
USE INSTRUCTIONS FOR
Quality Assurance Statement of Work Template

The topic of Quality Management (“QM”) services in IT Projects is a critical area of interest and concern for all State Agencies.  The Department of Justice (“DOJ”), the Office of the State Chief Information Officer (“OSCIO”), and the Department of Administrative Services, Procurement Services (“DAS PS”) perceive that agencies employ a diversity of manner and means in the acquisition and use of QM services in IT Projects.  It is essential that agencies acquire and use such services in an appropriate, consistent and effective manner.  Accordingly, the DOJ, OSCIO and DAS PS have developed a Quality Assurance (“QA”) Statement of Work (“SOW”) Template to assist agencies in defining the QM services they must acquire, and in managing the use of acquired QM services.
The QA SOW Template (“Template”)
 is comprised of a detailed statement of work with introduction, definitions, and five (5) distinct task areas with specific related deliverables.  These five (5) task areas comprise the State’s independent verification and validation (“IV&V”) requirements. The Template also includes five (5) appendices that provide: generic software project quality standards (“Oregon Standards”)
; a project close-out evaluation template; a QA status and improvement report template; a status and improvement “sample” report; and the OSCIO project assessment report and project budget and schedule variance report template.  The OSCIO has worked with DOJ counsel and DAS PS to develop the Template, but an agency’s use of the Template, in whole or part, does NOT exempt the agency from having to obtain any required review and approval from DOJ or DAS PS, or both.
  However, an agency’s appropriate use of the Template will certainly facilitate any review and approval process required by DAS and DOJ.

The OSCIO has designed the Template for scalable application to a variety of engagements: small and large projects; traditional informal and formal competitive procurements; and Special Procurements.  AGENCIES SHOULD FOLLOW THE FOLLOWING GUIDANCE AND PRACTICES TO MAKE BEST USE OF THE TEMPLATE:
1.
Obtain required OSCIO, DAS and DOJ review and approvals for subject engagements.  Contemplated engagements include traditional informal and formal competitive procurement solicitations, as well as contracts executed under Special Procurements.
2.
Ensure that there is no conflict of interest between the selected QA Contractor and other project-related contractors.  
3.
Replace, modify or delete yellow-highlighted text in the Template as necessary and appropriate for the purchasing agency’s project-centric needs.  
Consider the following examples:
a.
Replace “XYZ” or “XYZ Project” with the purchasing agency’s actual project name.

b.
Replace “fixed cost” with “maximum not-to-exceed cost” if the latter is the compensation model to which the purchasing agency and contractor have agreed.
4.
 At minimum, make the following decisions concerning deliverables identified in the Template:

a.
Determine which tasks and deliverables to authorize immediately and which ones to hold in reserve for the future.  For example, the agency may wish to start with an initial risk assessment, Deliverable 5.1, under Task 5, and a series of quality control reviews of specified documents as Deliverables 2.1.a, 2.1.b, and so on, under Task 2 (and related quality checklists, Deliverables 1.2.a, 1.2.b, and so on, under Task 1).  The other QA tasks and deliverables would still be within scope of the engagement, but reserved for future authorization at some point in the life of the project as necessary and appropriate.
b.
Create multiple review cycles for Task 2 deliverables as necessary and appropriate.  Multiple review cycles may be required in the subject work plan if the “major” project deliverables must be implemented through an iterative, spiral or other phased system lifecycle model.  In these instances, the QA contractor’s baseline project plan or plan updates, or both, should incorporate a level of review appropriate for the lifecycle models employed by the project’s development contractor, and other project contractors, as deemed necessary and appropriate by the purchasing agency’s management.

c.
Acknowledge that the scope of Task 4 is “budget-constrained.”  The scope and required efforts for Deliverable 4.1 (IV and V Master Test Plan) and Deliverable 4.2 (Test Execution and Status Report) are constrained by the not-to-exceed budget specified therein.

5.
Synchronize the relevant project statements of work.  Synchronize the diverse project statements of work affecting the respective contractors’ required performance, e.g., development contractor, project management contractor and QA contractor.  In particular, the QA contractor’s baseline project plan under Task 4, Deliverable 1.4, must be updated quarterly to ensure synchronization with other project contractors’ statements of work and project plans that are deemed relevant by the purchasing agency’s management.
6.
Compel cooperation between contractors who are engaged in project work.  Relevant engagement documents, i.e., the RFP, contract, and the statement of work, should make explicit the requirement for the development contractor, and other relevant project contractors, to cooperate with and support the efforts of the QA contractor.  This practice will help ensure that all QA contractor activities take place efficiently and effectively.  The required level of support should cover personnel, technical systems, test environments, and all relevant support documents and intellectual property considerations.
7.
The Template appendices are “examples,” which may be modified within limits.  Except for the Oregon Standards denoted with an “*” in Appendix A, the templated appendices A through E are examples (unless explicitly indicated otherwise).  Modifications to these appendices are authorized, but subject to review and approval by the OSCIO, the purchasing agency’s management, and possibly DOJ (depending upon the need for a formal amendment to the engagement document(s) and the dollar value related to any such amendment).
As referenced above, The OSCIO has designed the Template for scalable application to a variety of engagements.  OSCIO Oversight Analysts working in the OSCIO Strategic Technology Office are available to assist agencies in customizing the application of the Templates to particular projects.
-End-

� The Agency should be developing its QA scoping document, i.e., the Opportunity Notice, as it develops the QA SOW.





� The Oregon Standards are drawn from the Project Management Institute’s Project Management Body of Knowledge (“PMBOK”).  They apply in the context of a typical software development project.  Therefore, with the exception of those Oregon Standards designated with an “*”, the Oregon Standards may be modified or omitted from application to the project as necessary and appropriate based upon the nature, scope and complexity of the project.  The agency and the project’s QA Contractor may always supplement the Oregon Standards with additional quality standards as necessary and appropriate.


   


� Typically, personal services contracts that exceed $150,000.00 in value require DAS PS review and approval and DOJ legal sufficiency review and approval.  In addition, personal services contracts that exceed $150,000.00 require SPO review and approval. 
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