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Project Details
Project Description
Procurement, configuration, integration and production implementation of a commercial software-as-a-service (SaaS) solution to replace the ADaPT desktop software product. 

Business Needs, Benefits, and Objectives
Background
[bookmark: _Hlk103673815]The Division of Waste Management has used the ADaPT desktop software product for 14 years to conduct quality control (QC) checks of analytical chemistry results data received from water, soil and air sample analyses. ADaPT checks for the completeness of data reported and conducts all required review of method-specific QC elements prior to uploading the data to DEP Oracle systems.  ADaPT is part of a larger data collection and QC process, which includes: 1)  online laboratory data results reporting through the DEP Business Portal/ESSA system; 2) file storage in the Oculus Electronic Document Management System (EDMS); 3)  review assignment and workflow using DocLog, and; 4) subsequent data storage in DWM’s Repository of Electronic Data Deliverables (REDD). Refer to the Attachment A: ADaPT Process Flow for details. 
 
The ADaPT vendor has not updated the product in many years and is no longer providing support for its desktop software.  DWM would like to replace ADaPT with a commercially available SaaS web-based solution. Moving from a desktop to a web-based application would:

a. [bookmark: _GoBack]Eliminate user installation issues. 
b. Allow for global updates to all users as lab analytical method information and facility information changes. 
c. Provide more security such that users cannot modify software, and only named users with appropriate roles can access/modify data.
Additionally, using a SaaS-based service will simplify the ongoing maintenance support model. 

DWM has conducted market analysis and has identified at least one commercial software provider that may meet their needs and would like to proceed with a competitive procurement to identify the best fit for their requirements. 


High-Level Scope 
DWM would like to replace the ADaPT desktop software with a more modern web-based application.   High-level requirements include: 
· Secure system authentication via usernames and passwords, with individual and role-based system authorizations.  This will support use by external entities (labs, contractors, permitees, etc.) who can do QC checks on data submittals before submitting to DEP. 	Comment by Northup, Rebecca: I thought that labs can also currently run EDDs through their own copy of ADaPT to do a pre-check before sending results to DEP?  Please clarify if I’m wrong.	Comment by Dougherty, Brian: This is correct and we’d like for the labs to be able to continue to do so.	Comment by Moore, Clark B.: Both Labs and Consultants/Contracotrs/Permitees wil have access to EDMS.  Only Labs can edit the Lab EDD, all can edit the Field EDD. FDEP will manage up to 500 external EDMS users. 
· An administrative module to allow select DWM staff to make basic system modifications (adding/removing/updating reference lists of water quality standards, pollutants of concern, analytical methods, effluent disposal systems, testsite/sample location IDs, site/facility IDs, etc.)	Comment by Moore, Clark B.: We will rely on our PHP (and ASP for now) web reports to evaluate data against 62-777 Table I and Table II Criteria.  This is not a function of the EDMS software.	Comment by Northup, Rebecca: Not sure what this comment refers to?  The second bullet regarding administrative module refers to the Adapt replacement software, not Oculus/EDMS.  You will need the ability to make basic modifications to codes, methods, etc. in that product without having to submit a request to the vendor.  
· At a minimum, support for the following types of QC checks for environmental samples, according to the respective method-specific requirements:
· Evaluation of sample holding times.
· Assessment of field, trip and equipment blank samples for any signs of contamination. 
· Assessment of method blanks, lab control spikes, sample matrix spikes, laboratory duplicate samples, surrogate QC checks, method detection limit (MDL) and practical quantitation limit (PQL). 
· If QC problems are identified, software checks that appropriate QC qualifiers (62-160 F.A.C) have been assigned, and that those qualifiers have been noted for all associated sample batch results. 
· Method-specific QC requirements must be included in addition to the following minimum QC requirements for every method:
· Method Blank. 
· Laboratory Control Spike (LCS)/Lab Fortified Blank (LFB).
· Matrix Spike.
· Lab Duplicates.
· Surrogates.
· Method Detection Limit (MDL)/Practical Quantitation Limit (PQL).

Any solution must also be able to produce a file once all QC checks have been completed for subsequent import to the REDD system, either directly or through upload to a staging area on a DEP secure FTP server.  DEP is open to alternate approaches to the current process which involves uploading to an FTP staging area. 	Comment by Northup, Rebecca: Clark, your project request mentions the need to validate a facility by both facility number and facility name, and for monitoring well samples, by Monitoring Testsite inventory. 

How does ADaPT currently validate this?  Where does ADaPT get the facility ID and Monitoring Test Site? REDD? WACS? 
	Comment by Dougherty, Brian: We may want to think through this validation process again.  More critically, we need a system to handle ‘testsite’ IDs that aren’t already on record. 	Comment by Oquendo, Theresa: Clarks Response: We need to have HWC Field data moved to REDD.  I am open to ideas, but I am uncertain if we can come up with a plan for Monitoring Sites that have not been pre-populated in a database.  	Comment by Moore, Clark B.: Currenly ADaPT has several user updatable tables, one lists Facility IDs, Facility Names, District, County, City and Program area. this table is also used to determine the program area that then determines EDD and export file nomenclature.  We have a Monitoring Testsite table that includes Monitoring_Testsite_IDs and Testsite_Names alone with other Testsite specific information.
		Comment by Northup, Rebecca: We can move ahead as is for charter purposes, but please be thinking ahead to RFQ development.  I added a generic statement that DEP is open to alternative approaches.

Additional required system features may be developed as part of the procurement/request for quotes (RFQ) process.   Specific deliverables that are expected to be part of this project are included in Attachment B: Project Deliverables.

Project scope will include modifications to existing system interfaces/processes currently used to support the DWM-ADaPT sample QC process and data storage (ESSA, WACS, REDD, Oculus, etc.).

Critical Success Factors

· Timely availability of DWM program subject-matter experts (SMEs) and OTIS technical staff.
· Timely availability of external stakeholders for solution user testing.
· Active engagement of DWM-identified business lead and SMEs in the requirements analysis, design and testing activities.
· Availability of OTIS resources that support the ESSA, REDD and Oculus systems to provide integration support.
· Contractor-submitted deliverables comply with criteria specified in the Request for Quotes.

Assumptions and Constraints

· DWM staff and any external stake holder staff will be available and actively participate in meetings and will respond to requests in a timely manner to support the approved project schedule.
· DEP will make every effort to promote timely responses from external stakeholders, if any.
· Department resources available for this project include staff with other obligations and duties. There will be no full-time equivalent staff assigned to this project, but several employees that will participate in a part-time capacity. During times when more resources are required, such as during beta testing, additional Department staff will be assigned, as other duties permit.
· Interviews and discussions with DEP staff must be scheduled by appointment and fully documented.
· Assigned OTIS technical lead will be available to review and comment on technical deliverables according to schedule requirements. 

Initial Risks
The following are a list of initial, high-level project risks.  Detailed risks, associated impacts and mitigation strategies will be developed and documented in the project management plan:
· Availability of DWM program subject-matter experts to participate in analysis, design and testing activities according to the project schedule requirements. If unavailable, schedule may be delayed.
· If appropriate program-area SMEs are not involved, the product will not be designed correctly to fully meet DWM needs. 
· Scope creep resulting from requests to address other business functions not currently in scope for this project. 
· Availability of select key external stakeholders for solution testing according to the project schedule requirements.	Comment by Northup, Rebecca: You will likely want a few labs to participate in testing.  	Comment by Oquendo, Theresa: Clark Response: Definately, over half the labs we use have produced EDMS EDDs that represents ~85% of the data we recieve.
· If Vendor team is not staffed sufficiently, system will not meet timing or quality expectations.
· If the project does not have continuing senior management support, resources may get diverted from project.

Project Cost, Duration and Effort Estimates
DWM has provided initial estimates for a possible product implementation, in additional to annual licensing and support costs.  Actual costs will be determined during the formal Request for Quotes (RFQ) and subsequent negotiation with a selected vendor: 

Project Cost Estimates:
Implementation Cost: $75,000 – $100,000	Comment by Northup, Rebecca: Clark, I added in a little bit of cost padding from the numbers you provided earlier. 
Duration: 8-12 months

Ongoing annual software licensing/support cost:  $35,000 - $55,000
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1. Samples are collected by field contractors and sent to laboratories for analysis. Collection frequency varies by program and/or cleanup/monitoring type. Laboratories send results back to the field contractors who submitted the samples.  
2. Field contractors next submit final lab results through the DEP Business Portal, using the ESSA application. Results are formatted in comma delimited format that is pre-defined by DEP.
3. Upon submission, ESSA sends a confirmation email to submitters. Submitted files are then uploaded to the DEP document management system, Oculus.
4. The DocLog application provides an interface to access the submitted files from Oculus. Using DocLog, DEP staff periodically download the submitted files to their local computer for review.
5. Reviewed files are processed using the Automated Data Processing Tool (ADaPT) to check for compliance. Based on the pre-defined rules, ADaPT can output the results as success or failure. Invalid sample files are submitted back to the lab via e-mail with instructions. Lab responds back to DEP staff with corrections. Once a file is deemed valid, it is published into Oculus. 
6. Valid sample files are also moved to a secure FTP server for further processing	Comment by Oquendo, Theresa: Clark Response: Need to discuss further; yet to determine how sftp will handle the deliverables. 	Comment by Northup, Rebecca: Understood – this section is just to provide an overview of the current “As-is” process so the vendor understands and is informed as they develop their proposal.
7-9. REDD batch job executes twice daily and performs the following functions:
a. Reads pending files from FTP server.	Comment by Oquendo, Theresa: Clark Response: Ftp is replaced with SFTP; need to discuss if this process will be automated; currently done manually.	Comment by Northup, Rebecca: Understood, see previous comment. We’ll make it clear that while this is the current process, DEP is open to alternate approaches.
b. Parses the results and insert into REDD tables.
c. Generates and sends e-mails to program users with sample results.	Comment by Dougherty, Brian: Not on diagram.	Comment by Northup, Rebecca: Added
d. Copy the e-mail content to DEP Staging server.
10. REDD invokes the Oculus API to copy the content from Staging Server to Oculus.

Attachment B: Project Deliverables	Comment by Northup, Rebecca: These are standard deliverables we start with in procuring any commercial software.  They may be modified slightly, depending on the approach submitted by responding vendors and final negotiation.  However, the project management deliverables are required based on what we are required to do to comply with FL statute/rule regarding IT projects. 
The following deliverables are expected to be part of this project: 
[bookmark: _Toc72257031][bookmark: _Toc87178448][bookmark: _Toc100994146][bookmark: _Toc115250630][bookmark: _Toc248308944][bookmark: _Toc493150513]Project Management Reporting and Documentation Activities
DEP has designated this project as Risk and Complexity Assessment (R&CA) Category 1, in accordance with the State of Florida’s Digital Service Project Management and Oversight Rule (Florida Rule: 60GG-1.002).  Accordingly, this project must comply with all requirements for a R&CA Category 1 project.  Specific project management requirements for each R&CA category project are detailed in the DEP STD-09052701, Project Management Standard for Contractor-Managed Projects. The following are the Tasks and associated Deliverables that DEP expects to be a part of this project:

A. Project Management 
Project Management Reporting and Documentation Activities (these activities occur throughout the life of the project):  The Contractor must effectively define, plan, organize, and manage its resources in order to successfully complete all tasks in the required time. Effective communication, risk and change management, and quality control and assurance are vital to the success of the project. Development and review of lessons learned and the provision of all documents in archive are required for the project closing report.  The following Project Management (PM) deliverables are required:

	[bookmark: _Toc493150514]DELIVERABLE PM-1:  Project Management Plan

	The Project Management Plan includes a work plan with a clearly defined scope listing all tasks, deliverables, staff resources, durations, and anticipated start and end dates for project tasks. This task is due ten (10) business days from contract start. 
Portions of this Project Management Plan will be required as part of the response to this Request for Quotes. 

	The delivery of the Project Management Plan will be determined ACCEPTABLE when the following criteria are met: 

1. The Project Management Plan will:
a) Comply with the requirements of DEP STD-09052701, Project Management Standard for Contractor- Managed Projects. 
b) Clearly document the project scope and delineate what is in-scope and out-of-scope for the project. 
c) Address scope, schedule, risk, change, issue, communication, quality and staffing management activities. 
d) Accurately reflect the work to be done. 
e) Include:
i. Project Schedule (refer to item 2); 
ii. Communication Plan (shall include but not be limited to):
1) E-mail
2) Meetings/minutes
3) Approvals (method)
4) Documentation
iii. Project Roles and Responsibilities, including those roles/individuals responsible for decision-making, deliverable approvals and escalation. 

2. The Project Schedule will:
a) Detail all (known) project tasks, resource assignments, track percent of the project that is complete, proposed task begin and end dates, and proposed start and end dates for the project. 
b) Baseline the starting information agreed on by the Contractor and the Department. 
c) Be developed and is submitted in a Microsoft Project (.mpp) format, as well as a .pdf format 
d) Accurately reflect the schedule, deliverables, review process, and tasks as defined in the Project Management Plan. 



	[bookmark: _Toc493150515]DELIVERABLE PM-2:  Continuing Tasks

	The Continuing Tasks are activities that are to be performed throughout the length of the entire project. However, these activities will be invoiced when the project work is completed. The Continuing Tasks are composed of the following three elements: (1) Updated Project Management Plan/Schedule, (2) Project Status Reports, and (3) Meeting Minutes. 

	The delivery of the Continuing Tasks will be determined ACCEPTABLE when the following criteria are met: 

1. Updated Project Management Plan/Schedule after it is initially approved: 
a) Plan and schedule will be updated weekly and posted to the project SharePoint site to bring status and progress up to date on outlined tasks and deliverables. Schedule updates must include reporting of actual start/end dates, planned start/end dates as well as the baseline start/end dates. Schedule must also report % complete for each task/deliverable. 
b) Project schedule duration shall not deviate by more than 10% from approved baseline duration without an approved change request/change order. 
c) Plan and schedule will be updated and submitted for approval by DEP management following any necessary changes made in accordance with the Change Management Plan. 
d) Contractor must notify and obtain approval from DEP of changes affecting the schedule within two business days of becoming aware of the change.
e) Contractor will re-baseline following approval of any project change requests. 
2. A project logbook is developed and maintained throughout the life of the project. This logbook must include at a minimum, the logging, tracking and management of all issues, risks, change requests and lessons learned.
3. Project Status Reports and Status Meetings:
a) Are completed and distributed weekly. Project status reports must be finalized with requested changes and resubmitted to the contract manager within three (3) business days.
b) Status reports must contain the following information at a minimum:
i. Activities completed for the previous period 
ii. Activities planned for the next period 
iii. Issues, risks and/or changes that are currently in process and proposed/planned resolution(s) 
iv. Status of deliverables and if their delivery status will affect overall schedule 
c) The Contractor will be required to lead weekly status meetings with the DEP customer to review progress, report any issues or new risks, and discuss overall project status. 
4. Meeting Minutes: Will be submitted to all attendees, DEP Contract Manager, Business Lead and OTIS Technical Lead within three (3) business days of meetings. Meeting minutes must be finalized with requested changes and resubmitted to the contract manager. Meeting minutes will include: 
i. List of attendees. 
ii. Invitees not present. 
iii. Information shared during meeting. 
iv. Action items, with due dates and owners. 
v. Decisions required. 
5. All project documentation (e.g., project management plan, schedule, status reports, meeting minutes, deliverables) must be stored on the DEP SharePoint site. 

Once the project is completed, the Contractor will meet with DEP staff to review project and submit the Project Closing Report. This report consists of two parts: 1) the Lessons Learned document and 2) the electronic Project Archive. 

The delivery of the Project Closing Report will be determined ACCEPTABLE when the following criteria are met: 

1. The Contractor develops and submits a Lessons Learned document and meets with DEP staff to review the project’s accomplishments against the project budget, scope, and schedule and discussion of any key lessons learned. 
2. A complete electronic archive of all project documents in their original format including draft and final reports, status briefings, and exception reports are stored on the DEP SharePoint site. The project SharePoint site will be reviewed and approved by DEP prior to the Contractor’s submission of the final invoice for the project work. 



[bookmark: _Toc493150516][bookmark: _Hlk488760135]
	DELIVERABLE PM-3:  Project Closing Report and Project Electronic Archive

	The Contractor will meet with DEP staff to review project and submit the Project Closing Report.  This report consists of two parts: 1) the Lessons Learned document and 2) the electronic Project Archive.  

	The delivery of the Project Closing Report will be determined ACCEPTABLE when the following criteria are met:
1. The Contractor develops and submits a Lessons Learned document and meets with DEP staff to review the Project*.
2. A complete electronic archive of all project documents in their original format including draft and final reports, status briefings, and exception reports are stored on the DEP SharePoint site.  The project SharePoint site will be reviewed and approved by DEP prior to the Contractor’s submission of the final invoice.

*The tracking/compilation of lessons learned shall be an ongoing process during the entire project life and should be stored within the Project Logbook.  At the completion of the project, this collection shall be completed in document form with any final additions, updates or wrap-up information included and submitted with the final deliverable.



B. [bookmark: _Hlk67927419]Requirements Confirmation, Solution Configuration, Testing, Implementation, and Training 
The Contractor will be responsible for reviewing, validating and updating (if needed) DEP Functional and Technical Requirements. The Contractor will also be responsible for the setup, configuration, data population, system testing, user acceptance testing support, training, and product/service implementation work. Delivery of this work includes the following Tasks and Deliverables:

	DELIVERABLE 1:  Requirements Documentation

	The Requirements document confirms, updates and further details the Functional and Technical Requirements specified in Exhibit A: Functional and Technical Requirements. 	Comment by Northup, Rebecca: DWM: By RFQ development, we’ll need a list of requirements. I’ll send you an example from the recent SRF system replacement project, but yours may not be that extensive.  But it should encompass your “must haves” vs “nice-to-haves”. 

	The delivery of the Requirements Documentation will be determined ACCEPTABLE when the following criteria are met: 

1. Contractor conducts joint requirements meetings with DEP to confirm and further detail the requirements specified in Exhibit A: Functional and Technical Requirements. 
2. Specifications for the solution are collected and documented. This includes reports, workflows, templates, form layouts, dynamic content and any other components required to achieve project objectives. 
3. Specifications for any necessary APIs or other integration requirements are collected and documented. 
4. Contractor has documented all detailed requirements and business rules required to configure & implement the solution, to include a Requirements Traceability Matrix (RTM). 




	DELIVERABLE 2:  Establish DEP Test Environment and Install Software

	The Contractor shall establish the DEP Test Environment (in the contractor hosted cloud solution), install software, and provide access to DEP staff. 

	The delivery of the Establish DEP Test Environment and Install Software will be determined ACCEPTABLE when: 

1. Contractor has established the DEP Test Environment and provided DEP with proof of technical environment. 
2. Contractor has installed application in the DEP Test Environment and DEP can access URL and login to application and at a minimum be able to navigate through system. 





	DELIVERABLE 3:  Data Population Plan	Comment by Northup, Rebecca: Not sure if anything from ADaPT (i.e., method codes, etc.) may need to get migrated, or if you plan on using the ones with the new software and starting from scratch?  If so, we can remove this deliverable.	Comment by Dougherty, Brian: Not sure we need to necessarily migrate any data but system will have to use our existing (‘live’) testsite and facility/site ID inventories, as well as the 62-160 data validation codes.	Comment by Moore, Clark B.: I agree with the exception that we will need to make sure and translate all Analyte IDs, Actually we can do this with use of a modified STORET code table during the export file creation process. Our REDD and WACS analyte IDs need to match what we are currenly using so there is a consistantcy in data reporting. and retrieval. 	Comment by Northup, Rebecca: We’ll keep it in for now….

	The Data Population Plan identifies the process used to migrate/populate data from the existing systems to the new system. For any existing data that will be migrated from the existing system, this deliverable will include an analysis of data quality; a mapping of data objects from the old data model to the new model; the process that will be used to migrate the data; the documentation of any data cleaning or automated manipulation that must be completed to enforce data integrity rules on the database, and; the creation of the data cleaning/transformation/loading scripts that will need to be executed by the Contractor in the test environment prior to system and user acceptance testing, and again in the production environment before final production roll-out of the new system. 

	The delivery of the Data Population Plan will be determined ACCEPTABLE when the following criteria are met: 

1. The process for populating new, and migrating existing, data is documented and reviewed and approved by the DEP. 
2. The data mapping identifies all data objects with a clear mapping to the new data objects and includes any manipulation that must occur to transform and/or transfer the data. 
3. Data cleaning activities: 
a) Are documented by data object. 
b) Identify the business rules, as approved by DEP business area, that will be used to clean/transform/load the data. 
c) Identify the database constraints to which the data must conform. 
d) Identify who is responsible for the activity. 
e) Meet the system and technical design requirements. 




	DELIVERABLE 4:  Configuration Workbook

	The Configuration Workbook contains decisions made by DEP staff for the configuration and customization of the system and as a guide for the Contractor for system implementation. 	Comment by Northup, Rebecca: This just documents how they will be configuring your specific instance. It’s used as the baseline to confirm once it is configured and tested that you get all of the functionality you expected.

	The delivery of the Configuration Workbook will be determined ACCEPTABLE when the following criteria are met: 

1. Contractor conducts joint Configuration Design meetings with DEP to identify system configuration settings and customizations per requirements contained in the agreed-upon Requirements Documentation (Deliverable 1). 
2. Contractor captures configuration and customization decisions in Configuration Design Meeting Notes and in the Configuration Workbook. 
3. Contractor captures issues or “parking lot items” requiring resolution by DEP and documents resolution, incorporating into Configuration Workbook if needed. 
4. Contractor updates RTM (from Deliverable 1) with references to configuration design and customization decisions. 
5. Configuration Workbook is accepted by DEP upon validation that all decisions made during the Configuration Design meetings are included in the Meeting Notes and Configuration Workbook document. 



	DELIVERABLE 5:  Master Test Plan and User Acceptance Test Package 

	The Master Test Plan documents the systematic approach to system and User Acceptance Testing of the system. The User Acceptance Test (UAT) Test Package includes the test cases/test scripts to be used in User Acceptance Testing. 

	The delivery of the Master Test Plan will be determined ACCEPTABLE when the following criteria are met: 

1. Includes a test schedule. 
2. Identifies tools to be used in the testing process. 
3. Documents how the tests will be counted as successes or failures (success criteria). 
4. Details how the tests will be conducted. 
5. Addresses both system-wide and user acceptance testing. 
6. Includes a defect tracking and resolution strategy including severity categorization. 
7. Identifies the location of documents/materials to be used to conduct the test. 
8. Identifies the location where the documented, detailed results will be maintained. 
9. Identifies resources and test participants (including non-project staff and backups) needed to conduct testing. 

The User Acceptance Test (UAT) Test Package includes the specific test cases/test scripts that the Contractor will execute before opening the system to DEP UAT. During UAT, the DEP users will also run these test cases, as well as conduct off-script testing, to confirm product functionality and to validate that the system has been configured to meet the requirements and business rules in the approved Deliverable 1: Requirements Documentation. 

The Contractor must execute all test cases and provide documentation of the success of each test case before DEP UAT begins. The delivery of the UAT Test Package will be determined ACCEPTABLE when the following criteria are met: 
1. The UAT Package: 
a) Includes acceptance testing scenarios and test cases/test scripts. 
b) Conforms to testing approach documented in the Master Test Plan. 
c) Has been verified as accurate by the contractor while completing testing prior to releasing the system to DEP users for UAT. 
d) Covers, at a minimum, all requirements and business rules in the approved Deliverable 1: Requirements Documentation. 



	DELIVERABLE 6:  User Acceptance Testing (UAT) Support & Documentation

	The deliverable documents the results of the User Acceptance Testing and the resolution of any problems. 

	The delivery of the User Acceptance Testing Support & Documentation will be determined ACCEPTABLE when the following criteria are met: 

1. Full system testing is completed prior to opening the system for user acceptance testing. 
2. A training/walkthrough is provided for users in the Test environment before UAT begins. 
3. Sufficient test data is populated in the product such that all test scripts can be effectively executed prior to starting UAT. DEP and the Contractor will mutually agree to the extent of test data required. 
4. UAT rounds are compliant with the testing schedule specified in the Master Test Plan. 
5. Issues identified during testing are logged into the testing system specified in the approved Master Test Plan. Contractor team responds in the tracking system to all UAT issues with sufficient detail to give a clear understanding of the actions and any status that was initiated to resolve the reported issue. 
6. Test results must confirm that all system bugs and data issues have been resolved prior to promoting the solution to the production environment. 
7. Users have given final approval of the service/system in the test environment. 



	DELIVERABLE 7:  Training Plan and Training Services

	The Contractor will provide a training plan specifying the training approach, training delivery mechanism, and training schedule. Training will include onsite sessions and may include virtual classes, online tutorials, and online guides. 

	The delivery of the Training Plan will be determined ACCEPTABLE when the following criteria are met: 

1. Training plan includes both end-user and DEP system administrator training, as well as any additional training necessary to support the system. 
2. Training schedule tasks/dates are addressed in the project schedule provided in PM-1. 
3. Training plan specifies the delivery mechanism (e.g., online, in-person, virtual). 
4. Training plan includes training for all user roles and system administration functionality. 
5. Training plan identifies the user help guide/documentation (e.g., on-line reference, etc.). 

The delivery of Training Services will be determined ACCEPTABLE when the following criteria are met: 

1. Contractor provides all training services according to the DEP-approved training plan. 
2. All materials used during training will be provided to DEP in electronic format. Materials shall include documentation relevant for both end users and DEP system administrators. 
3. Rosters for all DEP staff who completed the training are provided. 



C. Ongoing Service (SaaS Product Maintenance) 	Comment by Northup, Rebecca: As part of the contract, DEP will work with the vendor to negotiate a service level agreement that clarifies our mutual expectations regarding service availability and support processes, etc. 

After DEP’s approval of all deliverables, the service period begins for which the Contractor may charge for the ongoing support and maintenance. Payment of submitted invoices is contingent upon compliance with the terms of the Contract and the final approved DEP Service Level Agreement (SLA).  The DEP will negotiate the final terms of the SLA with the Contractor prior to execution of the contract/PO. 

At minimum, the SLA must address the following areas: 
1. Support request methods (e.g., email/phone, service response windows, etc.). 
2. Support request response and resolution times. 
3. Support availability times: Monday through Friday, 8:00 AM – 5:00 PM EST, excluding holidays observed by the State of Florida, Florida Department of Management Services and the Florida Department of Environmental Protection. 
4. At a minimum, support includes the components and tasks that will be specified a Service Level Agreement with the selected vendor. 
5. Inclusion of all negotiated terms and agreements. 
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