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District of Columbia Microsoft Project Server Implementation
Statement of Work

C.1 The District of Columbia has an immediate need to deploy a Microsoft Project Server environment to support the project
management needs of its staff. The implementation project should include the following tasks: Confirmation of Needs and System
Design, System Installation, Configuration, and Validation, User Mentoring and Project Plan Migration and Project Management and

Reporting

C.1.2 Task 1: Confirmation of Needs and System Design
During the Confirmation of Needs and System Design task, CONTRACTOR will gather and validate business and technical
requirements, map the requirements to Microsoft Project Server functionality, and produce a Solution Definition document.

C.1.3 Key activities:
a. Working session with key client stakeholders to discuss and confirm the requirements, including on-site information and

requirements gathering session(s) and interviews with the appropriate District of Columbia OCTO resources to gather and
validate information necessary to understand the current project management processes.

b. The information to be gathered will include, but is not limited to: Existing (documented) Project and portfolio management
methodology and processes OCTO uses to manage its projects, Resource Breakdown Structure (RBS) details, including
reporting relationships that will drive the security model within the solution.

i. Employee/user information, and validation of Microsoft Project data, including Groups and Security
Templates, Menus and Views.

ii. Definition of enterprise information.

ii. Critical functionality to be addressed may include, but is not limited to, Schedules, Risks Log, Issues Log,
Status Reports, Enterprise Resource Pool, Document Management and Repository, Schedule and Resource
Reports.

c. Documentation of Requirements
d. Creation of required configuration settings

c.2 Deliverables: Solution Definition Document and Configuration Details Document

C.3 INSTALLATION, CONFIGURATION, AND VALIDATION

C3.1 During this Task CONTRACTOR will work with District of Columbia OCTO IT staff to perform installation and
configuration tasks listed below.

C.3.2 Software Installation Key tasks:
1. Installation of the application(s) into a technical environment(s)
2. System configuration
3. Validation of environment(s)

C.3.3 Deliverables:
Installed and configured environment

Installation Log

Enhancement and Change Request Log

Updated Solution Definition Document (as necessary)
Updated Configuration Details document (as necessary)

IEE TSI

C4 USER MENTORING AND PROJECT SCHEDULE MIGRATION

C.4.1 During this task CONTRACTOR will provide DISTRICT OF COLUMBIA OCTO with one (1) set of user mentoring sessions,
followed by a fixed number of days working with project managers to assist with project schedule migration into the new system.

C.4.2 Project Manager — will provide one (1) session of basic application training to DISTRICT OF COLUMBIA OCTO project/program
managers responsible for planning and managing work and resources on projects and across the portfolio.

C.4.2.1 Management/Executive — will provide one (1) session of training to executives and management in the basic navigation of
Project Web Access.



C.4.2.2 Application Administrator — will provide one (1) session of training to technical and non-technical personnel within the
DISTRICT OF COLUMBIA OCTO’s PMO and/or IT department, responsible for maintaining and administering the Project Server
application.

C.4.2.3 Team Member Training - will provide one (1) session of basic application training to the project team members. Each
session, delivered by CONTRACTOR, will consist of no more than twelve (12) project team members.

C4.3 Key tasks: Deliver pre-built user mentoring/training sessions for four user groups and Provide onsite mentoring for
users post-training.

C.3.1 Deliverables:

a. Four training sessions

b. Pre-developed training materials

c. Onsite project plan migration support
C.4 PROJECT MANAGEMENT

C.4.1 During the duration of this engagement, CONTRACTOR will provide project planning, risk management, quality
management, and project control services, to ensure constant communication between CONTRACTOR and DISTRICT OF
COLUMBIA OCTO project teams. All processes are in direct alignment with PMI’s Project Management Body of Knowledge.

Cs Key Tasks

C.5.1 CONTRACTOR will conduct a project kickoff meeting with DISTRICT OF COLUMBIA OCTO project stakeholders to
discuss project objectives and goals, logistics, timeframes, deliverables, and jointly set expectations around coordinating resources
required for successful project execution.

C.52 CONTRACTOR will put into place the following Project Management mechanisms, in accord with Project Management
Institute (PMI) standards (PMBoK) for project control and communications.

Communication Plan A formal process will be employed to facilitate communication during the project. Issue/Risk Management
Procedure The project manager will use the following general procedure to manage project issues and risks. Change Management
Process CONTRACTOR will develop and manage an active change management process during the engagement, to keep the effort
within scope and cost.

C.6 Deliverables are 1. Bi-Weekly Status Reports, WBS/MS Project plan and Lessons learned and recommendations for
next Phases of deployment.



