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Administrative Office of the Courts of California

Attachment 5

Web Redesign Implementation and Migration Services Statement of Work

1.0 Project Description and Scope

1.1 This Statement of Work document serves as the basis for the contractual agreement between the State and Vendor, hereafter referred to as “the Vendor”. It defines tasks to be performed and Deliverables to be produced for the AOC or AOC Group during the life of the contract. The Vendor will manage the project and create Deliverables using management tools and technical methods as described in this document (or other approved documentation provided to the State for review and approval), but must produce, as a minimum, the Deliverables to the specifications included in this Statement of Work.
1.2 This Statement of Work delineates the minimum activities, tasks, and methods required to implement the recent AOC Web Redesign within the RedDot content management platform, including migration of all legacy content. Detailed scope of this project is outlined in Section 3.0 of this document, Web Redesign Implementation and Migration Services Requirements.
1.3 The Vendor will deliver focused services that facilitate rapid deployment of a new site design on the RedDot web content management platform.

1.4 During the Implementation Strategy and Approach phase of the project, the AOC and Vendor will agree upon the project schedule.

1.5 The AOC requires the redesigned site to be launched no later than September 2009.

1.6 The AOC requires all final reports and tasks to be completed by December of 2009. 

2.0 Web Redesign Implementation and Migration Services Overview

2.1 This Exhibit A, Web Redesign Implementation and Migration Services Statement of Work (“SOW”), sets forth the roles and responsibilities of the Parties for this initiative, provided under the Agreement as part of the Services. These are the services required to devise a well thought out and thorough approach, a standards and best practices based methodology and implementation plan, and successful deployment and launch of the redesign on the RedDot content management platform.

2.2 Project phases include: Project Initiation, Content Preparation, System Design and Specification, System Configuration and Development, Content Migration Testing, Documentation and Training, and Deployment.
2.3 Services in support of this initiative shall include, but are not limited to the following:
2.3.1 Implementation Strategy and Approach
2.3.2 Project Management and Initiation 

2.3.3 Content Preparation
2.3.4 System Design and Specification
2.3.5 System Configuration and Development
2.3.6 Content Migration Services

2.3.7 Testing and Validation
2.3.8 Documentation and Training Services

2.3.9 Deployment Services

2.3.10 Knowledge Transfer and Training

3.0 Web Redesign Implementation and Migration Services Requirements

The following sections illustrate the roles and responsibilities that the Vendor shall perform and the services that the Vendor shall be responsible for.
3.1 Implementation Strategy and Approach Services

3.1.1 Implementation Strategy and Approach Services are the activities and deliverables associated with developing and refining the strategy, approach, and methodology that will be used for implementation of the site redesign on the RedDot CMS. The following table identifies the Implementation Strategy and Approach Services and roles and responsibilities that Vendor and AOC shall perform:
Table 1. Implementation Strategy and Approach Services Roles and Responsibilities

	Implementation Strategy and Approach Services Roles and Responsibilities
	Vendor
	AOC

	1. Participate in meetings with the AOC to understand high-level AOC requirements, priorities, Redesign status and existing team and reporting structure within AOC
	X
	

	2. Deliverable: Document and present to AOC the recommended Redesign Implementation strategy and approach
	X
	

	3. Review, approve and accept the recommended Redesign Implementation strategy and approach
	
	X


3.2 Project Management and Initiation Services 

3.2.1 Project Management and Initiation Services are the activities and deliverables associated with setting a framework for ongoing management and control of the project tasks and schedule, as well as change management, communication and risk management activities. The following table identifies the Project Management and Initiation Services and roles and responsibilities that Vendor and AOC shall perform:

Table 2. Project Management and Initiation Services Roles and Responsibilities

	Project Management and Initiation Services Roles and Responsibilities
	Vendor
	AOC

	1. Prepare Project Charter.
	
	X

	2. Hold project planning sessions with the AOC to understand resource availability and schedules; use information to refine the project plan  
	X
	

	3. Deliverable: Project Plan and Schedule
	X
	

	4. Review, approve and Accept the Project Plan and schedule
	
	X

	5. Prepare Project Communication Plan
	
	X

	6. Prepare Go-Live Marketing/Communication Plan inclusive of change management plan 
	
	X

	7. Develop Stakeholder Matrix reflective of all AOC and Appellate Court staff 
	
	X

	8. Establish Project Site where all docs live for internal and external team access
	
	X

	9. Create Published Issues Log
	
	X

	10. Deliverable: Risks and Mitigation Planning Document
	X
	

	11. Review, approve and accept the Risks and Mitigation Planning Document
	
	X


3.3 Content Preparation Services 

3.3.1 Content Preparation Services are the activities and deliverables associated with preparation of content for distribution to audiences on the redesigned website. This includes all aspects of content organization and publication, as well as development of content management and migration processes and policies. The following table identifies the Content Preparation Services and roles and responsibilities that Vendor and AOC shall perform:

Table 3. Content Preparation Services Roles and Responsibilities

	 Content Preparation Services Roles and Responsibilities
	Vendor
	AOC

	1. Content Cleanup:  Review all existing site content and update, archive or delete prior to content migration
	
	X

	2. Content Security Requirements Definition: Flag content requiring access restriction and determine model for managing access
	
	X

	3. Information Architecture: Complete the architecture started by the redesign contractor, inclusive of site map
	
	X

	4. Conduct audit of current site assets to gain familiarity with existing site content 
	X
	

	5. Lead content analysis workshops with AOC to determine content types, elements, lifecycles, business rules, localization, metadata and taxonomy requirements
	X
	

	6. Deliverable: Taxonomy and Metadata Design Document
	X
	

	7. Review, approve and accept the Taxonomy and Metadata Design Document
	
	X

	8. Deliverable: Content Analysis and Recommendations Document
	X
	

	9. Review, approve and accept the Content Analysis and Recommendations Document
	
	X

	10. Deliverable: Content Migration Process and Policy
	X
	

	11. Review, approve and accept the Content Migration Process and Policy
	
	X

	12. Deliverable: Content Migration Plan (Logistical)
	X
	

	13. Review, approve and accept the Content Migration Plan
	
	X

	14. Participate in meetings to guide optimization of content to support key path use cases
	X
	

	15. Create and manage content optimization plans for key path use cases
	
	X


3.4 System Design and Specification Services 

3.4.1 System Design and Specification Services are the activities and deliverables associated with documenting system requirements in preparation for configuration and development activities. The following table identifies the System Design and Specification Services and roles and responsibilities that the Vendor and AOC shall perform:

Table 4. System Design and Specification Roles and Responsibilities

	 System Design and Specification Roles and Responsibilities
	Vendor
	AOC

	1. Web Analytics Setup and Testing: connection of WebTrends to RedDot enabled site
	
	X

	2. Lead workshops to define workflows, including analysis of tasks, steps, actors, triggers and objects 
	X
	

	3. Deliverable: Workflow Definition Document
	X
	

	4. Review, approve and accept Workflow Definition Document
	
	X

	5. Prepare specifications for reporting and analytics, incorporate into Functionality and Feature Specifications Document
	
	X

	6. Attend meetings to review accessibility requirements and determine strategies for building a Section 508 compliant site
	X
	

	7. Document Accessibility Plan
	
	X

	8. Create Site Stability and Health Monitoring Plan
	
	X

	9. Lead detailed functional requirements workshops, examining functional requirements to implement the redesign and provide an improved user experience 
	X
	

	10. Lead localization design workshops, incorporating knowledge gained in content analysis to determine requirements for localization of site content 
	X
	

	11. Deliverable: Functionality and Feature Specifications Document
	X
	

	12. Review, approve and accept Functionality and Feature Specifications Document 
	
	X

	13. Review AOC Access Policy.  Conduct detailed analysis of audiences leading to development of user profiles and security requirements
	X
	

	14. Deliverable: Security Design Document
	X
	

	15. Review, approve and accept Security Design Document
	
	X

	16. Provide Production Style Guide
	
	X

	17. Lead detailed technical requirements workshops, inclusive of infrastructure and integration analysis, server configuration, network and data center requirements
	X
	

	18. Deliverable: Technical Requirements Document
	X
	

	19. Review, approve and accept the Technical Requirements Document
	
	X

	20. Provide CMS Integration HTML Requirements Document
	
	X

	21. Deliverable: CMS Template Design Document
	X
	

	22. Review, approve and accept CMS Template Design Document
	
	X


3.5 System Installation Services

3.5.1 System Installation Services are the activities and deliverables associated with installation of both physical hardware infrastructure and software on the Development, Staging and Production environments. This includes required planning and interaction with the California Courts Technology Center (CCTC).    The following table identifies the System Installation Services and roles and responsibilities that Vendor and AOC shall perform:
  
Table 5. System Installation Services Roles and Responsibilities

	 System Installation Services Roles and Responsibilities
	Vendor
	AOC

	1. Installation of Development Environment
	
	X

	2. Participate in a workshop to review and finalize system architecture and requirements for Staging and Production environments
	X
	

	3. Document Architecture Schema and Requirements
	
	X

	4. Procure hardware
	
	X

	5. Preparation of required documentation for CCTC installation
	
	X

	6. Installation of Staging Environment at CCTC
	
	X

	7. Installation of Production Environment at CCTC
	
	X


3.6 System Configuration and Development Services

3.6.1 System Configuration and Development Services are the activities and deliverables associated with the configuration, development, customization and integration activities required to bring the system into alignment with the documented requirements and specifications prepared as part of 3.4.1. The following table identifies the System Configuration and Development Services and roles and responsibilities that Vendor and AOC shall perform:

Table 6. System Configuration and Development Services Roles and Responsibilities

	System Configuration and Development Services Roles and Responsibilities
	Vendor
	AOC

	1. Build out of Taxonomy in RedDot (per Taxonomy and Metadata Design Document)
	X
	

	2. Configure Workflows in RedDot (per Workflow Definition Document)
	
	X

	3. Configure  Security in RedDot (per Security Design Document)
	X
	

	4. Build/Configure Templates in RedDot (per CMS Template Design Document) 
	X
	

	5. Develop any custom features required by the design and not configurable within the CMS (per Functionality and Feature Specifications Document) 
	X
	

	6. Develop any HTML required by the design and not provided by the redesign vendor (per Functionality and Feature Specifications Document)
	X
	

	7. Localization Development (per Functionality and Feature Specifications Document)
	X
	

	8. Complete all outstanding configuration of RedDot system (per Functionality and Feature Specifications Document)
	X
	

	9. Deliverable: Completed Configuration and Development of RedDot enabled site, (as documented in all design and technical specification documents)
	X
	

	10. Review, approve and accept completed configuration and development of RedDot enabled site (as documented in all design and technical specification documents)
	
	X

	11. Development of integration with other systems, as required by the Functionality and Feature Specifications Document
	
	X


3.7 Testing Services

3.7.1 Testing Services are the activities and deliverables associated with testing and subsequent acceptance of the system configuration and development deliverables outlined in Section 3.6. The following table identifies the Testing Services and roles and responsibilities that Vendor and AOC shall perform:

Table 7. Testing Services Roles and Responsibilities

	 Testing Services Roles and Responsibilities
	Vendor
	AOC

	1. Deliverable: Test Plans
	X
	

	2. Review, approve and accept test plans
	
	X

	3. Functional and Unit Testing: Taxonomy
	
	X

	4. Functional and Unit Testing: Workflows
	
	X

	5. Functional and Unit Testing: Security
	
	X

	6. Functional and Unit Testing: RedDot Templates
	
	X

	7. Functional and Unit Testing: Custom Features 
	
	X

	8. Functional and Unit Testing: HTML
	
	X

	9. Functional and Unit Testing: Localization
	
	X

	10. Functional and Unit Testing: System Integration
	
	X

	11. Corrective action based on testing
	X
	

	12. User Acceptance Testing (by AOC stakeholders)
	
	X

	13. Usability Testing: Website
	
	X

	14. Usability Testing: RedDot
	
	X


3.8 Content Migration Services

3.8.1 Content Migration Services are the activities and deliverables associated with migration of all site content from current sites to the redesigned site on the RedDot Platform, as well as subsequent validation of migrated content. The following table identifies the Content Migration Services and roles and responsibilities that Vendor and AOC shall perform:

Table 8. Content Migration Services Roles and Responsibilities

	 Content Migration Services Roles and Responsibilities
	Vendor
	AOC

	1. Management of migration effort
	X
	

	2. Deliverable: Content Migration (per the Content Migration Process and Policy)
	X
	

	3. Validate, review, approve and accept the content migration
	
	X

	4. User Acceptance Sign-Off of site approved for live release
	
	X


3.9 Documentation and Training Services

3.9.1 Documentation and Training Services are services associated with preparation of Stakeholders for ongoing management and use of the RedDot content management system. The following table identifies the Documentation and Training Services and roles and responsibilities that Vendor and AOC shall perform:

Table 9. Documentation and Training Services Roles and Responsibilities

	 Documentation and Training Services Roles and Responsibilities
	Vendor
	AOC

	1. Participate in meetings to review and analyze training requirements for all stakeholder groups 
	X
	

	2. Deliverable:  Delivery of RedDot training to the AOC Project Team; inclusive of Content Builder training, Administrator training and LiveServer training
	X
	

	3. Prepare Content Editor Rollout Plan
	
	X

	4. Prepare Training Strategy
	
	X

	5. Development of training and reference materials
	
	X

	6. Development of Project Information and Reference Web site
	
	X

	7. Delivery of training to stakeholders
	
	X


3.10 Deployment Services

3.10.1 Deployment Services are services associated with successful deployment of the website to the staging and production environments. The following table identifies the Deployment Services and roles and responsibilities that Vendor and AOC shall perform:
Table 10. Deployment Services Roles and Responsibilities

	 Deployment Services Roles and Responsibilities
	Vendor
	AOC

	1. Participate in Deployment planning meetings
	X
	

	2. Deliverable: Deployment plan check list (all steps/tasks for day of live release) and Schedule (phased approach by area or entire site at once)
	X
	

	3. Review, approve and accept Deployment Plan checklist and Schedule 
	
	X

	4. Manage deployment plan
	X
	

	5. Deploy to Staging Environment (pre content migration)
	
	X

	6. Deploy to Production Environment
	
	X

	7. Create Backup/Archive of entire previous site
	
	X

	8. Access plan for internal stakeholders to old site if possible (as reference)
	
	X

	9. DNS update/switch for new servers
	
	X

	10. Provide expert on-site support to AOC personnel during the cutover, to ensure that the Cutover and transition are performed smoothly 
	X
	

	11. Post live release testing (execute development test plans)
	
	X


3.11 Knowledge Transfer and Training

3.11.1 Knowledge Transfer and Training Services are services associated with transfer of knowledge from Vendor staff to AOC staff to enable ongoing management of the deployed sites by the AOC.  See section 2.7 of Attachment 2, Minimum Terms and Conditions and related exhibits for more detail on requirements for these activities.

4.0 Deliverable Dates Table

4.1 The Vendor shall complete deliverables by the planned due dates set forth below. 
Dates (other than launch date) are proposed and subject to negotiation.


	Web Redesign Implementation and Site Migration Project:
 Key Dates and Deliverables Due Dates
	Planned Due Date

	Document and present to AOC the recommended Redesign Implementation strategy and approach
	January 2009

	Project Plan and Schedule
	January 2009

	Risks and Mitigation Planning Document
	January 2009

	Delivery of RedDot training to the AOC Project Team; inclusive of Content Builder training, Administrator training and LiveServer training
	February 2009

	Taxonomy and Metadata Design Document
	March 2009

	Content Analysis and Recommendations Document
	March 2009

	Content Migration Process and Policy
	March 2009

	Content Migration Plan (Logistical)
	March 2009

	Workflow Definition Document
	April 2009

	Functionality and Feature Specifications Document
	April 2009

	Security Design Document
	April 2009

	Technical Requirements Document
	April 2009

	CMS Template Design Document
	April 2009

	Completed Configuration and Development of RedDot enabled site
	June 2009

	Corrective action based on testing
	June 2009

	Test Plans
	June 2009

	Content Migration (per the Content Migration Process and Policy)
	August 2009

	Deployment Plan Check List and Schedule 
	August 2009

	Re-launch of AOC Web Sites
	September 2009





5.0 The Project Management Process

5.1 The Vendor shall provide an on-site experienced Senior Project Manager to the AOC account. 
5.2 The Vendor shall staff an upper-level relationship manager for this account, providing strategic support, a senior interface with AOC leadership, and a point of escalation for any and all needs.
5.3 The Vendor shall use Microsoft Project to manage the project timeline and Deliverables, offering a documented manner in which to monitor project progress and identify critical path Deliverables.
5.4 The Project Management Team shall deploy a secure project site which can serve as a central workspace for project documents (statements of work, Deliverable documents, project plans, etc.) and team contact information. This will be deployed during Project Initiation.

5.5 The AOC and Vendor will assemble a Project Management Team (Project Management Team), consisting of no more than three (3) representatives from each party.  This team shall include the Vendor and AOC Program and Project Managers.

5.6 The Vendor shall coordinate Deliverable review via a process agreed upon by the Project Management Team.

6.0 Deliverable Acceptance
6.1 The Vendor shall coordinate Deliverable review and acceptance in accordance with the process agreed upon with the AOC in Section 2.2 of the Minimum Terms and Conditions.   
6.2 The Vendor shall develop Project Deliverables in the form and format agreed to by the AOC and Vendor using the Deliverables Expectations Document (DED), and approved by the AOC. No work will be performed on any Deliverable associated with a payment milestone until the DED has been approved in writing by the AOC. As each Project Deliverable is submitted, the Vendor must include a copy of the Project Deliverable’s Expectation Document as the cover sheet. See Figure A-1 below for a template to be used for Deliverable Expectations Document during projects.

Figure A - 1. Template of Project Deliverable Expectation Document (Vendor to Repeat for Each Required Deliverable in Table 6.1 of this document.)
	Project Deliverable Expectations Document

	Project Deliverable Number:
	Title of Deliverable: <Insert>

	Proposal Reference:
<Insert>
	Contract Reference:


	Frequency:

<Insert>
	Draft Submission Due:

<Insert>

	State’s Draft Review and Comment Period:

XX Days
	Final Submission Due:

XX Days after receipt of draft comments

	Approval Required:

Yes/No
	Distribution:

AOC PM – one hard copy and one soft copy

	Vendor: Complete shaded area below

	Prepared by (please print):


	Date Submitted:

	Date Submitted 2:
	Date Submitted 3:



	Phone Number:


	FAX:



	E-mail:



	Deliverable Acceptance Criteria (include SOW requirements (and or requirement modifications agreed to by AOC through operational change processes), format and content description provided by Vendor related to Deliverable as agreed to by AOC).  Note that these criteria must be in accordance with the process agreed upon with the AOC in Section 4.2 of the Minimum Terms and Conditions.   

<Insert Proposed Format and Content Description for Each Required Deliverable>



	AOC Approval/Comments

	Approved by:


	Date:

	Signature:



	Comments:




7.0 Progress Reports

7.1 The Vendor shall submit weekly progress reports to the AOC Project Manager describing Work performed, Work status, Work progress difficulties encountered, remedial actions, and statement of Deliverable(s) anticipated subsequent to the reporting period for approval prior to payment of invoices. 
7.2 Each progress report shall include, but is not limited to, the following sections: 
7.2.1 Narrative summary: This section shall be a thorough statement of the Project activities and progress during the previous two weeks. It should include a discussion of any problems encountered, and any proposed changes to the Work set forth in this Statement of Work.
7.2.2 Schedule status: This section shall State whether the Project is progressing according to the target Deliverable dates outlined in the Deliverable Dates Table in this statement of work. If delays have been experienced, the section shall include a discussion of how the Project will be brought back on schedule or any necessary revision to the schedule.
7.2.3 Activities planned for next period:  This section shall include a discussion of the work and associated Deliverables anticipated in the next period. 
7.2.4 Open Issues: When appropriate, this section shall include a discussion of open issues and methods proposed for issue resolution. This section shall assign specific resources (Vendor or AOC staff) to issues in an effort to obtain timely resolution.
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