/WorkSite #
	Date of Release
	Owner
	Summary of Changes

	Initial Draft - 


	August, 2008
	OSI – PC
	Initial Release; BP Website Revision Project


Approvals
Insert project level Approvals as required by your project here (add more rows as necessary). 
	Name 
	Role
	Date

	
	
	

	
	
	


Template Instructions:   
This template is color coded to differentiate between boilerplate language, instructions, sample language, and hyperlinks. In consideration of those reviewing a black and white hard copy of this document we have also differentiated these sections of the document using various fonts and styles. Details are described below. Please remove the template instructions when the document is finalized.

Standard boilerplate language has been developed for the ITPP. This language is identified in black Arial font and will not be modified without the prior approval of the OSI Procurement Center Office (PC). If the project has identified a business need to modify the standard boilerplate language, the request must be communicated to the PC for review.

Instructions for using this template are provided in blue Times New Roman font and describe general information for completing this management plan. All blue text should be removed from the template prior to submitting the ITPP for approval.  Any replacement text should be Arial, Black, 12 point.
Sample language is identified in red italic Arial font. This language is for illustration purposes only and provides suggestions for completing specific sections. All red text must be replaced with project-specific information and the font color replaced with black text.

Hyperlinks are annotated in purple underlined Arial text and can be accessed by following the on-screen instructions. To return to the original document after accessing a hyperlink, click on the back arrow in your browser’s toolbar. The “File Download” dialog box will open. Click on “Open” to return to this document.  
Table of Contents

 
11.
Introduction


11.1
Purpose


11.2
Scope


11.3
References


11.4
Glossary and Acronyms


21.5
Document Maintenance


22.
Participants Roles and Responsibilities


22.1
Office of Systems Integration (OSI)


22.1.1
Director’s Office


32.1.2
Procurement and Contracting Officer


32.1.3
Procurement Manager


32.1.4
Acquisitions Specialist, Procurement Center Office


32.2
External Organization Responsibilities


32.2.1
Department of General Services (DGS)-Procurement Division


33.
Information Technology Procurement Plan


54.
Description of the Project


55.
Market Research


66.
Acquisition Methodology Steps


97.
Procurement Risk Management


98.
Contract Management Approach


99.
ITTP List for RFPs


109.1
Identify the legislative mandate


109.2
Identify the existing business process


109.3
Identify the most important priorities


109.4
Identify current technology


109.5
If the data comes from multiple sources


109.6
How the new project leverages existing technology




List of Tables

6Table 1 Pre-solicitation Key Action Dates

Table 2 Solicitation Key Action Dates
7
Table 3: Sample Evaluation Factors and Values
8
Table 4 Types of IT Goods/Services for this Project
8


1. Introduction

1.1 Purpose

[Replace with content specific to the ITPP being developed] The Information Technology Procurement Plan (ITPP) is the planning document that outlines and memorializes all the various acquisitions that will comprise an IT Project.  It is required by the Department of General Services (DGS) and is the document that provides information to assess a project’s readiness for procurement.  The ITPP describes the overall strategy necessary to accomplish and manage the acquisition by documenting the proposed approach and how the acquisition satisfies State requirements.

1.2 Scope

[Replace with a high-level overview of the scope of the project]

An ITTP is required for: 

· All procurements that the Department of Finance has assessed as “high risk” regardless of the dollar value. 

· All competitive acquisitions that will use an Request for Proposal (RFP) 

· All other acquisitions that exceed $100,000.00.

1.3 References

For other references and guidance on the Office of Systems Integration (OSI) Acquisition Life Cycle and Project Management Life Cycle methodology, see the Best Practices Website (BPWeb) http://www.bestpractices.osi.ca.gov 
1.4 Glossary and Acronyms

	BCP
	Budget Change Proposal

	COTS
	Commercial-off-the-shelf (software)

	DGS
	Department of General Services

	DGS/PD
	Department of General Services/Procurement Division

	DGS/PD TAS
	Department of General Services/Procurement Division Technology Acquisition Section

	DOF
	Department of Finance

	DVBE
	Disabled Veteran Business Enterprise

	FSR
	Feasibility Study Report

	IFB
	Invitation for Bid

	IPOC
	Independent Project Oversight Consultant

	ITPP
	Information Technology Procurement Plan

	IV&V
	Independent Verification and Validation

	MBE/WBE
	Minority Business Enterprise/Woman-owned Business Enterprise

	MOTS
	Modified Off –the-Shelf (software)

	OSI
	Office of Systems Integration

	PC
	Procurement Center

	PCO
	Procurement and Contracting Officer

	RFI
	Request for Information or Interest (depending on the purpose)

	RFP
	Request for Proposal

	SB
	Small Business (Certified)

	SPR
	Special Project Report

	SOW
	Statement of Work

	TA
	California Technology Agency


1.5 Document Maintenance

This document will be reviewed annually and updated as needed. If the document is written in an older format, the document must be revised into the latest OSI template format at the next annual review. 

2. Participants Roles and Responsibilities 

Do not delete or modify the existing Roles and Responsibilities text.  Projects may add additional roles as appropriate for the specific ITPP being developed.

This section describes the roles and responsibilities of various OSI staff with regard to development and approval of the ITPP.  There are various staff resources and stakeholders involved in acquisitions for the project. In some cases, one individual may perform multiple roles in the process. 

2.1 Office of Systems Integration (OSI)

2.1.1 Director’s Office

The Director or his/her designee must approve the ITPP for all prime vendor contracts before it can be sent to the Department of General Services Procurement Division for final approval.
2.1.2 Procurement and Contracting Officer
The Procurement and Contracting Officer (PCO) in the Procurement Center must approve the ITPP before it can be sent to the Director’s Office for approval.
2.1.3 Procurement Manager
The Procurement Manager for the project is responsible for drafting the content for the ITPP and ensuring that all project level approvals are secured prior to submitting the ITPP to the Procurement Center (e.g. Project Director, Project Manager, etc.).  (Note: The Procurement Manager and the Project Manager may or may not be the same individual.) After project-level approval is received, the ITPP must be submitted to the OSI Procurement Center (PC) to the attention of the OSI Acquisitions Specialist assigned to the project.   The Procurement Manager should contact the Acquisitions Specialist with any questions that arise during the development of the ITPP.
2.1.4 Acquisitions Specialist, Procurement Center Office
The Acquisitions Specialist works in the OSI Procurement Center and acts the subject matter expert on the State acquisition process and as the liaison between the OSI project and DGS.  The Acquisitions Specialist is responsible for reviewing the ITPP and working with the Procurement Manager to prepare the ITPP for approval by OSI Executive Management and the Department of General Services (as required).  The Acquisitions Specialist is responsible for routing the ITPP to the Procurement and Contracting Officer, the Chief Information Officer, and the Director’s Office. The Acquisitions Specialist will route the ITPP to the Department of General Services once all internal OSI approvals are secured.
2.2 External Organization Responsibilities

2.2.1 Department of General Services-Procurement Division (DGS/PD)
The DGS/PD must review and approve all ITPPs using an RFP and all ITPPs for acquisition over $100,000 that exceeds the Department’s delegated authority.  DGS must also approve the ITPP for all acquisitions for that the Department of Finance has rated “High” risk.  Contact the OSI Acquisition Specialist for further guidance.
3. Information Technology Procurement Plan

The ITPP content is scalable based on the acquisition, considering such factors as project urgency, estimated dollar value, mission criticality, complexity, and project history. Less complex, lower dollar acquisitions will normally not require the level of detail required for a major project.

Department Contact Information

Complete all blank sections of the Department Contact Information Chart. The Department Contact Information Chart must not break across pages.
	Agency Name:
	Office of Systems Integration

	Project Name:
	

	DOF Project #:
	

	Name of Person Developing the ITPP:
	

	Person’s Title:
	

	Office or Organization:
	

	Address:
	

	Agency Billing Code:
	

	Phone Number:
	

	E-mail Address:
	

	
	

	Chief Information Officer (CIO) Name:

(or highest ranking official if no CIO)
	

	Phone Number:
	

	CIO Signature:
	Signature to be obtained by PC

	Please direct all communication regarding this ITPP to:

	Procurement and Contracting Officer:
	

	Phone Number:
	

	Email Address:
	

	Signature:




	Signature to be obtained by PC

	
	Transmittal Approval via Delegated Signature Authority by the OSI Department Director




4. Description of the Project

Include the following in the description of the project:
· Briefly describe and discuss the project.

· Identify pertinent information regarding authority (e.g., delegated DOF project authority level, PD delegated purchasing authority level/type—contact the PC for guidance if needed).

· When personal services are sought, include a justification pursuant to Government Code section 19130 (Complete and attach the GC 19130 Justification template which is available on the Best Practices Website, Acquisition Life Cycle Planning Phase) 
· Indicate whether the project requires commercial-off-the-shelf (COTS), modified-off-the-shelf (MOTS), or custom software development.  Estimate the percentage of each.

· Indicate whether the project requires integration or whether the project is a stand-alone system with minimal integration.

· Briefly describe the system maintenance strategy.

· Indicate whether the project involves State databases and/or legacy systems.

· Indicate whether the project uses an existing State Data Center or another site.

· Briefly describe background and contracting history, i.e., previous purchase and dollar amount, name(s) of contractors, replacement of equipment associated with previously DOF approved projects, competitive or non-competitive purchase, etc.
5. Market Research

Market research should be conducted during or after the project’s Initiation phase (See Project Management Life Cycle information on the Best Practices Web site) and prior to finalization of the FSR or SPR. The market research must be completed prior to the development of the solicitation requirements.  Market research is critical in determining the selection of the appropriate procurement methodology. The extent of the research depends on such factors as urgency, estimated dollar value, complexity and past experience. Prior to developing this ITPP, be sure to:

· Analyze the market place offerings and customary commercial practices for similar types of projects. 

· Request price/cost estimates from interested bidders/sources for the purposes of planning and budgeting. These estimates should be provided at no cost to the state and for information only. Remember to explore if there are Certified Small Businesses or Disabled Veteran Business Enterprises (DVBE) that can subcontract or participate as a prime vendor.
· Conduct a Request for Information/Interest, if necessary (contact the Procurement Center for guidance )
· Review the project requirements against the market analysis to ensure the requirements are not overstated, thereby leading to exclusion of commercial items and offerings.

When drafting content for Section 5, briefly describe the extent and results of the market research, documenting:

· Functional requirements of the product(s)/service(s) to be acquired.

· The results and effects of market research in formulating the requirements. 
· Prospective sources that can meet the business/project objectives and cost or price estimates developed. 
6. Acquisition Methodology Steps

Address the following in this Section:
· Indicate the acquisition methodology (i.e., competitive bid, leveraged procurement, non-competitive bid; consult with the PC for guidance). Describe why the proposed acquisition methodology is in the best interest of the state.  Describe the proposed procurement steps. Describe other areas of the acquisition(s) that need to be addressed upfront.

· Describe how sources for competition will be sought, promoted, and sustained throughout the acquisition. If competition is not contemplated or achievable and a Non-Competitive Bid (NCB) is needed, discuss the basis of that decision and explain why, under current state policies, this decision should be considered.  Explain the underlying rationale to use an NCB and identify the source(s). Justify why the requirement(s) cannot be modified to take advantage of competition.
· Indicate estimated pre-solicitation key action dates (see Table 1 below for a sample, include such things as completion dates for statements of work, technical requirements and evaluation factors and values) and solicitation key action dates (See Table 2 below for a sample, include such things as the solicitation release date, contract award date). Additionally identify any schedule for obtaining adequate funds (i.e., BCP and any financing (GS $MART).
Table 1 Pre-solicitation Key Action Dates
	Pre-Solicitation Key Action
	Date
	Time

	Develop ITPP
	Date 
	

	Obtain OSI approval of ITPP
	Date
	

	Send ITPP to DGS for approval
	Date
	

	DGS approves ITPP
	Date
	

	Develop SOW
	Date
	

	Develop Administrative and Technical Requirements
	Date
	

	Develop Evaluation Criteria
	Date
	

	Collate into RFP
	Date
	

	Obtain OSI approval of RFP
	Date
	

	Send RFP to DGS for approval 
	Date
	

	DGS approves RFP
	Date
	

	Send RFP to Federal for approval (if applicable)
	Date
	

	Federal approves RFP (if applicable)
	Date
	


Table 2 Solicitation Key Action Dates
	Solicitation Key Action
	Date
	Time

	Release RFP
	Date
	

	Last day for Vendors to submit questions prior to published response to questions
	Date
	Time

	Publish response to questions
	Date
	

	Last day for Vendors to submit Notice of Intent to Bid, Financial Statement and signed Confidentiality Agreement
	Date
	Time

	Optional: Draft Proposals due
	Date
	Time

	Optional: Conduct Confidential Discussions
	Date
	

	Optional: Last day for Vendors to submit questions prior to Final Proposals due
	Date
	Time

	Optional: Publish response to questions
	Date
	

	Final Proposals due
	Date
	Time

	Evaluate Final Proposals
	Date
	

	Conduct Public Cost Opening
	Date
	Time

	Complete Proposal Evaluation
	Date
	

	Write Evaluation and Selection Report (ESR)
	Date
	

	Send ESR to DGS through OSI Procurement Center
	Date
	

	DGS approves ESR
	Date
	

	Publish Notice of Intent to Award
	Date
	

	Obtain Federal approvals (if applicable)
	Date
	

	Award contract
	Date
	


· Describe the evaluation approach for the specific acquisition, i.e. value effective (“best value”) or low cost (“low bid”).  Best value evaluations are typically used for RFPs and low bid evaluations are typically used for IFBs.  Consult the PC for questions.    For best value solicitations, describe the evaluation factors and values (percent or points) assigned for the functional/ technical requirements. The evaluation factors must be based on functional requirements identified in the project approval document, i.e., FSR, SPR, etc.  DGS recommends that cost be weighted a minimum of 50%.  If weighting other than 50/50 is desired, it must be approved in advance by DGS/PD. 

Table 3: Sample Evaluation Factors and Values

	Evaluation Factor
	Value Assigned (e.g., % or points)

	Administrative Requirements
	Pass/Fall

	Development and Conversion

Tasks and Deliverables
	30%

	Training Tasks and deliverables
	20%

	Costs
	50%


· Indicate the contract(s) terms, including maintenance years.

· Identify efforts to achieve certified Small Business (SB) and certified Disabled Veteran Business Enterprise (DVBE) goals. 
· Indicate types of IT goods/services, procurement vehicle/quantity, and contract dollar values using a matrix such as the one shown in Table 4 below. For instance, there are a number of acquisition components embedded in an IT project (e.g., Feasibility Study Report, in some instances a Special Project Report, Independent Verification and Validation, Independent Project Oversight, procurement services, as well as Design, Development and Implementation (D, D, and I). The ITPP for large prime vendor IT projects should plan all the acquisitions related to the project. 
 Table 4 Types of IT Goods/Services for this Project
	Types of IT Goods/Services

(Breakout onetime and continuing hardware, software and services)
	RFP/ IFB
	CMAS/
MSA/
IAA
	Qty
	Contract $ Value

	IV&V/IPOC
	
	MSA
	1
	$100,000

	Develop FSR
	
	CMAS
	1
	$80,000

	Design, Dev, & Implementation
	RFP
	
	1
	$600,000

	Total
	$
	
	
	$780,000


7. Procurement Risk Management

Describe methods to protect the state’s investment and ensure adequate contractor performance. For instance:
· Payment holdbacks and performance bond requirements to ensure system development, implementation and integration are successful (refer to Public Contract Code Section 12112).

· Warranty provisions, liquidated damage provisions, or other insurance requirements.

· Other aspects of the contractual relationship that create or mitigate risk.

8. Contract Management Approach

Describe how the project will administer and manage the acquisition once a contract is awarded.  Address the following:

· Describe the project’s specific approach, tools and processes, including the following plans and processes. Refer also to the Contract Management Plan described on the Best Practices Website. 

· Describe the tools used to manage the contract, contractual requirements and deliverables including Microsoft Project, Worksite, MTS II, RequisitePro, etc. 

· Describe the status reporting approach including written reports and meetings. Discuss how meeting minutes, issues and action items are recorded tracked and resolved. Discuss specific approaches to monitoring and managing contractor performance and how performance problems and issues will be resolved; including the dispute process and payment withholds/liquidated damages. Describe how internal management (and PD-TAS, if requested) will be apprised of the status of problems, issues, and any condition requiring any amendment to the contract(s).

· Provide name, title, and phone number of the assigned representative(s) responsible for implementing the department’s contract management approach.  >

9. ITTP List for RFPs 
Effective 1/1/07, the following questions must be answered for all competitive procurements that use a Request for Proposals (RFP) as the solicitation document. The responses must be included with the ITPP.

9.1 Identify the legislative mandate   
Identify the legislative mandate, State business, or operational reason for the information technology procurement.
9.2 Identify the existing business process
Identify the existing business process currently used to accomplish the legislative mandate, State business, or operational reason.
9.3 Identify the most important priorities 
Identify the most important priorities for the information technology project to accomplish.
9.4  Identify current technology 
Identify what current technology is being used and how it is being used.
9.5 If the data comes from multiple sources
If the data used in a proposed information technology system comes from multiple sources, identify the existing business processes or technical systems that produce and maintain the source date to ensure interoperability.
9.6 How the new project leverages existing technology
Identify how the new information technology project leverages existing technology investments while accomplishing its business objectives
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