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1. Introduction

1.1 Purpose

The purpose of template development instructions is to provide a consistent approach when creating or modifying templates for the Best Practices Website (BPWeb).  
1.2 Scope

This Template Development Instructions identifies the processes followed to create, update, approve, and publish a template to the OSI Best Practices Website (BPWeb).

1.3 Acronyms

	BP Specialist
	Best Practices Specialist

	BPWeb
	Best Practices Website

	OCIO
	Office of Chief Information Officer

	OSI
	Office of Systems Integration

	POIAB
	Project Office In-A-Box


1.4 Document Maintenance

This document will be reviewed annually and updated as needed. This document contains a revision history log. When changes occur, the document’s revision history log will reflect an updated version number as well as the date, the owner making the change, and the change description will be recorded in the revision history log of the document. 

2. Template Development Instructions
The following table contains detailed steps in creating a new template or updating an existing template.
	Step
	Action
	Who

	1
	Check to see if a current template and/or tailoring guide exists. 
a) If both exists, go to step 2

b) If only a template exists, go to step 3

c) If none exists, create a new template (Appendix A) and go to step 3

	BP Specialist

	2
	Take the current template and appropriate pieces from the tailoring guide and place all of the information in the new sample template (Appendix A). When merging the tailoring guide instructions into the template – highlight the information in ‘green’. 

	BP Specialist

	3
	Each template should be uniform – follow Sample Template outline (Appendix A).


	BP Specialist

	4
	Ask each Project for samples of appropriate plan that worked well for them. Review each plan and extract those sections that would provide good improvements to the final template.

	BP Specialist

	5
	Review the appropriate sections of the PMBOK and the OCIO Project Oversight Framework to assure that we have covered all the related standards/requirements related to the specific template we are creating.

	BP Specialist

	6
	Confirm that Template is compliant with related OSI Project Management policies.

	BP Specialist

	7
	Review the template against the Template Cross Reference document (Appendix B):
a) To see if updates are needed to this template or any other related template and/or 
b) To add new reference to the Template Cross Reference document 

	BP Specialist


	Step
	Action
	Who

	8
	Disperse template for review as follows:
a) Provide a soft copy to the Administrative Support staff.  The Administrative support staff will review the document to make sure that it follows the OSI Writing Style Guidelines and standard format. 
b) Check with the BPWeb Project Manager to determine availability of team members. Provide a soft copy to PMO Team Members and ask them to review for content.  

Provide due dates to all parties. 

	BP Specialist, Administrative  Support and PMO Team Members

	9
	Update the template based on the edits from the Administrative Support staff and PMO team members.


	BP Specialist

	10
	a) Provide the updated template version to the PMO Team for review. 
b) PMO Team will review template 

c) Revise the template with comments from the PMO Team

d) Have BPWeb Project Manager review template

e) Repeat a - d, as needed until approved.


	BP Specialist and PMO Team, and BPWeb Project Manager

	11
	Determine if other OSI Centralized Services offices are subject matter experts and need to review the document. 
If not, skip to Step 12. If yes, follow steps A-C:
a) Schedule a meeting with the Centralized Services office (1-2 weeks notice) and provide them with a draft copy for review.
b) Conduct preparatory meetings with appropriate Centralized Services staff to consult, clarify, and resolve any issues. 
c) Update the template with the comments from the meeting.
.
	BP Specialist and Centralized Services staff

	12
	Provide BPWeb Project Manager with the latest version of the template prior to submittal to the Project Template Review participants.

	BP Specialist and BPWeb Project Manager

	13
	BPWeb Project Manager sends to the Project Template Review participants for review and ask them for feedback in 5 days.
	BPWeb Project Manager

	14
	After the feedback comes back from the Project Template Review participants, update the template with the group’s comments.

	BP Specialist

	15
	a) Provide the updated template version to the BPWeb Project Manager for review. 

b) BPWeb Project Manager review template 

c) Revise the template with comments from BPWeb Project Manager 

d) Have BPWeb Project Manager re-review template

e) Repeat c - d, as needed until approved.


	BP Specialist  and BPWeb Project Manager

	16
	Proceed to BPWeb Posting Instructions

	


3. Best Practices Web Posting Instructions

The following contains detailed steps for obtaining Security checklist approval, writing ‘What’s New’ statement, template description, and publishing the template to the Best Practices Website.

	Steps
	Process
	Who

	1
	Material that will be posed to the OSI Internet Best Practices Website must first be submitted to the Information Security Office (ISO) for review.
a) Review the “Request for ISO Web Review Instructions” (Appendix D and complete the “Request for ISO Web Review” form (Appendix E).  Submit this form along with the update template to the BPWeb Manager for review.
b) BPWeb Project Manager reviews and approves via signature the updated template and Security Checklist.

c) The BP Specialist submits the template and “Request for ISO Web Review” form to ISO for approval.
d) Once approved by ISO, the BP Specialist scans the signed ISO Web Review form into PDF format and loads the document into WorkSite.  

e) The BP Specialist will load the signed ISO Web Review form in the related documents section of the appropriate template.


	BP Specialist and BPWeb Project Manager

	2
	Preparation for publishing to BPWeb:

a) Write a statement for the ‘What’s New’ section of the BPWeb.
b) Write a short description describing the new/updated template.

	BP Specialist


Appendices
Appendix A -  Generic Template Plan
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<Project Name>
< Template Name>

<Insert Project Logo here>

<Month, Year>

	Health and Human Services Agency,  Office of Systems Integration


Revision History

	Revision History

	Revision/WorkSite #
	Date of Release
	Owner
	Summary of Changes

	Initial Draft - 


	Mm/dd/yyyy
	OSI - PMO
	Initial Release

	Revision 1


	Mm/dd/yyyy
	OSI - PMO
	Major revisions made..  


Remove template revision history and insert Project Contract Management Plan revision history.

Approvals

	Name 
	Role
	Date

	
	
	


Insert Project Approvals here.
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 this management plan. This language is identified in black Arial font and will not be modified without the prior approval of the OSI Project Management Office (PMO). If the project has identified a business need to modify the standard boilerplate language, the request must be communicated to the PMO 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 final version of this plan.
Sample language is identified in red italic Arial font. This language provides suggestions for completing specific sections. All red text should 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.  
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4. Introduction

4.1 Purpose

The purpose of the <name of template> is to capture ‘how’ this will be managed throughout the project life cycle.  Describe the object which you are striving to meet or for which something exists.

4.2 Scope

This <insert name of template> identifies the activities, processes, and procedures used to manage this <name of template>.  Define the parameters that this plan encompasses.

4.3 References

List the source references that are referenced in this template. Sources referenced below should be used as references to manage the project contracts.
· Best Practices Website (BPWeb)  http://www.bestpractices.osi.ca.gov
· OSI Policy #OSI-AP-07-02, Form 700 – Statement of Economic Interests

4.3.1 Project WorkSite Repository

Refer to the WorkSite repository located at <path or server> for all project-specific documentation. If the project is not using WorkSite, indicate the location of the project’s electronic document repository as well as the project’s hardcopy library. 
4.3.2 <Name of Template> Tracking Database 

List the current tracking database that is utilized in managing the <name of template> process.  List the database location < path and/or server > or reference the <project tool> that is being used to track. 

4.4 Glossary and Acronyms

List only glossary and acronyms that are applicable to this document.

	BPWeb
	OSI Best Practices Website http://www.bestpractices.osi.ca.gov

	CHHS
	California Health and Human Services Agency 

	CM
	Contract Manager

	Consultant
	A company or consultant who is providing services or products to support the project. 

	Contract 
	A standard agreement between two or more parties that is written and enforceable by law.  


4.5 Document Maintenance

This document will be reviewed annually and updated as needed, as the project proceeds through each phase of the system development life cycle. If the document is written in an older format, the document should be revised into the latest OSI template format at the next annual review. 

This document contains a revision history log. When changes occur, the document’s revision history log will reflect an updated version number as well as the date, the owner making the change, and change description will be recorded in the revision history log of the document. 

5. Participants Roles and Responsibilities 

This section describes the roles and responsibilities of the <Project Name> staff with regard to <name of template>.  There are various staff resources and stakeholders involved in managing consulting contracts for the project. In some cases, one individual may perform multiple roles in the process. 

5.1 Office of Systems Integration (OSI)

5.1.1 Directors Office

The Director or his/her designee approves all contracts, contract amendments, and participates in contract dispute resolution and attends project executive steering committee as needed.  

5.1.2 Project Director (PD)

The Project Director is responsible for planning, directing and overseeing the project, and ensuring that deliverables and functionality are achieved as defined in the Project Charter, APD/FSR/SPR and subsequent project plans. The Project Director is also responsible for the management of all resources assigned to the project, serves as the primary liaison between the project and the Project Sponsor and Executive Committee, and escalates decisions and issues as needed. The Project Director coordinates project related issues with other efforts, reviews and resolves project issues not resolved at lower levels, and directs the project management functions. The Project Director acts as the principle interface to the contractors
5.1.3 Project Manager (PM)

The Project Manager is accountable to the Project Director for all the project office management related activities. The Project Manager plans, guides, and oversees the day-to-day internal activities that support the Project Office, and assists in the development of the master project schedule and all other project work plans. The Project Manager is accountable for the development, maintenance, and adherence to the Project Office infrastructure and supporting methodologies (e.g. processes, procedures, standards, and templates) that are in compliance with OSI Best Practices and policies.
5.1.4 State Administrative Manager (SM)

If a state Project Manager serves this function, this section may be omitted. Remember that a state manager must be the final approver and signer of a contract correspondence, deliverables and invoices.

The State Administrative Manager directs the administrative staff, coordinates tools and services training, ensures that the administrative staff adhere to processes and policies, leads the cost management effort including: sponsoring cost budgeting and tracking activities, facilitating communication on fiscal status, and ensuring the project cost tool and supporting documentation is maintained. The Administrative Manager also provides reports, recommendations, and status on the project budget and expenditures, e.g., planned vs. actual reports, initiates corrective action, and re-planning activities.
5.1.5 Functional Manager (FM)

The FM is responsible for one specific functional or specialty activities.

Each project typically has several functional managers.
5.2 External Organization Responsibilities

5.2.1 Sponsoring Agency

5.2.2 Department of General Services (DGS)

5.2.3 State Controller’s Office (SCO)

5.2.4 Federal Stakeholder

5.2.5 Independent Verification and Validation (IV&V)

5.2.6 Independent Project Oversight Consultant (IPOC)

6. Actual Information Pertaining to the Plan

6.1.1 Non-Document Deliverable Review and Approval

Description in this area will pertain to the subject matter of the specific Plan. 

APPENDICES

List appendices as needed

Appendix A -  Sample Template Cross Reference

	
	 
	Reference Templates
	
	
	
	
	
	
	

	Template 
	Cost Mgmt Plan
	Master Project Plan
	Schedule Mgmt
	Quality  Mgmt Plan
	BP Website
	Communication Plan
	Governance Plan
	Risk Mgmt Plan
	Interagency Agreement
	Memoranda of Understanding
	Issue Resolution & Escalation Process

	Cost Mgmt Plan
	 
	4.1.1
	4.1.1
	 
	 
	 
	 
	 
	 
	 
	 

	Contract Mgmt Plan
	 
	 
	 
	6.1.3  6.1.5   6.2.8
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Appendix B -  Template Review Timeline

	OSI Best Practices Website Redesign
Template Review Timeline


	Background

The Office of Systems Integration (OSI) Project Management Office (PMO) serves as the central repository for OSI Project Management Best Practices policies, standard processes, tools and templates.  The OSI PMO recently developed a schedule for the redesign of the Best Practices Website.  During this effort we learned that the Office of the Chief Information Officer (OCIO) submitted their supplemental report to the Legislature. Based on the timeframes defined in the OCIO report we have modified our schedule to align with the delivery dates defined in the OCIO supplemental report.  Due to the ambitious timelines we have had to streamline our template review and approval process to a five day review with no workgroup session.  

Request for Assistance

Please provide the name of the project representative(s) that will be responsible for reviewing each of the templates by Friday June, 27th.  The person or persons you assign must have the authority to review the templates and make decisions on behalf of your Project.

We have collected sample templates from each of the projects that we are using as part of our development effort.   If you have a new and improved samples that you would like us to use as we update the existing templates please share them with us.

Below is the schedule for the template review timeline.  




	Template Review Timeline

Release for Project  Review:   Monday, June 30th
Edits returned to PMO:  Monday, July 7th

· Project Concept Statement Template

· Project Charter Template

· Status Meeting Template

Release for Project Review:   Monday, July 7th
Edits return to PMO:  Monday, July 14th 

· Lessons Learned Template

· Deliverable Management Process 

· Communications Plan

Template Review Timeline
Release for Project Review:   Monday, July 14th 
Edits return to PMO:  Monday, July 21st 
· Risk Management Template

· Master Project Plan Template

· Quality Management Template

Release for Project Review:   Monday, July 21st  
Edits return to PMO:  Monday, July 28th
· Post Implementation Evaluation Reports (PIER)
· Staff Orientation Guide
· Vendor Handbook



Appendix C -  Request for ISO WEB Review (internet) Instructions
Request for ISO WEB Review (INTERNET)

 Instructions

The Request for ISO Web Review form must be completed and submitted (softcopy) along with the document(s) to the OSI Information Security Office prior to posting any content on the (public facing) Internet. This guide explains how to properly complete the form.  Internal posting request forms that will not be posted do not require a form and should not be included. The form and any questions should be sent to OSIinfosecurityoffice@osi.ca.gov .

The following is a step-by-step explanation of how to complete the form:

1. Enter the date that the form is being completed.

2. Enter the name of the project requesting the approval (i.e., CWS/CMS, UIMOD, etc.). For headquarters or Admin use OSI-Admin.

3. Select the appropriate checkbox for the type of document being posted. If the document does not match one of the categories, check Other-Explain. Enter a brief description of the document below the Other-Explain checkbox.

4. To the right of the document type selection, enter the total number of pages contained in the document(s) by type. For example, if a PDF file contains 16 pages enter 16 to the right of the document type.  If you are requesting the review of 2 separate documents - a training guide and a user guide, enter the total number of pages for the 2 documents.

5. Enter a business justification for why the document is being publicly posted. 

6. The next section of the form is for content review. All content must be reviewed to ensure that improper information is not posted. Review the document carefully and check each of the categories to validate that the content has been scrutinized. Please note the section on Copyright Material. Often photographs and music are included in presentations and documents. Written approval from the Copyright holder must be obtained in order to post the information.

7. The posting must be assigned a priority. The next section is where you will select whether the posting is High, Medium, or Low priority. High priority is any document that must be posted in a week. Medium priority is for documents that must be posted in 1 to 2 weeks. Low priority documents are posted >2 weeks from submission of the form. Place a check next to the appropriate priority for the document. For critical postings that require less than a week review period, please contact Carla Zuehlke, ISO (263-0744 / 825-9213) or Chris Morrison (263-4909 / 719-5671) to discuss the specific criticality of the posting.

8. If the document is marked as High priority, enter the business justification in the field below the Posting Priority.

9. The Posting Requestor and Project Content Reviewer must sign and date the form.  A softcopy of the form with electronic signatures or scanned form in PDF format with signatures should be submitted.  The hardcopy with the original signatures do not need to be submitted to the security office.


10. EXCEPTIONS:  The following document types are exempt from a security review prior to posting to the internet:

· Meeting Notices (Does not exempt any attachments or minutes.)

· Calendars (Does not exempt any attachments)

· Newsletters / Bulletins / All County Letters / All County Information Notices (Does not exempt any attachments)

· Intent to Award Notices

· Web page style / title changes (Does not exempt site location changes.)

· Web application system changes 

Appendix D -  Request for ISO Web Review Form
Use of this form is for documents that will be posted to an Internet website. This form is not required for intranet or secure (logon or password) internet posting.

SUBMIT COMPLETED FORMS TO:
OSIinfosecurityoffice@osi.ca.gov
DATE:      FORMTEXT 

     



PROJECT NAME 
Document Type:                                       Document Total Pages: 

 FORMCHECKBOX 
 Training/User Guide/FAQ’s


     
 FORMCHECKBOX 
 Procurement




     



 FORMCHECKBOX 
 Agenda / Minutes




     
 FORMCHECKBOX 
 System Documentation



     
 FORMCHECKBOX 
 Best Practices




     
 FORMCHECKBOX 
 Other – Explain




     
Provide Business Justification for General Public Viewing (Internet): 

     
Content Review:
None of the following information should be included in documents posted to OSI Websites.

 FORMCHECKBOX 

Case Data: (No real (or could be construed to be real) production data)

 FORMCHECKBOX 
 Personal Identifiable/Confidential: (DOB, personal addresses/phone numbers, SSN’s, account numbers, medical information or information that describes an individual)

 FORMCHECKBOX 
 Sensitive: Usually financial or regulatory

 FORMCHECKBOX 

Copyright Material: Images, music, text, etc. that is owned or controlled by an individual, company or agency. This material can be posted if written permission is obtained.

 FORMCHECKBOX 

Trademarks: Trademarked logos (Apple Computer, Coca Cola, etc.). This material can be posted if written permission is obtained.
Posting Priority:   FORMCHECKBOX 
 High
 FORMCHECKBOX 
 Medium
 FORMCHECKBOX 
 Low
Provide Business Justification for High Priority 





     
Sign-Offs:

Posting Requestor 




Date 
Content Reviewer 


______
Date      
IT & Security Workgroup Reviewer __________________Date      
ISO 







Date      
The checklist shown above provides examples of confidential/sensitive/personal identifiable information and is not inclusive of information that should be identified or questioned when reviewing documents prior to posting. 
If you have questions or concerns about information in the documents prior to posting to the OSI Websites you should contact the OSI – Security Office at 
263-0744 or 263- 4909 or e-mail OSIinfosecurityoffice@osi.ca.gov.

Appendix E -  Sample Email to Best Practices Webmaster

Please post to BP Web by <Date>.
What’s ‘NEW’ section:

2008-03-17 - The Prime and Non-Prime Contract Management Plan and tailoring guides have been combined into one Contract Management Plan. The Contract Management Plan identifies the activities to be performed or initiated by project staff to manage, track, amend, and close a contract.

ELIMINATE

	Contract Management Plan
	Collapse

	The Contract Management Plan defines the processes used to manage contractors and consultants on the project. It describes how contractor deliverables will be reviewed and approved, how contractor invoices will be reviewed and authorized for payment, how contractor deficiencies are addressed, and how contract amendments and work authorizations will be processed. In some cases, it may also describe the processes for non-prime solicitations. 

    

  Contract Mgmt Plan (Prime Contractor) Template (3351v3).DOC
    

  Contract Management Plan (Consultant) Tailoring Guide (3346v3).DOC
    

  Contract Mgmt Plan (Prime Contractor) Tailoring Guide (3352v3).DOC
    

  Contract Mgmt Plan (Consultants) Template (2476v8).DOC


Replace with the following Document Description:

Contract Management Plan

The Contract Management Plan defines the processes used to manage contractors and consultants on the project. It describes how contractor deliverables will be reviewed and approved, how contractor invoices will be reviewed and authorized for payment, how contractor deficiencies are addressed, and how contract amendments and work authorizations will be processed.

Contract Management Plan ( XXXXvX ).doc
� EMBED MSPhotoEd.3  ���


























































































































































































































� EMBED MSPhotoEd.3  ���








	
	


	OSI-Project Management Office

Office of Systems Integration
	Template Development Instructions
6/26/2008


1
	Printed at 08/21/08 2:25 PM
	
	DRAFT



[image: image7.png]o Y

‘ Integration
‘ "SERVING CALIFORNIA"




_1182151892.bin

