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Overview

The City of Portland intends for this Statement of Work (SOW) to fully meet the Business and Technology Requirements contained in the City of Portland RFP No. 105496, Appendix B. 
This Statement of Work and the Agreement signed by both the City and Ariston, and any applicable attachments, will govern the Services specified in this Statement of Work.  This Statement of Work and the Agreement, and any applicable attachments represent the agreement regarding this subject matter and replace any prior oral or written communications between the parties. 

Changes to this Statement of Work will be processed in accordance with the procedure described in Section 4.0 Project Change Control Procedures. The investigation and the implementation of changes may result in modifications to the Estimated Schedule, Resource Plan, Charges, and other terms of this SOW and/or the Agreement.  
1.1 Scope & Approach

1.1.1 Definitions 
“Out-of-the-box” (standard) - Business process is implemented through functionality that is part of the SAP software delivered to the City of Portland.  The functionality used is potentially “configured”, i.e. optimized through various parameter settings, or “adjusted” through other SAP supported tools to meet the business requirements.  These configuration or adjustment techniques do not include changing SAP delivered “code” or adjusting table settings for tables that are outside the “customer” domain in a way that is not supported by SAP.  Out-of-the-box, therefore does not mean that functionality delivered and supported by SAP is not optimized for the City of Portland but it does exclude the use of non-supported changes.

Standard business content - This is a term that is only applicable to Business Warehouse and Business Intelligence functionality.  Standard business content refers to Data Extractors, Operational Data Storage objects, Info Cubes, Queries, and other objects that come delivered with the Business Intelligence functionality and that specifically address functionality in the mySAP ERP system.

Post go-live support - This is the phase of the project that starts immediately after the go-live of the project where the City implementation team transitions from implementing the SAP functionality to supporting the user base that is using that functionality.  In the post go-live support phase the City implementation team is supplemented by a subset of the consultants that were part of the implementation team.  In general the post go-live support team is made up out of “subject matter experts” in the various bureaus that potentially went through additional training or participated in the project life cycle who provide immediate end-user support, members of the change management team that provide additional and/or remedial training, and staff end-user labs who provide level 1 support, and functional and technical team members that participated in the implementation project who provide level 2 support, and consultants who provide level 3 support.

Change control thresholds - The level of change to project related scope that requires the activation of the formal change control procedures

Master data - SAP data elements that represent real life objects and that are the subject of business events.  In general these objects go through a life cycle that is tracked in the system.  Examples are Employee, Vendor, Customer, but also Account code objects like GL Account, Cost Center, Project, etc.

Transaction data - Business events that occur for master data objects are recorded in the system in the form of transaction data.  Examples include the hiring action of an employee, vendor payment, customer invoice, and journal voucher entry against a specific account code object.

Work item (workflow) - A work item is a term that pertains to an action that needs to be performed by an individual as part of a workflow process.  In a multi-step workflow process the completion of a work item will in general trigger the creation of a work item for a different individual.  For example in a two step leave request approval process the completion of the leave request will create a “work item” for the first level approver.  This individual will complete the “work item” by either approving or rejecting the leave request and if approved the request will be routed to the second approver for further processing.

Commitment Processor - Term used in the Position Budget Control component from SAP.  The term refers to that piece of functionality that will create budgetary commitments based on cost related what-if scenarios with respect to positions and/or payroll simulations for future pay periods

Team – A grouping of individuals working on a specific functional area (e.g. General Ledger, Accounts Receivable, etc.).

Enhancements - Enhancements refer to additional system functionality developed using the ABAP or JAVA programming languages. Enhancements are activation of special logic utilizing User Exits, new transaction screens, and custom database tables and access logic. Enhancements do NOT consist of updates or changes to the SAP source code. 
Gap - Business requirement that either in its entirety is not covered by any functionality in available in the MySAP system or is only partially covered and would require modifications to the software code to meet the requirements fully.  Gap documents will include:

· Gap definition

· Resolution alternatives.  These can include manual workarounds, modification, user-exit, etc.

· Pros and Cons of alternatives

· Resolution recommendation

1.1.2 Description of Software

Ariston will provide system integration services for the mySAP 2005 Business Suite ERP solution, (also referred to as mySAP, mySAP ERP, or mySAP R/3) for core financial, logistics and human resources management capabilities while providing a baseline for future functionality enhancements. This approach is built on the tenet that the implementation team should facilitate a smooth transition to the new system, recognizing that managing the organizational impact of the implementation is more important than building a suite of advanced but complex functionality that is excessively disruptive in its adoption. Accordingly, Ariston will deliver ‘out of the box’ functionality, encompassing the business practices inherent in the SAP solution, providing improvements to Financial, HR & Logistics management practices and processes with minimal custom enhancements. In order to provide a solution that meets both time and budget constraints, Ariston will follow an approach that consists of:

· Implementation of mySAP ERP Business Suite 2005 (ECC 6.0)

· An implementation schedule comprised of multiple technical and functional phases, each scheduled to go-live at the appropriate time to support the City’s business cycle,

· A core financial management solution that provides support to multiple bureaus and the City’s enterprise

· A core financial and human resources management solution that provides 30 key performance capabilities.

· A project team comprised of senior Ariston consultants and recognized subject matter experts, 

· A high value-added Change Management strategy, Bureau Readiness, Communication Plan, and comprehensive planning effort that applies all the aspects of a change management model, including awareness, desire, knowledge, ability, and reinforcement.
· An end-user training program that utilizes external consultants and internal staff to manage the training requirements during the project and build an in-house proficiency in preparing and delivering SAP specific end-user training,

· Leveraging existing technical staff by providing leadership in the development of an SAP architecture and in creating the initial systems environment while transferring knowledge to EBSP internal staff to allow EBSP to manage and enhance the SAP architecture with minimal consulting support, 

· The capability to blueprint and realize key systems enhancements and provide an option for the City to select additional enhancements on a cost-benefit basis at the end of the Blueprint phase,

· A post-production (post go-live) support phase with a jointly chosen team of Ariston consultants and City staff.  This support group will be selected from the design/implementation team and assist EBSP in the smooth transition to a production environment supported by EBSP’s SAP support organization.

· Coverage for all of the periodic processing activities following production cut over provided by Ariston’s senior consultants.  
1.2 Estimated Schedule

Ariston will deliver the core integrated solution in two technical and functional phases:

· Phase 1 - Core Financial Management: The core system, based on SAP Enterprise Core Component, including General Ledger, Funds Management, Accounts Payable, Accounts Receivable, Billing, Cash Management, Purchasing, SCM, Plant Maintenance / Work Orders (Interface to Maintenance Systems), Asset Accounting, Budget Control and Execution, Grants Management, Project Accounting, Cost Allocations and Indirect Charges, SAP Enterprise Portal, Workflow for Procurement and Financials, SAP BI content to support the core Financial functionality, provide for consolidated financial reporting as well as Citywide and bureau managerial reporting. 

· Phase 2 - Core Human Resources and Payroll Processing: SAP Payroll, Core HR functions (Position Budget and Management, HR Administration, HR Benefits, HR Time Management, Employee Self Service, Manager Self Serve, Organizational Management); SAP e-recruiting and applicant tracking; SAP BI content to support the core Human Resource and Payroll functionality, Workflow, and SAP Enterprise Portal to provide Employee Self Service functionality via a web-based user interface.

The implementation schedule is designed to:

· Transition to the new SAP based system in a way that minimizes disruption to financial management operations by scheduling the Go-Live of the Core Financial Management system in November 2007 and by aligning the Go-Live of the Human Resource and Payroll functionality at the beginning of calendar year, in January 2008. 

· Minimize overall implementation cost by combining common functions into single phases and reducing workarounds and interface costs, 
2.0 Project Scope

There are many dimensions by which a project’s scope can be defined and measured so that project boundaries, staffing estimates, schedule, and budget integrity are maintained.  Information gathered during the RFP process, the oral presentations, and the additional discovery discussions held on September 6th and 7th 2006 form the basis of Ariston’s estimate and Statement of Work.

(Sections 2.0 (Project Scope) and 3.0 (Approach) define the scope of this Statement of Work.  Any changes to the scope of this Statement of Work will be managed through the Project Change Control Procedure as defined in Section 4.0 (Project Change Control Procedure).

2.1 SAP Functional Scope

The City has identified Business processes in scope for this implementation in the following areas to fully meet Business and Technology Requirements contained in the City of Portland RFP No. 105496, Appendix B.  
Phase 1: Core Financials  
· General Ledger

· Budget Control

· Purchasing (including Contract Administration)

· Accounts Payable

· Project Accounting (only accounting not management parts like scheduling, billing of external parties, etc.)

· Grant Management

· Cost Allocations and Indirect Charges

· Fixed Assets 

· Accounts Receivable and Billing 

· Cash Management / Treasury 

· Inventory (Plant Maintenance / Work Orders - interfacing to multiple bureau systems)

· Business Intelligence (Content for Consolidated Financial Reporting and Citywide and bureau managerial reporting)  
· SAP Portal 
· Workflow for Procurement and Financials  
Phase 2: Core Human Resource and Payroll 

· Payroll

· Time Management and Timekeeping
· Personnel  Administration

· Benefits Administration
· Organizational Management

· Position Budgeting & Control and Personnel Cost Planning
· Employee Self Service

· E-Recruitment and Applicant tracking
· SAP Portals

· Business Intelligence

· Workflow for Payroll and HR functionality
Following is a discussion of the business processes to be included in the scope of the mySAP implementation for each of the functional areas.  The City of Portland business processes are described and then mapped to the enabling mySAP components that Ariston has identified based on the requirements outlined in the functional matrix included within the City’s RFP.  This functional matrix will be used as the basis for Ariston and the City of Portland during the Business Blueprint phase for identifying the specific project requirements.  
2.1.1 Phase 1: Core Financials

2.1.1.1 General Ledger

The EBS Project shall develop a new Chart of Accounts Structure and standardize and integrate financial processes across the organization that provides for more efficient transaction processing thereby providing more time for value-added analysis and decision support. The General Ledger consists of balance sheet, revenue and expense accounts. The New General Ledger provides the necessary functionality to comply with all GASB statements including support of accrual, modified accrual accounting.
The following table shows the SAP functional elements included in scope based on the required functionality as listed in the RFP for General Ledger Accounting by the City.
	General Ledger Accounting

	· Chart of Accounts
· Automatic and simultaneous posting of sub-ledger items in the appropriate general ledger accounts (reconciliation accounts) 

· Journal voucher processing

· Direct Entry 

· Workflow approval 

· Ability to attach manually scanned documents

· Spreadsheet and database uploads
· General Ledger Account Line Item Analysis

· Interagency Billings

· Compliance with all Accounting Standards (GASB, GAAP)

· Closing Operations

· Reporting

· Other requirements listed in the RFP and decided on during the blueprinting process


2.1.1.2 Budget Control

The budget control solution for the City of Portland consists of the automated load of the budget, developed externally to SAP, into the Budget Control System (BCS) component of SAP.  Loading the budget into this component will provide the City with the opportunity to actively control/monitor its budget consumption.  The component allows for multiple and flexible rules to actively control the budget at various funding/organizational and program levels as specified in the City’s functionality requirements matrix, and verified and updated during the blueprinting process.
The budget may also be loaded into SAP’s CO module in order to provide visibility to budget/plan on lower level cost objects like project phases, cost centers, etc.

Per the current project implementation timeline, Phase 1 of the project is scheduled for implementation into production in November 2007 after the fiscal year 2008 budget has been developed and approved.  

The following table shows the SAP functional elements included in scope based on the required functionality as listed in the RFP for Budget Control by the City.
	Budget Control 

	· Budget Upload (Conversion) from BRASS 

· Multiple Budget Versions (Base, Adopted, Augmentations, etc.)

· Budget Entry Documents 
· Active Availability Control

· Year-End Procedures
· Reporting (i.e. Consolidated, Department, Fund, Program, and Expense Category)

· Ability to attach manually scanned documents

· Other requirements listed in the RFP and decided on during the blueprinting process


2.1.1.3 Purchasing

Purchase Requisitions

The Purchasing solution for the City of Portland consists of the creation, maintenance and approval of Purchase Requisitions for materials and services.  Purchase requisitions will contain account coding and potentially budgeting coding that would establish a budgetary pre-commitment when saved.  

The following table shows the SAP functional elements included in scope based on the required functionality as listed in the RFP for Materials Management – Purchase Requisitions by the City.
	Materials Management (MM) - Purchase Requisitions

	· Create, Change, Track and Display Purchase Requisitions

· Workflow Release (Approve) Purchase Requisitions

· Assign Source to Purchase Requisitions

· List Displays for Purchase Requisitions

· Year end processing of outstanding obligations

· Attach manually scanned documents
· Other requirements listed in the RFP and decided on during the blueprinting process


Purchase Orders

The Purchasing solution for the City of Portland consists of the creation, maintenance and approval of mySAP ERP Purchase Orders for materials and services.  Purchase Orders (PO) will contain account and budgeting coding (from the requisition or manually entered) and establish a budgetary commitment when saved.  Multiple types of orders will be created including standard purchase orders created by central purchasing, releases against term contracts originating from the requestor, and auto PO functionality.  Approvals for purchase orders will be performed by SAP release procedures employing SAP workflow.
The following table shows the SAP functional elements included in scope based on the required functionality as listed in the RFP for Materials Management – Purchase Orders by the City.
	Materials Management (MM) - Purchase Orders

	· Create, Change and Display Purchase Orders

· Workflow Release (Approve) Purchase Orders

· Transmission (Print, Fax, Email electronic transmission (EDI)) of Purchase Orders

· Assign and Process Purchase Requisitions

· Automatic Generation of Purchase Orders

· List Displays for Purchase Orders

· Year end processing of outstanding obligations

· Attach manually scanned documents

· Other requirements listed in the RFP and decided on during the blueprinting process


Contracts

The Purchasing solution for the City of Portland consists of creation and maintenance of mySAP ERP Outline Agreements (Contracts) for materials and services.  Contracts will be converted from existing legacy contracts. Approvals for contracts will be performed through SAP release procedures tools.

The following table shows the SAP functional elements included in scope based on the required functionality as listed in the RFP for Materials Management – Contracts by the City.
	Materials Management (MM) – Contracts

	· Create, Change and Display Contracts

· Workflow Release (Approve) Contracts

· Track service period and deliverables by contract and contracts by type
· Track payments against contracts to date over fiscal years

· Track contract adjustments and change orders

· Transmission (Print, Fax, or Email, electronic transmission (EDI)) of Contracts

· Attach manually scanned documents

· List Displays for Contracts

· Year end processing of outstanding obligations
· Other requirements listed in the RFP and decided on during the blueprinting process


Request for Quotations (RFQ) / Quotations
The following table shows the SAP functional elements included in scope based on the required functionality as listed in the RFP for Materials Management – Requests for Quotations and Proposals by the City. During Blueprinting, a strategy document will be developed to assist the City in determining the handling of on-line functionality for the RFQ/RFP processing for future initiatives
	Materials Management (MM) - Request for Quotations (RFQ) / Quotations

	· Create, Change and Display Solicitations Including Request for Quote, RFP, and Bids
· Distribute solicitations to Potential Bidders

· Workflow Release (Approve) Request for Quote

· Maintain Quotation

· Display Quotation

· Price Comparison List

· Transfer Solicitation Information to Contract/PO

· Transmission (Print, Fax, or Email) of Request for Quote and Rejections

· Attach manually scanned documents

· List Displays for Request for Quote

· Other requirements listed in the RFP and decided on during the blueprinting process


Goods Receipts

The Receiving solution for the City of Portland consists of working with the Accounts Payable team in the area of receiving to facilitate three-way matching.

The following table shows the SAP functional elements included in scope based on the required functionality as listed in the RFP for Materials Management – Goods Receipts by the City.
	Materials Management (MM) – Goods Receipt

	· Post Goods Receipt for PO with update of all relevant financial modules
· Reverse Goods Receipt

· Return Delivery

· Change and Display Material Document

· Print Receiving Document

· Material Document List

· Attach manually scanned documents (e.g. signed Bill of Lading)

· Other requirements listed in the RFP and decided on during the blueprinting process


Logistics Invoice Verification

The Accounts Payable solution for the City of Portland consists of both Logistics Invoice Verification (Purchase Order Related) and Account Payable only invoices (non Purchase Order Related). At invoice posting the commitment that potentially was established during purchase order creation is liquidated and an actual expenditure against the budget is created. Other invoice verification processes to be performed by the accounts payable team with assistance from the Purchasing Team will consist of vendor master processing, invoice releases (processing blocked invoices), Good Receipts (GR)/Invoice Receipt (IR) clearing account maintenance and the use of Evaluated Receipt Settlement (ERS).  
The following table shows the SAP functional elements included in scope based on the required functionality as listed in the RFP for Materials Management – Logistics Invoice Verification by the City.
	Materials Management (MM) – Logistics Invoice Verification

	· Enter PO Related Invoice

· Workflow approval of scanned vendor invoices for non Purchase Order related transactions.

· Cancel Invoice Document

· Park Invoice

· Post Parked Invoice

· Process Blocked Invoices

· Create, Change and Display Vendor Master

· GR / IR Clearing

· Evaluated Receipt Settlement

· Attach manually scanned documents

· Other requirements listed in the RFP and decided on during the blueprinting process


2.1.1.4 Accounts Payable

The SAP Accounts Payable component records and administers the accounting data for vendors.  It is also integrated with the purchasing system, where deliveries and invoices are recorded for each vendor.

The relevant postings for these documents in the General Ledger component are carried out automatically in response to these transactions.  The solution consists of support for payment automation for check, wire transfer and ACH payments optionally utilizing a payment proposal prior to the check run execution

Yearly 1099 processing will be supported with standard functionality. 

The following table shows the SAP functional elements included in scope based on the required functionality as listed in the RFP for Accounts Payable by the City.:

	Accounts Payable

	· Centralized Vendor Master Management shared by multiple entities.

· Invoices (P.O related and Direct Invoice Entry)

· Excel upload of recurring transactions

· Variants (account coding and amount distribution of recurring transactions)

· Credit Memos

· Debit Memo

· Vendor Down Payments / Cash Advances/ Contract Retention
· Vendor Account Analysis

· Vendor Account Aging


· Vendor Payments (Manual, Check, ACH, Wire Transfer )

· Payment Proposal

· Daily Payment Runs

· Payment Reversals and Reissues

· Positive Pay

· Check Clearing

· Account Clearing

· Procurement Credit Card Services

· Record Purchase Card Entries from 3rd Party

· 1099 Processing and Reporting

· Track vendor history 

· Track Vendor Information i.e. MWESB, EEO, Performance History, Independent Contractor

· Other requirements listed in the RFP and decided on during the blueprinting process


2.1.1.5 Project Accounting 
The Project Accounting solution for the City of Portland will provide the ability to relate organization structures and data to projects while providing capabilities for managing project activities for planning and budgeting, calculating and applying overhead costs projects, accounting for assets under construction, settling projects to fixed assets, project closeout, and reporting.

There are two primary master data components that will be used to support the City’s project accounting and control requirements: Project Definition, and Work Breakdown Structure (WBS). Projects will be represented by a Project Definition master record with a unique project identification code, which will then be associated with one or more WBS elements. 

· The project definition will be used to identify the project attributes, i.e. type, persons responsible for the project, start/end dates, and project plan data. 

· WBS elements will be created in a hierarchy of tasks and subtasks to any number of levels. These structures will differ according to the type of project and its complexity. 

Where applicable, an asset under construction will be assigned at the WBS element level.  WBS elements that have an accompanying asset under construction will be periodically posted to assets under construction and fully settled to a fixed asset at project completion. WBS elements with no asset under construction assignment will be used to track and manage project revenue and other non-capital costs. 

Project system status management will be used to manage the project phases and influence various financial postings. 

Budget can be established at any level in the project’s work breakdown structure hierarchy as a part of the standard Funds Management functionality.  Availability control will be activated as required to automatically check assignments against available budget and issue budget exceeded warning messages. 
Cost distributions and assessments will be used to apply overhead costs to projects using various rates and bases.  Labor charges can also be posted directly via timekeeping entries if required.
All master data for active projects will be converted as well as inception to date balances.
The following table shows the SAP functional elements included in scope based on the required functionality as listed in the RFP for Project Accounting by the City.
	Project Accounting 

	· Project Master Data Management

· Project Definition Masters

· Work Breakdown Structure Elements

· Life Cycle Status Management

· Project Budgeting and Availability Control

· Project Accounting (Encumbrances, Expenditures, Revenues, Journal Vouchers)

· Track Multiple Funding Sources

· Share Projects Across Bureaus

· Associate Work Orders with Projects

· Interagency Billings

· Application of Overhead Costs

· Record labor costs 

· Project Closeout

· Project Accrual (Year end) 

· Other requirements listed in the RFP and decided on during the blueprinting process


2.1.1.6 Grants Management

The Grants Management solution for The City of Portland will provide the ability to relate organization structures and data to sponsors while providing capabilities for managing sponsored program activities for budgeting, cost sharing, billing, calculating and applying indirect overhead costs to grants and closing out grant awards. 
There are four primary master data components that will be used to support the City’s grant accounting and control requirements:

· Sponsor,

· Grant,

· Sponsored Program, and

· Sponsored Class.

Grant types will be created to describe and control grant behavior and will allow the City to indicate which master data elements are required, optional or suppressed.  Standard grant lifecycle statues (Initial, Proposal, Application, Award, Closing, Closed and Cancelled) will be used to influence grant postings. 

Availability control will be activated in the Grants Management module at the level, and for the appropriate time dimension (Grantor, City Fiscal Year or multiple years), required for effective control by grant. 

Tracking and recording key grant activities will be configured in the SAP solution to provide at least the following functionality:

· Cost sharing rules will be defined on the sponsor and grant master record with funds being used to distinguish between sponsor and grantee funding sources, 

· Application of indirect cost to grants using rates and bases maintained in the sponsor, grant and class master records,

· Crosswalk to grantor Chart of Accounts 

· Record labor costs, including burden and overhead costs 

· Multiple grant billing methods 

· Billing output,

· Accounts Receivable tracking for grant billings, and

· Historical data summarized and loaded into SAP at the highest level possible to meet sponsor inception-to-date reporting requirements.

The following table shows the SAP functional elements included in scope based on the required functionality as listed in the RFP for Grants Management by the City
	Grants Management

	· Grant Master Data Management

· Sponsor Masters

· Grant Masters

· Sponsored Programs

· Sponsored Classes

· Life Cycle Status Management Including Application Tracking
· Grant Sponsored Budget

· Grant Availability Control

· Grant Accounting (Encumbrances, Expenditures, Cost Allocations, Revenues, Cash Journal Vouchers, Year end procedures)

· Associate Projects with Grants

· Cost Sharing Rules

· Grant Billing

· Receivables Tracking

· Grant Closeout

· Convert Master Data for Active Grants at Go Live

· Other requirements listed in the RFP and decided on during the blueprinting process


2.1.1.7 Cost Allocations and Indirect Charges

As part of the Business Blueprint phase Ariston and the City will examine all cost accounting requirements and identify the appropriate and most efficient approach to automate them in SAP’s Controlling module.
The various areas that will be considered include at least the following.

· Cost allocations from the general fund to other funds for services, for example general Administration and Management functions.

· Allocations from internal service funds to other funds for services performed by the internal service funds on behalf of the other funds.

· Allocations between funds for specific costs based on user defined criteria.

· Indirect cost allocations against grant objects in compliance with various federal and state directives.

· Overhead costs charged against projects, work orders, and any other objects used as cost collectors for operational type of jobs.

· Interagency Billings

· Managerial Reporting

The following table shows the SAP functional elements included in scope based on the required functionality as listed in the RFP for Cost Allocations and Indirect Charges by the City
	Cost Allocations and Indirect Charges

	· Assessments

· Distributions

· Overhead 

· Activity allocation (direct and indirect methods)

· Statistical key figures

· Other requirements listed in the RFP and decided on during the blueprinting process


2.1.1.8 Fixed Assets

Asset master records will be created in the Asset Accounting component for each asset. The design will support acquisition of assets from external vendors through the procurement process, or internally through donations, and the capitalization of assets under construction. Standard SAP transactions will be available for retiring assets due to their sale, decommissioning, scrapping or donation.  Depreciation will be periodically run for assets and automatically posted in the system based on the City’s requirements to support both modified and full accrual reporting requirements. SAP will provide a variety of standard reports that can be used for managing City assets.

The following table shows the SAP functional elements included in scope based on the required functionality as listed in the RFP for Asset Accounting by the City.
	Asset Accounting

	· Asset Master Record Management, including Asset Classes, Work in Progress, and Leased Assets
· Asset Acquisitions including leased Assets
· Asset Retirements and Transfers, including transfers between Funds and Calculation and Posting of Gain/Loss
· Physical Inventory of Assets including enabling support for Bar Coding
· Depreciation supporting both Modified Accrual and Full Accrual Reporting
· Alternate Depreciation Methods

· Asset history to at a minimum include all data required to fulfill all legal reporting

· Other requirements listed in the RFP and decided on during the blueprinting process


2.1.1.9 Accounts Receivable and Billing
The Accounts Receivable process is supported by standardized business rules required for data entry, billing, recording miscellaneous cash receipts, accepting payments by cash, check, EFT, ACH for customers that the City has a relationship with, Credit Card (will record but not clear funds between banks) and reporting.  Accounts Receivable will be utilized to record and manage amounts due from customers as well as sponsors for grants. Integration and support for payment management will be provided with the manual application of cash.  Relevant posting in GL are carried out automatically in response to these transactions.

The EBS Project Team will determine, during Blueprinting one (1) to two (2) legacy billing applications, in addition to the AR/Billing functionality that is part of IBIS that will be transitioned to the SAP application as part of this SOW.  Transitioning these billing applications will put the framework in place for the City to roll‑out the SAP application for the remaining billing applications post go-live Phase 1.

The following table shows the SAP functional elements included in scope based on the required functionality as listed in the RFP for Accounts Receivable and Revenue Management by the City.
	Accounts Receivable / Revenue Management

	· Centralized Customer Master Management shared by Bureaus

· Centralized / Limited Decentralized Billing 

· Multiple Billing Forms/ Statements 

· A/R Adjustments (Credit Memos / Debit Memos)

· Customer Payments 

· Cash Application 

· Short payments

· Overpayments

· Customer Account Analysis

· Customer  Account Aging

· Dunning with multiple options
· Collection Tracking

· Write-off Uncollectible Receivables

· Other requirements listed in the RFP and decided on during the blueprinting process

	Billing

	· Debit / Credit memo request

· Recurring Billing

· Invoice form design based on an Enterprise standard template with variations possible by application or Bureau
· Invoice printing / faxing / Email

· Ability to attach scanned documents

· Billing calculation through conditions and calculation schema
· Other requirements listed in the RFP and decided on during the blueprinting process


2.1.1.10 Cash Management / Treasury  
The Cash Management process is supported by standardized business rules required for data entry, recording miscellaneous cash receipts, accepting payments and reporting. Integration and support for payment management will be provided with the manual application of cash. The daily activities of treasury functions included in scope are the management of cash and banking functions.

SAP’s Treasury functionality for recording of investments and debt is not within the scope. Investment and debt related activities will be recorded with journal entries on an as needed basis. 

The following table shows the SAP functional elements included in scope based on the required functionality as listed in the RFP for Cash Management and Treasury by the City.
	Cash Management

	· Bank Account Management

· Bank Master Data

· Bank Deposit Slips

· Check Management (Reversals, Voids, Reissues) 

· Cash Journal and Cash Desk (receipting functionality)

· Bank Statement Reconciliations

· ACH, Wire Transfers, and Account Transfer

· Cash Management

· Check deposit

· Funds transfer between accounts

· Other requirements listed in the RFP and decided on during the blueprinting process


2.1.1.11 Inventory   
SAP material master records will be used to facilitate the purchasing process for materials and services. SAP Material Master records will be converted from applicable legacy data when possible.  Procedures for on going creation and maintenance of material master records will be developed.

The following table shows the SAP functional elements included in scope based on the required functionality as listed in the RFP for Materials Management – Material Master Maintenance by the City.
	Materials Management (MM) – Material Master Maintenance

	· Create, Change and Display of Material Master records
· Mass Maintenance of Material Master

· Maintenance of various material master attributes including but not limited to NIGP codes
· Ability to attach manually scanned documents 

· Interface with separate inventory systems to transfer data and generate journal entries

· Other requirements listed in the RFP and decided on during the blueprinting process


2.1.1.12 Business Intelligence (BI))

Business Intelligence InfoCubes and reporting to support the financial functionality will be deployed within this architectural design leveraging standard business content whenever possible.  The required SAP Master Data will be extracted to support the requirements defined during blueprint.  At the conclusion of this phase, City BI end-users will have the opportunity to use the BI functionality and gain an understanding of the features and functions contained within.  This period of understanding will provide the City with a foundation for identifying required functional enhancements to be considered in subsequent project phases.  The scope of customized BI InfoCubes and reporting is discussed in section 2.2.6 of this Statement of Work.
As part of the business blueprint, an analysis effort to determine gaps in the Business Intelligence functionality (reporting and InfoCubes) required by The City of Portland will be conducted.

The following table shows the SAP functional elements included in scope based on the required functionality as listed in the RFP for Business Intelligence by the City.
	Business Intelligence

	· Development of a Conceptual Business Intelligence Architecture and Design

· Deployment of the Business Intelligence Architecture and Design

· Deployment of Business Intelligence InfoCubes 

· Deployment of Business Intelligence Reporting 

· Extraction of Required SAP Master Data

· Analysis Effort to Identify InfoCubes and Reporting Gaps in Functionality Required for Phase 1  
· Other requirements listed in the RFP and decided on during the blueprinting process


2.1.1.13 SAP Enterprise Portal 

SAP Enterprise Portal deployment will consist of standard out-of-the-box SAP portal functionality.  Initially the SAP Enterprise Portal for the City of Portland will be deployed to manage end user access, provide the City of Portland with web access to SAP functionality, and to lay the foundation for future development and customization.  During this implementation, the SAP Enterprise Portal will be deployed to support only CoP employees and project team members with web, and SAP access.  Therefore, in Phase 1 of the project, the Portal will only serve as a Web based access point for casual users who can perform their daily tasks in SAP without SAP GUI application on their desktops.

The following table shows the SAP functional elements included in scope based on the required functionality as listed in the RFP for the SAP Enterprise Portal by the City. 

	SAP Enterprise Portal

	· Web based access to the SAP applications for casual users 
· Access to Universal Worklist
· Other requirements listed in the RFP and decided on during the blueprinting process


2.1.2 Phase 2: Human Resources and Payroll

2.1.2.1 Payroll 

The SAP Payroll solution will provide the required City payroll functionality, including effective date validation, off-cycle payrolls, retroactive adjustments, calculation of averages, and assessment of time data, loans, garnishments, third party remittances, and reporting.  Expenses and payables can also be posted directly from payroll accounting to financial accounting, and the amounts can be assigned to the appropriate cost centers in controlling.

In addition, mySAP Employee Self-Service functionality for payroll will be implemented to enable employees to easily change their address, add to, or change, banking information, display and print pay-slip information, W-2 forms, or change their withholding amounts. 

The following table shows the SAP functional elements included in scope based on the required functionality as listed in the RFP for Payroll by the City.
	Human Resources (HR) – Payroll

	· Payroll Production

· Gross to Net Processing (Regular, Retroactive [Itemized components of Retro Pay to be displayed in both payroll statements and reports.)

· Maintain Base Salary and Hourly Rates

· Define and Manage Recurring Earnings

· Define and manage Additional Earnings

· Define and Manage Recurring Deductions

· Maintain Year to Date Amounts

· Manage Federal and State Tax Rules

· Manage W2 Information

· Maintain Calendars (Pay, Holiday)

· Manage Unemployment Insurance Reporting

· Automated posting of payroll results to SAP FI & CO

· Off-cycle Payroll Processing (On-Demand Checks, Manual Checks, Reversals)

· Manage Third-Party Remittances, e.g. Benefits TPA, Insurance provider, etc.

· Check Production or Direct Deposit

· Manage Garnishment Processes

· Manage Month-End Accruals

· Manage Year-End Processing (Accumulations, Tax Forms, Adjustments)

· Other requirements listed in the RFP and decided on during the blueprinting process


2.1.2.2 Time Management and Timekeeping 

The solution for the City will include the recording and evaluation of employee time data. It will also include the transfer of absence and attendance data to other SAP applications.  The time structures will be created in accordance with actual conditions and using the calendar as a basis.  These consist of: 

· Working time models such as flextime, normal working time and shift operation

· Planned working times, break schedules, compensation times for the different working time models

· Exceptions such as substitutions, availability, business trips

· Regulations for the payment of attendances and absences, breaks, and work on Sundays and public holidays.

Time entry through mySAP’s Cross Application Time Sheet (CATS) will be implemented as a single data entry point for capturing payroll time, project time, grant time and work order time and other applicable statistical data related attributes necessary to populate the City’s work order systems. Actual costs, including labor, burden and overhead costs, are tracked to work orders, projects, and grants utilizing standard activity rates stored in the Controlling module for costing or through actual postings from Payroll to other Bureaus for billing purposes to third parties.

The following table shows the SAP functional elements included in scope based on the City’s required functionality as listed in the RFP for Time Management and Timekeeping:
	Human Resources (HR) – Time Management & Timekeeping

	· Labor Distribution based on actual labor, burden and overhead costs.

· Manage Time Evaluations (Regular, Shift, Overtime, Premium)

· Maintain Time and Attendance

· Maintain Substitutions

· Maintain Planned Worked Schedules

· Maintain Absence and Attendance Quotas

· Leave Administration, (including FMLA, Workers’ Compensation)

· Time Accounts and Leave Accrual, (e.g. Administrative, Vacation, Sick,  Longevity, banking hours, military, dependent, Oregon Family Leave Act, FLMA,  Comp time, etc...)

· Shift Planning

· Time Data Administration

· Time Keeping

· Workflow approvals
· Other requirements listed in the RFP and decided on during the blueprinting process


2.1.2.3 Compensation Management

Compensation Management functionality will enable the City to set up guidelines for the enterprise's compensation policy according to the overall strategy. The guidelines can be easily changed in response to changes in the City's policy, supports the combination of fixed and variable compensation components, and different employees, bureaus and bargaining units can be covered by different compensation plans. Budgeting functionality provides an extensive range of options allowing the creation of one budget or of a budget hierarchy that reflects your organizational structure. In addition, the Job Pricing Tool systematically compares internal jobs with external survey data to determine an appropriate range of compensation for each job.

The following table shows the SAP functional elements included in scope based on the City’s required functionality as listed in the RFP for Compensation Management.
	Human Resources (HR) – Compensation Management

	· Administer Compensation Structure

· Maintain Pay Schedules
· Other requirements listed in the RFP and decided on during the blueprinting process


2.1.2.4 Personnel Administration  

Personnel Administration will be used for Employee Administration, e.g. Transfers, Employee Status Change through the use of Personnel Actions and employee status monitoring. Since Personnel Administration is the central repository for employee data in HR; the employee master data (e.g. employee’s personnel file) stored here will be used throughout SAP. In addition, the information in Personnel Administration is fully integrated with other SAP business applications, including Financials and Logistics.

Personnel actions (such as Hiring, Separation, Organizational Change, etc.) will be configured in Personnel Administration pursuant to the City’s business requirements and further identified during the Blueprint Workshops.  These actions will include all infotypes necessary to capture data required for complete business processes.  In addition to the Personnel Actions which will be configured, all other information required in an employees master data file will be tracked and reported on using standard Personnel Administration functionality.

The following table shows the SAP functional elements included in scope based on the City’s required functionality as listed in the RFP for Personnel Administration.
	Human Resources (HR) – Personnel Administration

	· Personnel Authorization

· Applicant Tracking (e-Recruiting), including CoP certification requirements.  

· Manager’s Self Service

· Employee Record Keeping

· Separation

· Workers’ Compensation

· Employee status monitoring (e.g. FMLA, termination, hiring, LOA, etc.) 

· Unemployment Insurance

· Data and process for I-9 requirements
· Contract worker tracking
· Retiree Tracking
· Performance Evaluation
· Disciplinary and Grievance Administration 
· Contract worker tracking
· Other requirements listed in the RFP and decided on during the blueprinting process


2.1.2.5 Benefits Administration  

Benefits Administration is used to define and administer benefit plans.  These benefit plans will be tailored to each employee or employee group (for example, geographic location or employment type).  
The seniority calculations will be established and are based on some initial data point, such as hiring date, or can be a calculation that uses an anniversary date and takes into account all known periods of absence, such as military leave, medical leave, etc.

At the conclusion of the Blueprint process, the City and Ariston agree to a checkpoint to determine whether adequate steps can be taken to bring Benefits Administration in-house.  Should the City determine it cannot be brought in-house within a reasonable timeframe, we will proceed with Interfacing to Third Party Provider(s), and table the Blueprint until such a time when the City determines it is appropriate to bring the functionality into the SAP environment and staffing can support the system and administrative functions.   Interface to the current external benefits administrator will be required at the payroll system go-live date of January 1, 2008.
The following table shows the SAP functional elements included in scope based on the required functionality as listed in the RFP for Benefits by the City.
	Human Resources (HR) – Benefits Administration

	· Open Enrollment

· Determine Eligibility

· Life changes

· Health and Welfare (Medical/Dental/Vision/) Plans

· Savings / Retirement Plans

· Insurance Plans (Life/Disability/Long Term Care)

· COBRA and Retiree Administration

· Other requirements listed in the RFP and decided on during the blueprinting process


2.1.2.6 Organizational Management

Organizational Management will be configured for Organizational Units, Jobs, and Positions.  This will allow for workflow abilities, and will support activities in personnel cost planning, compensation management, employee development and recruitment, and SEM. Organizational Management will deliver Organizational Development capabilities including Organizational Planning & Simulation, Organizational Development, Activity Analysis and Job Analysis. By providing the ability to simulate, analyze, and experiment with proposed organizational changes and previous organizational models on a centralized or decentralized basis the City will have the ability to more effectively evaluate employees and their location within the organization.

The following table shows the SAP functional elements included in scope based on the required functionality as listed in the RFP for Organization Management by the City.
	Human Resources (HR) – Organization Management

	· Create and Maintain Attributes of the Organizational Structure

· Create and Maintain Attributes of Job Specification

· Create and Maintain Attributes of Positions (multiple people in one position?)

· Assign employees to positions within the organizational structure

· Define and maintain hierarchical reporting relationships

· Maintain EEO data for reporting requirements

· Maintain data for accurate headcount reporting

· Support multiple bargaining units Memoranda of Understanding (MOUs)

· Other requirements listed in the RFP and decided on during the blueprinting process


2.1.2.7 Position Budget & Control and Personnel Cost Planning

Position Budgeting & Control uses the existing Organizational Management Structures to identify financing requirements of a position and to define the monetary requirements using the Planned Compensation functionality.  Position Budget Control will allow for the budgeting of a position and will allow the City to anticipate costs as they relate to each individual position within an organizational structure. The program determines the financing requirements of vacant positions on the basis of Personnel Cost Planning.  

Personnel Cost Planning allows the City to evaluate and project for benefits, compensation, salary adjustments and merit increase costs.  The City will then have the ability to run simulations on these different scenarios to determine how increases and decreases will effect an organization.

Below is an outline of what will be available to the City after the implementation is complete:

· The commitment processor enables the generating and handling of encumbrances for personnel expenditures and posting the results into Funds Management. Payroll posting dissolves the encumbrance.

· The commitment processor was designed as an event-controlled background process. The payroll simulation and planning functions for Personnel Cost Planning are used for calculating future personnel costs. For all activities during the commitment creation the responsible person is notified by workflow.  

· Personnel Budget Plan Management maps the job index as a note for the budget plan. The Personnel Budget Plan Management is integrated with the existing component HR Funds and position Management.

The following table shows the SAP functional elements included in scope based on the required functionality as listed in the RFP for Position Budgeting & Control by the City.
	Human Resources (HR) – Position Budgeting and Controlling

	· Personnel Budget Plan Management

· Personnel Cost Planning

· Position Budget and Control (PBC) – Creation and Maintenance of personnel cost related budget commitments

· Other requirements listed in the RFP and decided on during the blueprinting process


2.1.2.8 Employee Self Service

Employee Self Service functions will be configured to enable employees to create, view, and modify employee data.  Based on the implementation schedule, the following table shows the SAP functional elements included in scope based on the required functionality as listed in the RFP for Employee Self Service.
	Human Resources (HR) – Employee Self Service

	· Personnel data maintenance, both active, retired, eligible COBRA employees

· Net Pay Calculator Simulation

· Online entry of information into or for certain employment-related documents, (e.g. dependent information)

· Vacation requests and approvals

· On line enrollment of benefits (If Benefits is included in scope)

· Leave balance inquiries, and

· Pre-defined personnel information displays (e.g. Pay stub remittance, W-2 forms,).

· Employee direct entry of timekeeping data

· Other requirements listed in the RFP and decided on during the blueprinting process


2.1.2.9 Manager Self Service

Manager Self-Service will be implemented to assist managers with their approval related tasks as well as to give them access to reports that are relevant, from a cost and budget management point of view, to their areas of responsibility.
The following table shows the SAP functional elements included in scope based on the required functionality as listed in the RFP for Manager Self Service by the City.
	Human Resources (HR) – Manager Self Service

	· Universal work list access to all management approval required requests.

· Staffing - Access to my staff related tasks, activities, and reports

· Access to relevant budget and cost management reports


2.1.2.10 E-Recruitment & Applicant Tracking

E-Recruiting will be fully Web-enabled to allow for posting of positions on the appropriate job boards (internal and external), applicant tracking, talent management and evaluation.  E-Recruiting will allow applicants and candidates to register in a talent warehouse. This ability will assist managers with identifying the staff they need quickly and maintain long-term relationships with individuals registered in the warehouse.

E-Recruitment will allow the City to evaluate potential candidates, identify individuals for positions and will enable the City to meet compliance reporting requirements as they are related to AAP and EEO.

In addition to the standard E-Recruitment functionality, the City requires their Eligibility list and Certification process to be accommodated within the SAP system.  This solution will enable the City to track available and qualified candidates for vacant positions, which will assist the City in selecting the appropriate candidate for subsequent processing.
Standard recruiting reports will be enabled, and the City is requesting that recruitment reporting include applicant flow, uni-variate, inter-rater reliability, pass point, adverse impact, and item analyses reports
The following table shows the SAP functional elements included in scope based on the City’s required functionality as listed in the RFP for e-recruitment & applicant tracking:

	E-recruitment & Applicant Tracking

	· Configure Applicant tracking

· Enable reporting functions

· Enable positions to be posted onto job boards internally and externally within the organization

· Enable Talent Management

· Certification tracking and processing

· Other requirements listed in the RFP and decided on during the blueprinting process


2.1.2.11 SAP Enterprise Portal

Within the scope of Phase 2 of the project, the Portal will serve as the platform to deploy Employee and Manager Self Service functionality.
The following table shows the SAP functional elements included in scope based on the City’s required functionality as listed in the RFP for Portal deployment:
	SAP Portal

	· ESS Functionality as described in Section 2.1.2.8
· MSS Functionality as described in Section 2.1.2.9


2.1.2.12 Business Intelligence (BI)

During Phase 2 of the project, the team will build upon the BI conceptual architectural design developed and deployed as part of Phase 1 of the project.  BI InfoCubes and reporting to support the Human Resource and Payroll functionality will be deployed during this phase using standard business content whenever possible.  The required SAP Master Data will be extracted to support the reporting requirements defined during the Blueprint phase.  The scope of customized BI InfoCubes and reporting is discussed in section 2.2.6 of this Statement of Work.

The following table shows the SAP functional elements included in scope based on the City’s required functionality as listed in the RFP for Business Intelligence.

	Business Intelligence

	· Development of a Business Warehouse Architecture and Design 

· Deployment of the Business Warehouse Architecture and Design

· Deployment of Business Intelligence InfoCubes using Standard Business Content

· Deployment of Business Intelligence Reporting using Standard Business Content

· Extraction of Required SAP Master Data

· Other requirements listed in the RFP and decided on during the blueprinting process


System Development Scope

2.1.3 Software Development Overview

The City of Portland RFP has identified a number of development objects (reports, forms, conversions, interfaces, enhancements, bolt-ons, workflows, and business Intelligence InfoCubes) that are within the scope of this project. This list may be refined during the Business Blueprint phase.  For the purpose of estimating the effort for this implementation, each development object Ariston has been assigned a complexity factor - low, medium, high and very high. The factor in turn determines the number of estimated workdays it will take one full-time equivalent to technically design, build and unit test the object as per the table below.

	Custom Object
	Low
	Medium
	High
	Very High

	Reports 
	1 Week
	2 – 3 Weeks
	3 – 4 Weeks
	> 4 Weeks

	Forms
	1 Week
	2 – 3 Weeks
	3 – 4 Weeks
	> 4 Weeks

	Conversions
	1 – 2 Weeks
	2 – 4 Weeks
	4 – 6 Weeks
	> 6 Weeks

	Interfaces
	1 – 2 Weeks
	2 – 4 Weeks
	4 – 6 Weeks
	> 6 Weeks

	Enhancements
	1 – 2 Weeks
	2 – 4 Weeks
	4 – 6 Weeks
	> 6 Weeks

	Bolt-Ons
	1 – 2 Weeks
	2 – 4 Weeks
	4 – 6 Weeks
	> 6 Weeks

	Workflow
	1 – 2 Weeks
	2 – 4 Weeks
	4 – 6 Weeks
	> 6 Weeks

	Business Intelligence Info Providers
	2 – 3 Weeks
	3 – 5 Weeks
	5 – 8 Weeks
	> 8 Weeks


2.1.4 Custom Reports / Forms

Custom Reports / Forms refer to reports and forms developed using the ABAP development environment to meet CoP specific requirements.  CoP identified 213 Reports/Forms in the RFP with the following complexity levels.
In addition to the available out of the box reports provided by SAP, the City anticipates a need for customized reports.  Ariston will be responsible for documenting a listing of all reports and custom forms needed to meet the business needs of the City.  Ariston will be responsible for developing, testing and documenting a fixed number of reports as defined by the City below.  City will be responsible for providing functional design input and signoff for these reports. The City will also be trained in the use of the SAP reporting tools and will assume responsibilities for ongoing report writing.  Ariston shall be responsible for the design and development of the following reports in each of the listed categories:
Contractor Responsibility

	Report Type Category
	Medium Complexity 
	High Complexity  

	HR/Payroll

	Personnel
	15
	5

	Payroll
	25
	10

	Time Keeping
	15
	5

	Position Management
	15
	5

	Finance

	General Ledger
	30
	15

	Accounts Payable
	10
	2

	Accounts Receivable
	7
	

	Fixed Assets
	15
	

	Purchasing
	20
	5

	Project Accounting
	10
	4

	Total
	162
	51


Ariston will lead and CoP will assist with the design, build and unit testing of custom reports / forms. CoP will work with Ariston to define the requirements for the reports / forms and verify the results during unit, integration and user acceptance testing. The implementation of third party reporting tools (e.g. SQL, Forest and Trees, other 4th GL reporting packages) is not included within the custom reports / forms scope.
The identification and definition of the custom Reports to be developed for the project will be finalized during the Business Blueprint phases of the project.   
Any increase or decrease in the number of reports will be addressed through the Project Change Control Procedure as outlined in section 4.0 of the Statement of Work.  Additional Report / Form development objects added to the scope of the project will be assessed and assigned a complexity level by Ariston;  The City will provide input and acceptance to the complexity level assigned.  Listed below is an outline of sizing elements that will be utilized by Ariston and the City to mutually assess and agree to the complexity level of the Report / Form development objects.

· Quality of System Documentation

· Availability of a Skeleton / Template to Use as a Model

· The Number of Data Attributes

· The Source of the Data Attributes and Number of Sources

· Type of Report Writer Required to Support Reporting / Form Requirement

2.1.5 Conversion and Interfaces

Ariston and CoP will share responsibility for converting and loading legacy data as well as interfacing the SAP system with CoP systems.
· Legacy system refers to CoP’s existing databases and applications.

· Interfaces refer to those interactions between information systems that allow data to be passed from one system to the other in order to keep the disparate information systems synchronized. 

· Conversions refer to the loading of data from existing legacy systems into the new SAP environment and are not intended for ongoing production operations.
2.1.5.1 Conversions

During the RFP process eleven (11) conversion areas were identified and are included as part of the conversion scope for the project. The eleven (11) conversion areas have been scoped with the following complexity levels.
Low
- 0

Medium
- 0

High
- 1

Very High
- 10

Data conversion for the Financial and Purchasing systems is expected to encompass primarily the data that is required to set up the master data files and convert over balances and open transactions so that normal City business can resume on system production date.  Listed below is a high level expectation for data conversion related to Financials and Purchasing.

· AP

· Budgetary Control

· Common Components

· Purchasing

· Financial Controller

· General Ledger
· Fixed Assets
· Accounts Receivable

Project and grant to date data will be converted for those projects and grants in progress at conversion that cross over fiscal years.

· Project Accounting – (Active Projects including Transaction Detail)

· Grants – 100% (Active Grants Only)

Data conversion for HR/Payroll includes all accrual balances and master file information required for accurate payroll and employee leave calculations on system production cutover date. City requires all HR data related to Personnel to be converted to the new system.

· Employee – (Approximately 17 years)

· Payroll – (5 years)

The identification and definition of the Conversion objects for the project will be finalized during the Business Blueprint phases of the project. 

Any substantive increase in the number of conversion areas included within the scope of the project will be addressed through the Project Change Control Procedure as outlined in section 4.0 of the Statement of Work.

Any increase or decrease in the conversion development objects will be addressed through the Project Change Control Procedure as outlined in section 4.0 of the Statement of Work.  Additional conversion development objects added to the scope of the project will be assessed and assigned a complexity level by Ariston.  CoP will provide input and acceptance to the complexity level assigned.  Listed below is an outline of sizing elements that will be utilized by Ariston and the City to mutually assess and agree to the complexity level of the conversion development objects.

· Quality of Legacy System Documentation

· Availability of a Skeleton / Template to Use as a Model

· The Number of Data Attributes to be Converted

· The Source of the Data Attributes and Number of Sources

· Number and Type of Data Transformation Rules

· Accuracy (Cleanliness) of Data to be Converted
	Conversion Area
	Conversion Sub-Area
	Complexity

	Finance / Procurement
	Accounts Payable
	Very High

	Finance / Procurement
	Budgetary Controls
	

	Finance / Procurement
	Common Components
	Very High

	Finance / Procurement
	Purchasing
	Very High

	Finance / Procurement
	General Ledger
	Very High

	Finance / Procurement
	Fixed Assets
	Very High

	Finance / Procurement
	Accounts Receivable
	Very High

	Project / Grants
	Project Accounting
	Very High

	Project / Grants
	Grants
	High

	HR / Payroll
	Employee
	Very High

	HR / Payroll
	Payroll
	Very High

	HR / Payroll
	Positions
	Very High


Approach

The City will be responsible for the extracting and cleansing of existing legacy data, design, building and testing the legacy extract programs, and providing the data in a format usable by the SAP system.   Ariston will be responsible for transforming and loading the data into the SAP system. Ariston will lead the conversion effort.  

SAP provides several workbenches to transfer data from legacy systems including the Legacy System Migration Workbench (LSMW) and the Data Transfer Workbench (DX Workbench). These tools will be utilized wherever practical to facilitate data conversion.  Ariston will provide knowledge transfer to City of Portland personnel as to how to use these tools.
Roles and Responsibilities

With respect to conversions the following tasks and responsibilities have been identified.
	Task
	Description
	Responsibility

	Design Data Mapping 

Specification template

Functional specs,

Technical specs and Conversion Planning.
	Data will be mapped from the systems that will be converted to SAP.  Ariston to develop the functional and technical specifications.  A document is created describing the plan for migrating data between the legacy systems and SAP. Development of the Business transformation rules is also done
	Ariston Leads, CoP Assists

	Develop Custom Extract Programs
	Programs will be developed to extract the data from the legacy systems into a readable ERP import format.  Data could be mapped/transformed in the extract or subsequently in the load program depending on the circumstance 
	CoP Leads, Ariston Assists

	Data Cleanup
	Data cleanup activities, both manual and automated, elimination of redundant data, and formatting of legacy data.  
	CoP Leads, Ariston Assists

	Prepare Data Load Programs
	Programs are written to transform legacy data based on Business transformation rules in preparation for loading into SAP.
	Ariston Leads, CoP Assists

	Import data from data tables into the SAP Application
	A procedure is run to import data from the data tables into the SAP application
	Ariston Leads, CoP Assists

	Testing and Quality Assurance
	Numerous mock conversions are performed.  Test results are documented along with Quality Assurance activities.
	Ariston Leads, CoP Assists


2.1.5.2 Interfaces

Forty one (41) interfaces are included as part of the scope for the project.  The forty one (41) interfaces have been scoped with the following complexity levels, by Ariston.  
Low
- 3
Medium
- 20

High
- 9

Very High
- 9

The identification and definition of the specific Interfaces for the project will be finalized during the Business Blueprint phases of the project. 

Any increase or decrease in the interface development objects will be addressed through the Project Change Control Procedure as outlined in section 4.0 of the Statement of Work.  Additional interface development objects added to the scope of the project will be assessed and assigned a complexity level by Ariston.  CoP will provide input and acceptance to the complexity level assigned.  Listed below is an outline of sizing elements that will be utilized by Ariston and the City to mutually assess and agree to the complexity level of the interface development objects.

· Quality of Legacy Application Documentation

· Availability of a Skeleton / Template to Use as a Model

· The Number of Data Attributes Included in the Interface

· The Source of the Data Attributes and Number of Sources

· Direction of the Interface (Inbound / Outbound / Both)

· Number and Type of Data Transformation Rules

Ariston will provide the City with templates, instructions, and samples of specification documents that will be required to build interfaces.  Ariston is responsible for the delivery of both the functional and technical specification documents; however certain sections within these documents will be the responsibility of the City since they address the requirements, business as well as technical, and the data mapping to the legacy systems.  Ariston will work with the City of Portland personnel to educate them on how to use these templates as well as to complete the sections of the specification documents that are the responsibility of the City.
Roles and Responsibilities

· The City will provide expert resources to modify legacy systems for both batch and real time interfaces to mySAP.  Ariston will not modify City’s legacy systems in conjunction with this project.

· For automated interfaces coming from mySAP to the City’s legacy systems, Ariston will be responsible for developing programs that extract data from mySAP in a format that can be processed by XI.

· For automated interfaces coming from mySAP to the City’s legacy systems, the City will be responsible for writing the programs that read (the ones mentioned in the previous bullet) XI output and load data to the City’s legacy systems. 
· For automated interfaces coming to mySAP from the City’s legacy systems, the City will be responsible for developing programs that extract data from legacy and City systems and create flat files or other outputs compatible with XI
· For automated interfaces coming to mySAP from the City’s legacy systems, Ariston will take the lead role and the City will assist in the writing of the XI programs that upload data to mySAP. 
	Task
	Description
	Responsibility

	Design Data Mapping 

Specification template

Functional specs,

Technical specs and Conversion Planning.
	Data will be mapped between SAP and the systems with which SAP needs to interface.  Ariston to develop the functional and technical specifications.  A document is created describing the plan for migrating data between the legacy systems and SAP. Development of the Business transformation rules,
	Ariston Leads, CoP Assists

	Develop Interface Programs – Legacy side
	Programs will be developed to transfer data into an agreed transfer format
	CoP Leads, Ariston Assists

	Develop Interface Programs – SAP side
	Programs are written to transfer/transform to and from SAP.
	Ariston Leads, CoP Assists

	Testing and Quality Assurance; Interfaces
	Interfaces will be unit, system, integration, and user tested along with quality assurance checks.
	Ariston Leads, CoP Assists

	Create schedule for executing imports/export
	A schedule is defined to automate the execution of the imports/exports on a client-defined frequency
	Ariston Leads, CoP Assists


Approach

The approach to interface development is to work with CoP to define the functional and technical requirements during the Business Blueprint phase and develop an Integration Strategy that leverages SAP integration technology to the greatest extent possible.

Ariston will provide knowledge transfer to City of Portland personnel as to how to use the various tools for interface development.
Following Interfaces are based on “Appendix E REVISED Interface Requirement Table” and are within the scope of the project.

	Business Owner
	System
	Purpose
	Existing Interface Overview
	Interface Information
	Mode
	Complexity

	F&PP
	Fire & Police Pension
	Pension Administration for Fire & Police Uniform Officers.
	Contains basic employee data including hazardous and longevity rate information from IBIS HR. This data is sent to F&PP after each payroll cycle (biweekly) and at calendar year-end.
	HR


	Batch
	Very High

	Federal Reserve
	Payroll Bond Purchases.
	Payroll bond purchase data
	IBIS HR/Payroll bond purchase data is sent to a Federal Reserve bank after each payroll cycle (bi-weekly).
	HR/Payroll.


	Batch
	Medium

	ING


	ING/PACE Deferred Comp


	Deferred comp administration

	Contains deferred comp deduction/contribution information. File is sent to ING with PACE contribution forwarded on by ING to PACE bi-weekly.
	Payroll deduction


	Batch
	High

	PERS
	PERS
	Public Employees Retirement System
	Contains basic employee demographic data, and payroll wage and contribution data. This interface is created bi-weekly.
	HR and Payroll


	Batch
	Very High

	SSA
	1099 Reporting to IRS.
	Sent yearly 1099 reporting to IRS.
	Sends 1099 data from IBIS AP at end of each calendar year.
	AP
	Batch
	Low

	SSA
	Federal W-2 Reporting.
	Sent yearly W-2 reporting to IRS 
	Sends W-2 data from IBIS HR/Payroll at end of each calendar year to the IRS.
	HR/Payroll
	Batch
	Medium

	SSA
	SSA-EVS
	Employee Verification Service from Social Security Admin.
	Contains basic employee information, including SSN and employee name, for SSN and name verification. This interface is created during the calendar yearend W-2 process.
	HR - Personnel
	Batch
	Medium

	State
	Oregon Quarterly SUI Reporting
	Send SUI data to State of Oregon
	Employee payroll wage data sent to State of Oregon, Department of Revenue for state unemployment insurance tax each quarter.
	HR/Payroll
	Batch
	Medium

	TriMet
	TriMet Monthly Bus Pass
	Send payroll bus pass purchase data to TriMet.
	TriMet monthly pass purchase data is sent to TriMet after each payroll cycle (biweekly).
	HR/Payroll
	Batch
	Medium

	Wells Fargo
	Check Reconciliation
	Reconcile check processing data between IBIS and Wells Fargo.
	Check processing data is send from Wells Fargo on a daily basis. This data is used to reconcile the status of the check with IBIS. Check processing data is also sent for Fire & Police Pension, Risk Management, and Portland Development Commission (non-IBIS).
	AP, HR/Payroll
	Batch
	Medium

	Wells Fargo
	Wells Fargo ACH
	ACH processing.
	ACH file is sent to Wells Fargo after each payroll cycle (bi-weekly) for processing. Contains payroll related ACH transactions.
	HR/Payroll
	Batch
	Medium

	Wells Fargo
	Wells Fargo Positive Pay
	Check payment verification
	Check data sent to Wells Fargo for payment verification. Data is sent from IBIS AP daily and IBIS HR/Payroll bi-weekly. Data is also sent from the Risk Management Claims system and from Fire & Police Pension (non-IBIS).
	AP, HR/Payroll.
	Batch
	Low

	Wells Fargo
	Works
	Wells Fargo procurement card reporting
	No current interface
	AP
	Batch
	Medium

	Affirmative Action
	Berkshire Affirmative Action
	Affirmative Action Reporting System
	Sends IBIS HR and Epan data to Berkshire quarterly.
	HR, Epan, Recruiting
	Batch
	Medium

	Benefits


	Aliquant Benefits
	Benefit System
	Send weekly HR demographic file to Aliquant. Receive payroll transaction file from Aliquant each pay period.
	HR, Payroll
	Batch
	Very High

	Accounting
	Filenet
	Imaging – Journal entries and AP invoices
	File extracts from IBIS are sent to Filenet for indexing purposes relating to AP and Journal Entry document images
	HR


	Batch
	Medium

	Auditor


	Lien Accounting


	Tracks Liens against Property.


	Daily 1 journal entry is submitted to Treasury for all receipts and charged to 1 center code. This is done in Excel spreadsheet with a paper copy backup. Every Accounting Period a sum of daily receipts is submitted by paper to Accounting. 

These journal entries, about 60, are redistributions of the daily journal entry made to Treasury. Every Accounting Period receipt adjustments, Lien contracts, and Lien assessments are submitted by Excel spreadsheet. When necessary reductions & cancellations of assessments are submitted by Excel spreadsheet.
	GL, AR


	Batch
	Medium

	BDS


	Amanda Permits, TRACS
	Permitting System
	No current interface
	GL, AR


	Batch
	High

	BES
	PFIRS


	File extracts from IBIS are used to provide financial status on projects

	A project management tool with financial data, which tracks capital and operating projects, including scheduling of phases and project development, life to date budget and actual expenditure, etc.
	AP, Contracts, GL, Purchasing


	Batch
	High

	BES
	Synergen-BES
	Treatment Plan - Inventory and Work Orders
	No current interface
	Budget, Payroll, Project, HR, AP, GL, Purchasing
	Real-time
	Very high

	BES
	Hanson-BES
	Collection System – Inventory and Work Orders
	No current interface
	Budget, Payroll, Project, HR, AP, GL, Purchasing
	Real-time
	Very high

	BHR
	Filenet
	Imaging – HR records
	File extracts from IBIS are sent to Filenet for indexing purposes relating to Personnel document images
	HR
	Batch
	Medium

	BHR
	Pathlore LMS
	Class registration
	Retrieve Employee information to populate "person" list.
	HR
	Batch
	Medium

	BTS
	Contact Directory
	Stores shared contact information. Used by PortlandOnline and IT Billing.
	Pulls HR employee and chart of accounts center data.
	GL, AR
	Batch
	Medium

	BTS
	IT Billing
	IT InterCity Billing
	Sends IA data to IBIS Financial Systems Interface to provide InterCity billing every accounting period. Receives chart of accounts data from IBIS to validate data. Receives posted transactions from Financial Controller for identifying charges to pass on to customer.
	GL, AR


	Batch
	High

	ComNet

	Equipment Focus - L2R
	An Access 97 application that pulls radio data from Equipment Focus and telecom data from Stellar to provide InterCity billing
	Sends IA data to IBIS Financial Systems Interface to provide InterCity billing every accounting period. Receives chart of accounts data from IBIS to validate data
	GL, AR


	Batch
	Medium

	Financial Services


	BRASS


	Budget system


	Sends IBIS GL financial data to BRASS each accounting period end. Sends IBIS GL chart of accounts data to BRASS weekly. Sends HR salary specification, position control and personnel data to BRASS when requested.
	GL, Personnel, Position Control
	Batch
	Very High

	Fire
	Fires 2000
	Fire Management System - Inspections
	Send AR data to Accounting for upload into IBIS
	GL, AR
	Batch
	Medium

	BGS


	Facility Center


	Work order system. Does building maintenance costing for the city.


	An invoice is manually keyed in the work order system and it’s manually keyed in the Accts Payable system in Ibis. There is no interface between the two systems. "billing system" pulls data and generates a spreadsheet which is sent to accounting.
	GL, AR
	Batch
	Medium

	Fleet


	FleetAnywhere
	Fleet management system
	An invoice is manually keyed in the work order system and it’s manually keyed in the Accts Payable system in Ibis. There is no interface between the two systems.
	GL, AR
	Batch
	Medium

	P&D


	P&D Billing
	Billing System
	Sends IA data to IBIS Financial Systems Interface to provide InterCity billing every accounting period. Receives chart of accounts data from IBIS to validate data.
	GL, AR


	Batch
	Medium

	Parks
	Parks MS2000
	Inventory and work order system
	No current interface
	GL, AR
	Batch
	High

	Parks
	Parks PTS2
	Project Tracking
	Pulls employee, payroll, chart of account, GL Expenditure, and GL Revenue data.
	HR, Payroll, GL
	Batch
	High

	PDOT
	Maximo-PDOT
	Work Order System and Inventory for Transportation related activities
	Please review detailed requirements for implementing the MRO adapter.
	GL, AP, AR, Purchasing, Projects, Fixed Assets, Personnel
	Real-time
	Very high

	Police
	Police Alarm Billing
	Billing for Alarm Permits
	No current interface
	AR
	Batch
	Medium

	Police
	Police EIS
	Early Intervention System
	Pulls data from multiple systems including BISMart and CityTARS. Information includes employee leave balances, TAR line data, and TAR employee data.
	HR, Payroll
	Batch
	High

	Police
	Police Personnel Allocation System –PAS
	Tracks Personnel Assignments
	Pulls HR information from BISMart (which pulls from IBIS HR). Used to compare their assignments to IBIS actuals.
	HR
	Batch
	Medium

	Revenue Bureau
	BLIS
	Business License account, tax reporting and receivables tracking, letter generation, reporting, processing of refunds
	No Current Interface exists - Desired interface between BLIS refund module and the City's Accounts Payable Module. City needs to make payments to taxpayers via the AP module for excess license fees paid.
	GL, AP


	Batch
	Very High

	Risk
	Risk Claim System
	All facets of Workers Comp, Fleet Accident, Tort Liability, Subrogation, Vehicle Accident Claims Management
	Personnel, financial, and vendor files are sent via FTP on a weekly or payroll basis. The Claims system has automated procedures to upload the data.
	GL, AP, HR
	Batch
	High

	UCS


	Cayenta Utility Billing
	Utility Billing System
	Cayenta sends journal entry data to IBIS GL daily and customer refund data to IBIS AP twice weekly.
	GL, AP
	Batch
	High

	Water
	Synergen-Water
	Inventory
	Synergen gets invoice data from IBIS AP daily, vendor data from IBIS weekly, and sends journal entry data to IBIS GL bi-weekly. Synergen also sends project cost data to IBIS PTS.
	GL, AP, Purchasing, PTS
	Batch
	Very high


2.1.6 Bolt-Ons

Bolt-Ons refer to external software systems that are integrated with the SAP system. 

Roles and responsibilities in this area can be summarized as follows:

	Task
	Description
	Responsibility

	Define Requirements
	Ariston staff interviews CoP staff to determine the exact detailed requirements for the bolt-on.
	Ariston Leads, 
CoP Assists

	Build
	Ariston technical staff build the link to the bolt-on
	Ariston Leads, 
CoP Assists

	Test
	The customization is first tested and then installed and tested at CoP.
	Ariston Leads, 
CoP Assists

	Put into Production
	CoP is trained on how to use the new functionality as part of the training curriculum.
	Ariston Leads, 
CoP Assists


During the RFP process two (2) Bolt-Ons were identified and are included in the implementation.  The two (2) Bolt-Ons have been scoped with the following complexity levels.

Low
- 0

Medium
- 1

High
- 1

Very High
- 0

	Bolt-On Description
	Frequency
	SAP
	Complexity

	
	
	In
	Out
	

	BSI Tax Factory
	Daily and Interactive (Real-time)
	X
	X
	High

	Productivity Pak
	Interactive (Real-time)
	X
	
	Medium


The identification and definition of the Bolt-Ons for the project will be finalized during the Business Blueprint phases of the project. 

Any increase or decrease in the bolt-on development objects will be addressed through the Project Change Control Procedure as outlined in section 4.0 of the Statement of Work.  Additional bolt-on development objects added to the scope of the project will be assessed and assigned a complexity level by Ariston.  CoP will provide input and acceptance to the complexity level assigned.  Listed below is an outline of sizing elements that will be utilized by Ariston and the City to mutually assess and agree to the complexity level of the bolt-on development objects.

· Number of Functional Sources Impacted within SAP

· The Number of Business Requirements and Processing Rules

· The Number of Transaction Steps / Lines of Code

2.1.7 Workflow

SAP Business Workflow automates the flow of data within a new business process.

Roles and responsibilities in this area can be summarized as follows:

	Task
	Description
	Responsibility

	Define Requirements
	Ariston staff interviews CoP staff to determine the exact detailed requirements for the Workflow.
	Ariston Leads, CoP Assists

	Build
	Ariston functional and technical staff builds the Workflow.
	Ariston Leads, CoP Assists

	Test
	The customization is tested through the comprehensive testing program defined for the project.
	Ariston Leads, CoP Assists

	Put into Production
	CoP is trained on how to use the new functionality as part of the training curriculum.
	Ariston Leads, CoP Assists


SAP delivers standard workflow templates as part of the SAP R/3 Enterprise system and provides a capability to create custom workflows. Ariston will implement at least twenty (20) workflows within the scope of the project.  The twenty (20) workflows are scoped with the following complexity levels.

Low
- 0

Medium
- 10
High
- 10
Very High
- 0
Medium complexity workflows are defined as those that are linear in nature, have no parallel processing and involve two (2) or fewer levels.

High complexity workflows are defined as those that involve concurrent or parallel processing and involve three (3) or more levels.  Workflows with cross-module/solution notification are also defined as complex.
The table details workflows initially identified by the City of Portland as examples of what workflows it would like developed.
	WORKFLOW/ELECTRONIC APPROVAL

	AREA
	BRIEF DESCRIPTION
	HIERARCHY

	PURCHASING  

	Requisition
	Routing based on Document Type, Dollar Amount or Commodity/Service
	3 Levels
1)  Requestor to Department/Division Head
2)  Department or Division Head to Bureau Purchasing
3)  Bureau Purchasing  to Central Purchasing

	Solicitation
	Routing based on Document Type, Dollar Amount or Commodity/Service
	3 Levels
1) Bureau  Purchasing  to Bureau Head
2) Bureau Head to Central Purchasing or Oversight Authority
3) Oversight Authority or Central Purchasing Return to Bureau Purchasing

	Purchase Order
	Routing based on Document Type, Dollar Amount or Commodity/Service
	2 Levels
1)  Central Purchasing  to Bureau Fiscal Office and Operating unit
2) Central Purchasing to Vendor

	Vendor Management
	See also Accounts Payable.  May reside in Purchasing or in AP; currently in AP.
	

	PERSONNEL ADMINISTRATION

	Personnel Action Approvals
	Routing based on Organizational Unit and Transaction Type
	3 Levels
1) Bureau field office to Bureau personnel office
2) Bureau personnel to the elected official
3) Elected official to City Bureau of Human Resources (BHR).
In addition, when personnel transactions initiated in BHR 1) from BHR to Bureau personnel office. 

	Pre-employment Medicals 
	 Routing based upon Organizational Unit
	4 Levels
1) Bureau personnel office
2)employee/candidate
3) Examiner
4)BHR

	Freeze Exemption
	Routing based on Transaction Type
	2 Levels

1) Bureau field office to Bureau  personnel office
2) Bureau personnel office to BHR 

	Performance Evaluation
	Routing based on Organizational Unit
	4 Levels

1) Reviewer/supervisor
2) employee
3) Bureau personnel
4) BHR

	PAYROLL

	New Hire Approval extension of Personnel Action Approval above
	Routing based on transaction type
	1 Level
1) Bureau Payroll Officer

	Additional Payments 
	Routing based on transaction type
	2 Levels
1) Bureau Personnel or Payroll Officer to Bureau Fiscal Director/Head or designee
2) Bureau fiscal director to central BHR if additional pay or fringe benefit.

	Separating Employee with lump sum leave payment
	Routing based on transaction type
	3 Levels
1) timesheet entry to timesheet approver (timekeeping module)
2) Bureau Personnel and Payroll Officers to Bureau Fiscal Director
3) Bureau Payroll Officer to City’s Central Payroll Division.

	Simulation of Payroll
	Routing based on transaction type
	1 Level
1) Bureau Payroll Officer or Accounting Division Payroll Officer 

	APPLICANT TRACKING

	Application Selection
	Routing based upon request by bureau for register(s)
	2 Levels
1) BHR to bureau
2) Bureau to BHR 

	CLASSIFICATION & COMPENSATION

	Classification Changes of all types, adds, deletes, updates 
	Routing based upon transaction type 
	2 levels
1) Bureau personnel
2) BHR Classification/Compensation.

	Position Actions
	Routing based upon organizational unit
	3 Levels
1) Bureau personnel to Bureau management
2) Bureau Management to Budget
3) Budget to Class/comp

	Classification Actions
	Routing based upon organizational unit and class 
	3 Levels
1) Bureau personnel to Bureau management
2) Bureau Management to Budget
3) Budget to Classification/Compensation

	TIMEKEEPING & LEAVE ACCOUNTING

	Leave and Overtime Request
	Routing based on Organizational Unit
	3 Levels
1) Employee
2) Timekeeper
3) Supervisor

	Time Approval
	Routing based on Organizational Unit
	3 Levels
1) Employee
2) Timekeeper
3) Supervisor

	Time and Attendance Adjustments
	Routing based on Transaction Type
	2 Levels
1) Bureau Timekeeper to Bureau Approving Supervisor
2) Bureau Approving Supervisor to Accounting Division

	Sick Leave Bank Enrollment
	Routing based on Transaction Type
	1 Level
1) Bureau Hiring Officer to Bureau Human Resources 

	Sick Leave Bank Withdrawal
	Routing based on Transaction Type
	1 Level
1) Employee to Supervisor 

	Sick Leave Transfer Request
	Routing based on Transaction Type
	1 Level
1) Employee to Bureau Human Resources Coordinator 

	TRAINING & EMPLOYEE DEVELOPMENT

	Training Registration
	Routing to notify appropriate individuals 
	2 Levels
1) Employee to Supervisor

2) Supervisor to Training Coordinator

	ACCOUNTS PAYABLE  

	Invoice- PO
	Routing based upon organizational unit
	3 Levels
1) Bureau operating  personnel
2) Bureau Accounts Payable
3) Central Accounts Payable

	Invoice- non-PO
	Routing based upon organizational unit
	3 Levels
1) Bureau operating  personnel
2) Bureau Accounts Payable
3) Central Accounts Payable

	 Wires
	Same as Invoice Process Except add Treasury  
	4 Levels
1) Bureau operating  personnel
2) Bureau Accounts Payable
3) Central Accounts Payable
4) Treasury

	Vendor Maintenance
	 See also Purchasing.  Vendor Establishment & Maintenance and purging are included in this process.
	2 Levels
1) Vendor or Bureau Accounts Payable
2) Central Accounts payable or Central Purchasing

	ACCOUNTS RECEIVABLE

	Customer Establishment


	New customer added to system or existing customer updated or purged
	2 Levels: 

1) Bureau Accounts Receivable or Customer
2) Central Accounts Receivable

	Invoice Creation
	Invoices created in Bureau upon completion of work 
	3 levels
1) Bureau Operating staff 
2) Bureau Accounts Receivable 
3) Central Accounts Receivable

	Invoice Adjustment/ Write off
	Various levels of approval required depending on  dollar thresholds as started on AR Policy
	4 levels
1) Bureau Operating Staff
2) Bureau Accounting
3) Approver per AR Policy
4) Central Accounts Receivable

	Accounts Receivable Receipts
	Check are received in mail and credited  to customer accounts
	2 levels

1) Central Accounts receivable
2) Treasury

	TRAVEL

	Travel
	Routing for approval based upon organizational assignment and organization unit
	4 Levels
1) Bureau personnel
2) Bureau management
3) Elected Officials

4) Accounts Payable

	GENERAL LEDGER  

	Chart of Accounts
	Routing for chart of account change
	3 Levels:

1) Bureau requestor
2) Budget Approval
3) Central Accounting approval

	Journal Voucher - Intra departmental
	Routing for approval based upon organizational assignment and organization unit
	2 Levels:

1) Bureau Author
2) Central Reviewer/Approver

	Journal Voucher- Inter departmental
	Routing based upon organizational unit


	2 Levels
1) Bureau Author
2) Central  Reviewer/Approver

	Close Period or Year
	Upon completion of month-end or year end closing entries 
	

	PROJECT ACCOUNTING

	Project Management
	Project Mgt workflows based upon draft processes
	4 Levels
1) Project Manager 
2) Principle Engineer
3) Program Manager
4) Funding approval

	Project Planning
	Project planning which includes assigning resources and scheduling tasks.  Routing will be by phases of a project and assignments
	3  Levels
1) Project manager
2)  Principle Engineer
3) Program Manager

	Design phase
	Design approval 
	3 Levels
1) Design submitter
2) Design approval
3) Program Manager  

	Project Completion 
	Generate actions to close out project and complete accounting processes  
	4 Levels
1) Project Manager
2) Principle Engineer
3) Program Manager
4) Bureau Accounting

	ASSET MANAGEMENT 

	Acquisition of Real Property
	Routing based on asset type, and role
	2 Levels
1) Bureau Acquiring Asset to Oversight Authority
2) Oversight Authority to F&A Accounts

	Transfer
	Routing based on organization unit/bureau and asset type
	3 Levels
1) Bureau Transferring Asset to Bureau Receiving Asset
2) Bureau Receiving Asset to Central Asset Management
3) Oversight authority as needed.


The identification and definition of the Workflows to be implemented for the project will be finalized during the Business Blueprint phases of the project. 

Any increase or decrease in the workflow development objects will be addressed through the Project Change Control Procedure as outlined in section 4.0 of the Statement of Work.  Additional workflow development objects added to the scope of the project will be assessed and assigned a complexity level by Ariston.  CoP will provide input and acceptance to the complexity level assigned.  Listed below is an outline of sizing elements that will be utilized by Ariston and the City to mutually assess and agree to the complexity level of the workflow development objects.

· Availability of a Skeleton / Template to Use as a Model

· Number of CoP Bureaus Involved 

· Number of Functional Process Steps Included

· Number of Approval Steps Included

· Level of Queue Processing Required

· Complexity of Business Process Automated

2.1.7.1 E-Mail Notifications

SAP provides functionality to easily implement e-mail notifications for or relating to specific events or occurrences.  Using this functionality, the SAP Software will be implemented to send an e-mail to a specific user of the City whenever there is a workflow task awaiting such user in the SAP Software. E-mail notifications, however, will not provide the ability for users to perform transactions from within the City’s external e-mail system.
2.1.8 Business Intelligence (BI)  
BI functionality for the project focuses on the deployment of standard business content whenever possible for the financial, HR and payroll functionality for the project.

Included in the Scope of Work is the development of up to 10 key measurements for each of the following users – Political Leader, Executive Manager, and Program Manager.  
This would come after the blueprinting when most of the reporting requirements have been discussed.  The approach would be a comprehensive picture of how, why and when to use the various reporting environments (BW, BI, standard SAP reports, queries, 3rd party tools (Crystal), and others.) 
Roles and responsibilities in this area can be summarized as follows:

	Task
	Description
	Responsibility

	Define Requirements
	Ariston staff interviews CoP staff to determine the exact detailed requirements for the customized information providers
	Ariston leads, 
CoP Assists

	Build
	Ariston functional and technical staff will build the customized information providers.
	Ariston leads, 
CoP Assists

	Test
	The customization is tested through the comprehensive testing program defined for the project.
	Ariston leads, 
CoP Assists

	Put into Production
	CoP is trained on how to use the new functionality as part of the training curriculum.
	Ariston leads, 
CoP Assists


Any increase or decrease in the Business Intelligence development objects will be addressed through the Project Change Control Procedure as outlined in section 4.0 of the Statement of Work.  Additional Business Intelligence development objects added to the scope of the project will be assessed and assigned a complexity level by Ariston.  CoP will provide input and acceptance to the complexity level assigned.  Listed below is an outline of sizing elements that will be utilized by Ariston and the City to mutually assess and agree to the complexity level of the Business Intelligence development objects.

· Availability of a Skeleton / Template Info Provider to Use as a Model

· Number of CoP Bureaus / Agencies Involved (Cross Departmental / City Info Provider)

· The Number of Data Attributes Included in the Interface

· The Source of the Data Attributes and Number of Sources

· Legacy Application Involvement

· Delta (transactional data) or Static Data (master data)

· Requirements Surrounding the Data Transformation Process

· Type of Info Provider Required

2.1.9 Enhancements

Enhancements refer to additional system functionality developed using the ABAP or JAVA programming languages. Enhancements are activation of special logic utilizing User Exits, new transaction screens, and custom database tables and access logic. Enhancements do NOT consist of updates or changes to the SAP source code. 
Roles and responsibilities in this area can be summarized as follows:

	Task
	Description
	Responsibility

	Define Requirements
	Ariston staff interviews CoP staff to determine the exact detailed requirements for the enhancement.
	Ariston leads, CoP Assists

	Build
	Ariston technical staff programs the enhancement
	Ariston leads, CoP Assists

	Test
	The customization is first tested and then installed and tested at CoP.
	Ariston leads, CoP Assists

	Put into Production
	CoP is trained on how to use the new functionality as part of the training curriculum.
	Ariston leads, CoP Assists


Ariston recognizes CoP’s objective to implement an “off the shelf” solution, and adopt the business practices contained in the SAP software with minimal enhancements.  Enhancements, due to their nature as a development activity, are an area that can have significant impact on schedule and budget if they are not well defined and managed. However, due to the inherent complexity of the ERP implementation and the expectation that gaps exist between CoP requirements and ‘out of the box’ SAP functionality, Ariston anticipates that enhancements will be required to deliver the required solution, and therefore will create up to fifteen (15) enhancements within the scope of the project.  These enhancements are based on SAP’s response to the RFP using the “M” type response. The fifteen (15) enhancements have been scoped with the following complexity levels.
Low
- 8

Medium
- 5

High
- 2

Very High
- 0

If additional enhancements are identified during blueprint, Ariston will document the requirement and level of effort for implementing each enhancement. At the end of the Blueprint phase, Ariston will present CoP with an estimate for implementing each enhancement.

Ariston feels that this approach will allow CoP to assess the Cost-Benefit impact of each enhancement while minimizing the opportunity for cost and schedule impact.

Ariston will lead and CoP will assist with the design, build and unit testing of the enhancements. CoP will work with Ariston to define the requirements for the enhancements and verify the results during unit, integration and user acceptance testing.

Any increase or decrease in the enhancement development objects will be addressed through the Project Change Control Procedure as outlined in section 4.0 of the Statement of Work.  Additional enhancement development objects added to the scope of the project will be assessed and assigned a complexity level by Ariston.  CoP will provide input and acceptance to the complexity level assigned.  Listed below is an outline of sizing elements that will be utilized by Ariston and the City to mutually assess and agree to the complexity level of the enhancement development objects.

· Availability of a Skeleton / Template to Use as a Model

· Number of Functional Sources Impacted within SAP

· The Number of Business Requirements and Processing Rules

· The Number of Transaction Steps / Lines of Code

· Static versus Dynamic Processing

During the Blueprint Phase a more detailed breakdown of the efforts including complexity, alternatives, and workaround solution will be established.  
Any customization requirements that would result in SAP standard code modification are considered out of scope since these types of code changes are not supported by SAP and could severely complicate future upgrade efforts.  Code modification requests must be approved by the appropriate City of Portland governance body and ultimately made by Ariston or directly by SAP through their Note application process.

Technical Infrastructure Scope 

Technical infrastructure scope covers building and supporting the SAP landscapes for mySAP ERP, BI, Enterprise Portal and Solution Manager from Project Preparation through Go-Live and Support phases, including the database. 

Ariston will lead the building of the SAP landscape; The City will assist and may take the lead for building one of the landscapes.  This provides the opportunity for knowledge transfer.

Ariston will develop a Technical Knowledge Transfer plan for the City’s Basis Administrators along with assisting the City to determine the strategy for Enterprise Application Integration (EAI). Ariston will lead the City SAP implementation in the development of the User Role and Authorization Design, which will be supported by a City central security team, and a City SAP support group.

The system environments will include:

· At least one Sandbox System
· Development System
· Quality Assurance/Test System
· Training System
· Production System
Each of the above environments, with the exception of the production system, potentially could be divided into multiple clients.

Ariston will lead in defining the SAP landscape (including the disaster recovery/failover strategy) and assist in developing the requirements to address Output Management (including department charge back capability), Job Scheduling, Regression Testing, Stress Testing and archiving tools. The City will need to make a platform decision early in the Project Preparation phase to facilitate hardware procurement and building of the Development environments for Core and Portal deployment.
The Ariston Technical Infrastructure team skills include: 

· SAP Architecture, 

· Basis Administration, 

· ABAP and Java developers for Data Conversions and Interface / Bolt-on’s, 

· Enterprise Portal,

· Security (Authorizations), 

· Business Intelligence (BI)
· Workflow. 

· Oracle Database

· Exchange Infrastructure (XI)
2.1.10 Technical Environment 

The Technical environment will be inserted in the SOW once all sizing efforts in collaboration with Ariston are finalized with the preferred hardware vendor.  
2.1.11 Support package and upgrade management

The project team will use the Support Package and Upgrade Standards section of deliverable 1.2.06, implementation Standards and Procedures described in section 3.2 below and developed in the project preparation phase, as the guideline to managing support packages during the life of the project. 
Change Management Scope

The City of Portland leadership is aware of the issues and risks associated with an ERP implementation and radical change of business processes.  City of Portland understands that resistance is a normal reaction to change. To increase the opportunity for a successful implementation, reaching project goals and set the stage for future initiatives, the project sponsors call for a proactive and systematic change management through effective and timely communications, readiness and training activities.  To maximize City of Portland’s chances in reaching project ROI and mitigate project risks, project sponsors recognize that management of perceptions and issues is embedded in all layers of the activities throughout all phases of implementation.  The focus of Ariston’s recommended approach is on:

· Creating and sustaining acceptance and full ownership of the project objectives by Portland’s executives and staff, 

· Understanding Portland’s stakeholders, assess their level of support for the project and provide roadmaps and guidelines to achieve sustainable change,

· Actively engaging key stakeholders, understanding their issues and providing solutions,

· Developing a communication plan that is effective and provides stakeholders timely information

· Developing a resistance management plan to identify resistance characteristics and provide guidelines to transform resistance to support,

· Developing a bureau readiness plan that assess, inform and monitor readiness activities in every stage of the project,

· Strong training program to ensure end-user ability to perform in the new system environment,

· Reducing the impact of barriers to change within the City,

· Providing a smooth transition to the business processes and new system, and

· Helping key stakeholders identify the business benefits, thus providing long-term sustainability.
2.1.12 Change Management Approach

The change management approach outlined below leverages the City’s internal resources and is based on the assumption that internal resources will be involved in all change management, communications, and training delivery activities and will proactively monitor the need for, and efficacy of, the project’s change management activities.  Ariston will create a change management strategy and implement change management programs for each phase of the project that include one or more of the following activities:

	Change Management Activity

	Conduct an Organizational Readiness Assessment

	Develop and Implement a Change Management Plan

	Develop and Implement a Communication Plan

	Develop and Implement a Sponsor and Leadership Plan

	Conduct a Business Change Impact Assessment

	Conduct a Risk Assessment and Implement a Mitigation Strategy

	Define Job and Role Mapping

	Develop End-User Procedure Documentation


2.2 Training Scope

Based on the implementation timeline and the plans for City of Portland to provide dedicated and experienced training resources to the project, Ariston’s involvement in the training program activities and tasks will gradually transition from a lead to assist role. The End-user training for the SAP implementation can be divided into five primary activities.  These activities and the corresponding Ariston / CoP responsibilities are outlined in the following table.

	Training Program Activity
	Responsibility

	User Assessment
	Ariston Leads, CoP Assists

	End-User Training Strategy Development
	Ariston Leads, CoP Assists

	Solution Design
	Ariston Leads, CoP Assists

	Content Development
	Partners

	Content Delivery
	CoP Leads, Ariston Assists


During the implementation, Ariston and City will jointly work on the content development. The City will lead training delivery activities with the assistance of Ariston.

Outlined below, the five training program activities are discussed in greater detail.
2.2.1 User Assessment (End User Training Needs Assessment)
User assessment is where Ariston will work closely with Portland’s Change Management Team to specify training and learning requirements needed to provide for a successful go-live experience. 

During user assessment activity, details about end-users will be gathered to help determine curriculum needs and the most cost effective delivery methods. The initial work will center on user roles. A clear mapping of the end-user roles to SAP functionality will be undertaken, along with the formal business process review.  These job role maps will form the basis for the curriculum. 

Ariston will provide an estimate of the training available resources (people, PCs, IT resources, facilities, etc) that will be needed. Ariston will conduct an analysis of existing infrastructure and tools to determine how best to integrate these tools into the SAP effort.  Ariston will provide an overview of the SAP Productivity Pak by RWD and determine how best to integrate this tool into a blended training strategy.
2.2.2 End User Training Strategy Development
Ariston will develop an end-user training strategy consisting of a series of tasks to determine the most cost effective methods for developing and delivering a job/role-based, business process oriented curriculum using just-in-time training approach. The resulting curriculum will be tailored to address CoP-specific processes and implementation challenges.  Though intellectual property from Ariston and the RWD ProductivityPak (RWD Info Pak) may be included as part of the solution during this activity, the outcome is a design tailored to address Portland’s process and implementation challenges. Because most intellectual property for SAP is written as generic screen-by-screen support instead of providing a solid job-role based, business process oriented curriculum, the intellectual property is only a starting point in the development cycle.  
Implementation Team Training

Ariston recommends that SAP level 1 & level 2 training be provided to Project and Extended Team  members during the Project Preparation and Blueprint phases of the project.  Training will be primarily conducted utilizing SAP’s Educational Services which are currently outside the scope of the SOW.   Ariston will work closely with the City to ensure their project team is properly trained and ready.  
End User Training

The key to successful end-user training is to be end-user focused, role based, and process centered.  End- users need to be trained on the processes and transactions that are a feature of the job they perform.  However, some overall system training is important to provide context and a view of how all the processes work together.  This reduces unnecessary classroom time and focuses the training on what is critical to their job functions. Delivering end-user training requires in‑depth knowledge of processes, as well as an understanding of system inter-relationships, as a result, end-users should be trained by key City business users with assistance from Ariston. 

To achieve the stated training objectives, Ariston will expose end-users to the system from early in the project lifecycle through demonstrations, business process overviews and flowcharts, end-user acceptance testing, as well as formal classroom training.

Training does not end in the classroom. The knowledge transfer process is reinforced with process/role based workshops, wherein end-users practice day-to-day scenarios under guidance of an instructor. Classroom training will be timed prior to and as close to the go-live date as possible to maximize retention. Additional post go-live training will initially be conducted by Ariston to provide remedial instruction as required, Bureau cross-training, and training on functionality that is not determined critical at go-live.

A mandatory class attendance policy, and commensurate monitoring and enforcement, are essential for the success of the training program.  Ariston and The City will develop a method to effectively measure End-user ability to perform his/her job after receiving training. End-users who do not successfully complete their required training should not receive an SAP logon at go-live. Consequently, the City, in conjunction with Ariston, will need to implement a plan to motivate and communicate the need and importance of the classroom attendance.

Ariston will develop a post-project training strategy to support post go-live training needs and to keep training materials current with system improvements and/or configuration changes.  

Ariston and the City will, in accordance with the Project Plan, develop process-based training for the Project. Such a process-based approach shall be used to teach end-user roles from the context of the new business processes.  Business processes from end to end are taught, or described and explained, to applicable end-users.  For example, individuals with roles that are involved in the procurement process are taught at a high level the purchasing process, from requisitioning to vendor payment. The explanation of business processes shall include tasks performed both outside and within the System.  This approach will enable the City’s end-users to understand how the new System fits into the everyday business flow of the City and also highlights what parts of the business processes will not change.  End-users shall be taught their individual roles, and the accompanying System tasks, from the context of the business process, using exercise scenarios that represent the City’s business situations as closely as possible.  Training material will include references to the transaction and/or activity codes where applicable in the process, (e.g. a flow chart will display the applicable transaction and/or activity codes where they occur in the process).

Ariston will support the training effort for end user training.  Support may include different roles, including setup of configuration for training specific exercises, definition of training users and roles, assistance with the development of the training materials and assistance in classroom instruction.

The training strategy recommends the most appropriate method for specific training content to be written in and used for delivery. Because there are many options available for delivery (instructor-led class, computer-based training, web-based training, self-paced instructional guides, etc) careful consideration of the most appropriate options for specific curriculum for a specific group of users will be undertaken. There are three key factors that Ariston will use to determine the most appropriate delivery method for most system content:

· Complexity of task,

· Number of users, and

· Geographic location of user.

Ariston does not anticipate geography playing a significant role in the design of the training solution for end-users; however, task complexity and user numbers will be important factors to consider when determining the most effective means of delivering training content.

· Complexity - with a new installation of a system such as SAP, a careful examination of the legacy system will be undertaken to determine the degree of change from existing environment to the new SAP solution. An examination of business processes within the new system will help determine the level of complexity. For example, a business process that has many decision points and requires the user to adjust the “path” they might take within the system would be considered complex.
· Number of users – as user numbers increase, the cost of training those users grows exponentially when instructor costs, classroom costs and the cost of taking users from their normal activities and having them take SAP courses are factored in. Other delivery options such as web-based simulations are both educationally effective and cost effective for simple to medium level complex topics. For example, reporting is often critical to the business processes within an organization, but the actual activity of running these reports and interpreting these reports can be a very simple task that might be suited for Web Based Training delivery.

The final factor to consider when determining the training solution is the type and amount of training support that will be built into the overall design for the post go-live period. Organizations have the need to provide continuing educational support for its current users and for any new users that are required to use a new system after the initial training program delivered prior to the go-live. Maintaining a permanent training organization to support the new system is generally not an option; so, a joint discussion of other delivery methods to provide support for these users will be included as part of the strategy design process.  The RWD ProductivityPak tool-set allows for the development of training materials and the publishing of them directly to the web.  Ariston will provide varying degrees of involvement in developing and deploying Computer Based Tools and Web Based Tool (CBT/WBT) on-going training to the City. 

2.2.3 Solution Design

Once the training strategy document has been approved, the Solution Design activity expands on this work by establishing the document and delivery standards, creating the required templates, and prototyping the user document and graphical interfaces.

The solution design recommends how the training content will be written and presented. It consists of the development of the document standards that specify the appropriate use of language (such as commonly used phrases and use of business English versus conversational English), organizational elements (tables, tabs, spacing, use of white space), level of detail, and effective use of graphics (clip art, photos, screen images, and process flows). Flowcharts by process that display the SAP transaction code/activity number where they are applicable in the flow. The standards apply to both the classroom and online materials. The classroom delivery standards describe the format (such as standard agendas and durations) and level of formality (such as informal, conversational, or formal). The online delivery standards specify the grouping and organization of information for online viewing, graphical user layouts, use of colors, and navigational schema. All of these standards will be developed around the anticipated tools available to the project – RWD ProductivityPak.
Once the standards are developed and approved, they are codified into the training team templates that will be used to author the actual training content deliverables. Included as part of the solution design, a quality control process will be developed to provide for accurate and traceable content creation. This quality control plan will document the workflow required for review and approval of each element of the training solution.

The final task of the solution design is the development of process based and end user role focused prototypes for each of the primary deliverables. The prototypes (both paper and online) are the final outputs of this activity. The prototypes are the visual representations of each of the deliverables. All the training content developed will resemble the prototypes. The anticipated prototype deliverables consist of the following:

· Instructor-guides (based upon ProductivityPak, 

· On-line training tool, including computer based tutorials 

· Business process flowcharts for each course

· Student-guides (based upon ProductivityPak), beginning with a high level overview of the overall business process, working down through the business scenario down to individual SAP transactions.

· Presentation content (PowerPoint master),

· Exercises (scenario based for high importance and apply a wide group of roles),

· Exercises (processed based for smaller number of roles),

· SAP Sandbox environment for End User Practice

· Help cards (Quick Reference) (based upon ProductivityPak

· Help queries available on line

The Design effort will be processed based and applied to end-user roles.  Templates and tools will be designed to support end-user roles and their tasks performed within the process. Once approved, the process based and end-user role focused prototypes, full production of the training deliverables can begin, however, because of the timeframe for the implementation, it is anticipated that content production may be delayed to coordinate with the final integration test cycle so that the content does not require constant revision.
2.2.4 Training Performance Measurement

The primary function of the training is to produce competent system users.  It will be the trainer’s responsibility to assess the competency level of each of the trainees and allocate further training sessions where necessary. Follow-up training will take the form of individual or small group instruction, to provide detailed assistance.

The assessment procedure includes:

· A skills based assessment to enact the business transaction taught

· A multiple choice and question/answer sheet checking understanding of the educational component of the business process

Trainers will report on the following:

· Attendees by business unit/bureau

· Satisfaction levels of attendees

· Critical business issues raised during courses

· Recurring issues from training courses (i.e. system response time, training material, trainer performance)

· Pass/fail statistics (re: assessments)
2.2.5 Content Development

The Training team will use the approved process based and end user role focused prototypes developed during Solution Design and the approved Business Processes developed by the Functional team to construct the training materials to support  end-user roles.  The SAP ProductivityPak by RWD tool will be used to develop/document content for the step-by-step Business Process Procedures (BPP) as well as the training documentation described in Solution Design  
The content development may be a somewhat iterative process since BPP’s can change during testing and training material may change after “train the trainer” or pilot training sessions are conducted.  Strict adherence to standards and prototypes will be required to assure proper operation of the SAP ProductivityPak by RWD tool. 
Course modules will be defined using BPP’s.  Other factors that guide the definition of the modules will also be considered and may include organizational structure, physical location of the trainees, ability to interrupt the trainee’s day-to-day activities, method of course delivery.  A matrix will be developed that shows each module, the business area covered, the method of delivery (e.g., instructor-led, self-study), and the deliverables to be generated based on the developed process based and end user role focused prototypes.

During the Content Development phase, the gradual transition of the training program ownership to Portland begins.  Based on prior experiences, this transition approach facilitates maximum knowledge transfer to the CoP training team members and promotes the most effective delivery of the training materials to the end-user community.  Ariston training consultants will support the CoP training team members with the development of the training materials.
2.2.6 Content Delivery

A key goal for the training program is to deliver the material and instruction as close to production implementation as possible.  This will provide the trainees with the opportunity to keep the learned materials current and allow them to retain the maximum level of knowledge entering into the production go-live environment.  This goal will be balanced with the trainee’s schedule for minimum interruption in day-to-day activities and will provide the proper amount of time for the trainee to sufficiently absorb the material.

The following activities are included in Content Delivery:

· Determine by name the end user roles and tasks performed in a process

· Determine by name and physical location each user to be trained and note any constraints (i.e., part-time worker leaves at 2PM each day)

· Assign users to appropriate courses (process based and end user role focused)

· Determine the number of sessions needed for each instructor-led course

· Assign instructors and subject matter experts to appropriate courses

· Secure facilities for instructor-led courses and Sandbox environment for practice sessions
· Build a detailed schedule for trainees, courses, instructors, facilities, including time for make-up sessions

· Monitor schedule daily to ensure that critical users are attending

· Review training evaluations daily to ensure the effectiveness of the training

The above activities will be designed with flexibility so that improvements can be made as a result of the daily monitoring.

The CoP training team members will lead the delivery of the training materials to the City end-user community.  Ariston consultants and the extended functional team members will be present during the end-user training sessions and support the CoP training team members with the delivery of the training content as required.  
e-learning

Ariston recommends the selection and use of an e-learning tool that allows the easy development of documentations, simulations and easy end user access to the training materials.  Our recommended tool is:

SAP ProductivityPak by RWD – This is an integrated suite of software that accelerates the development, organization, and distribution of documentation, training materials, and online help to maximize the effectiveness of learning materials. Using SAP ProductivityPak by RWD, a content developer simply runs a business task in the application software that is being documented. SAP ProductivityPak by RWD captures each step in the task and converts the result to professionally formatted content that can be printed, published to the web, or distributed via online help.
Ariston has extensive experience with this solution, however it is important to recognize that while e-learning may be a viable platform for basic functionality training (such as SAP navigation or repetitive transactional entry); Complex and process-based training will require live, instructor-led training by a credible and a peer respected instructor able to answer system and business related questions.
Training System / Client

Delivery of training is dependent on the provision of a configured SAP system, complete with the appropriate Business Master and Technical Master data. 

It is important that the infrastructure technical team make available a multi-client training system to enable development of the training master and exercise data. This will require significant liaison with the functional Project Team members.

Thereafter, the technical infrastructure team will develop and maintain the SAP Training System in accordance with the agreed upon refresh strategy. 
Train the Trainer

We believe that a train-the-trainer approach is the most effective way to deliver instructor-led training. We will work with the City training resources to get them familiar with the materials that is designed and developed for end-user training. Our proposal includes preparation for and facilitation of Train-the-Trainer sessions prior to the training delivery for both Phase 1 and Phase 2. The following is an outline from our recommended Train-the-Trainer workshop:
· Module 1, Introduction

· Module 2, Classroom Preparation

· Module 3, Using the Training Materials

· Module 4, SAP Demonstrations

· Module 5, Keys to Success

· Module 6, Student Presentations
2.3 Knowledge Transfer

Ariston will provide many opportunities for knowledge transfer to the City.  A successful knowledge transfer program begins with a commitment from both Ariston and Portland that knowledge transfer will be one of the key success criteria for the project.  Ariston will create a knowledge transfer plan, which will be reviewed and signed off by the CoP Project management office.  It is however important that the City provide project team members that have the necessary skills and experience to benefit from this plan.

Techniques, strategies, and approaches that are incorporated in the ASAP Methodology, the project work-plan, and CoP SAP project consist of the following. 

· Collaborative project team organization structure with co-teaming theme throughout.
· Realistic project schedule that is resource balanced providing the required schedule and hours for CoP team members to perform and complete project activities and tasks as assigned.

· Aligning CoP and Ariston project team member work schedules as closely as possible.
For the training area, City employees will be part of the training development team and assigned to a particular functional/process area. Teamed with Ariston resources, they will be expected to develop training material using the computer-based and web-based tools.  Additionally, train-the-trainer sessions and coaching sessions will be conducted prior to the delivery of training to the City employee base.

For the functional and development areas, CoP team members will be given project tasks and assignments to complete according to a defined schedule.  They will be expected to complete these tasks and assignments according to the schedule provided.

Knowledge transfer progress will be measured and assessed as part of the overall knowledge transfer plan.  Knowledge transfer assessments aimed at measuring the progress of the knowledge transfer program will be conducted at periodic intervals throughout the implementation life-cycle. Knowledge transfer checkpoints are planned for the following timeframes within the implementation life-cycle for each of the project phases.

· Completion of the Project Preparation Phase

· Completion of the Business Blueprint Phase

· Mid-Way through the Realization Phase

· Completion of the Realization Phase

· Completion of the Final Preparation Phase

Ariston assesses the accomplishment of knowledge transfer as an ongoing measure of Ariston’s performance as prime integrator.  Within the core team, there are five key elements to skills and knowledge transfer:

· Project management methodology and tools
· Project Team Training (Formal SAP education classes)

· “Hands-on” skills and knowledge transfer through resource matching
· Jointly developed system and project documentation
· End-User Training
The goal is to form a single team with the City such that there is an early and ongoing exchange of information between the CoP team members and the Ariston team members.  Ariston team’s Knowledge Transfer Strategy program is an integral part of Ariston projects.

There are a number of measures that Ariston will use to gauge the transfer of knowledge.  The key stages at which the success of knowledge transfer should be measured should be linked to the milestones defined in the overall project work-plan.

Some of the measures include:

· Formal and informal feedback consisting of questionnaires, surveys, and team meetings

· CoP team member knowledge transfer assessments conducted by both the consultants responsible for transferring knowledge and CoP team members responsible for gaining the knowledge.

· Knowledge transfer checklists and sign-off mechanisms.
· Tracking the number of follow-up questions/queries
· Completed project team training and project documentation
· Tracking of re-worked project documentation
· Whether repeat communication and training is required
Additionally, Ariston will be responsible for documenting all work products.  This documentation is the longest lasting form of knowledge transfer; as it stays with the City long after go live.  This documentation will serve as a reference for all personnel administering the system in the future.
2.4 Geographic and Organizational Scope

The geographic and organizational scope of this implementation is defined as:

· The City of Portland, OR at its major locations
· The existing legacy system users as well as other employees that will become users of the SAP system
2.5 Assumptions 
This SOW and Ariston's estimates are based on the following list of key assumptions.  Deviations that arise during the project will be managed through the Project Change Control Procedure, and may result in adjustments to the Project Scope, Estimated Schedule, Charges and other terms. If an assumption deviation is not resolved through the documented Project Change Control Procedure within (30) days then the issue will be resolved in accordance with the documented Escalation Procedure as defined in the professional services in this Agreement between the City of Portland and Ariston.
Methodology

1. The ASAP implementation methodology will be the basis for mySAP implementation at the City of Portland and will be followed by the Project Team.

2. SAP Solution Manager will be used as primary tool for blueprint, testing, issue log, and progress reporting. 

General Assumptions

3. The Ariston and CoP project team will be co-located in the Portland, OR 5th Ave. location. Onsite Ariston
consultants will spend 90% of their time on CoP premises.

4. The City of Portland and Ariston will provide Project Management resources to the implementation project team on a full time basis for the duration of the project to assist Ariston with the management of the project.

5. The City of Portland and Ariston will provide full time business staff resources at the level defined in section 3.7 of the Statement of Work and as assigned in the Master Project Work plan deliverable 1.01.08.  Ariston will be providing the staff resources defined in this statement of work at the level defined in section 3.7 of this Statement of Work.
6. Ariston assumes a project start date of November 6, 2006.

7. The City of Portland will make business decisions within three (3) business days for any one‑process (not cross functional) decision/validation.  When presented with a requirement for final business input or decision, the City of Portland will make an answer/decision within three (3) business days after a one-process solution has been proposed.  On an exception basis, as approved by the City Project Management Office, Ariston understands that some decisions will take longer.  Ariston assumes that these will take no longer than seven (7) business days. (This is for the cross-functional process decisions then?)
8. Any contractors or consultants whose services are acquired directly by the City of Portland in connection to this project will perform their assigned tasks in a timely manner.  The City of Portland will manage their efforts directly.  Ariston will work cooperatively with the selected contractors or consultants, which includes the City’s Quality Assurance Consultants. 
9. The City of Portland is responsible for the establishment of procedures to provide physical site security for the hardware and software systems and their elements.  This security would include, as appropriate, protection from losses occasioned by natural threats, forced entry, acts of violence and internal sabotage.  It is the City of Portland's responsibility to implement procedures necessary to safeguard the integrity of software and data used in this project from access by unauthorized persons.  The content of any data file, the selection and implementation of controls on its access and use, and the security of stored data is the responsibility of the City of Portland.  Ariston’s responsibilities for access to and security of City data is contained in the Terms and Conditions section of this agreement.
10. The City of Portland and Ariston understand that the timely completion of schedules and the meeting of all deadlines set forth in this Statement of Work are important to the successful completion of the project.  The City of Portland and Ariston agree to carry out their responsibilities according to the Project Plan once it has been mutually agreed to by Ariston and the City of Portland.  Any deviations from the project schedule caused by the City of Portland or Ariston will be subject to the Change Control Procedures.
11. The City of Portland is responsible for the identification and interpretation of any applicable laws, regulations, and statutes that affect the existing City of Portland application systems or programs.  It is the responsibility of the City of Portland to validate that the systems and programs meet the requirements of those laws.

12. The City of Portland will provide access to SAP’s On-line Support System (OSS) for the Ariston Project team

13. All formal CoP policy and procedure documentation will be the responsibility of the City of Portland
14. The City of Portland and Ariston, to the best of their ability, will implement means to provide continuity of its core project team skills throughout the life of the project.

15. The City of Portland Business staff will have the necessary authority and functional knowledge of the existing systems in use at the City and processes to carry out their assigned implementation tasks.

16. All Ariston financial consultants will have SAP public sector ERP expertise.

Training

17. The City of Portland will see that team members attend the appropriate training provided by SAP, by the end of the Project Preparation Phase for SAP level 1 training, and by the end of Blueprint for level 2 training, for each phase, per the agreed upon project team training schedule, deliverable 1.1.04.
18. The City of Portland personnel assigned to this project will have the technical skills necessary to participate in and benefit from the training project effort.

19. Training schedules will be incorporated into the implementation plan and will support the implementation effort in a timely manner.

20. The City of Portland ensures that the City end-users are computer literate prior to SAP training.

21. The City of Portland will provide all meeting support and logistics for classroom training sessions, including but not limited to class schedules, meeting rooms, material reproduction, flipcharts, student PC’s, and overhead projectors.

22. The City of Portland will ensure student attendance.

23. All training materials will be in English and whenever possible adhere to American Disabilities Act (ADA) requirements.
Change Management

24. The City of Portland will have the responsibility of providing Subject Matter Experts (SME) for all workshops, meetings, interviews, and surveys as detailed in the Project Work Plan.

25. As mySAP is implemented, the City of Portland will anticipate and plan for organizational adjustments.  The City of Portland will be responsible for evaluating and managing any business process and technical environment changes, managing and executing the organizational change plan and developing new performance measures for the organization, with guidance from Ariston.

Functionality

26. A standard application design across the City of Portland will be implemented.  
27. The City of Portland, as it implements the business requirements defined in Appendix B of its RFP #105496, is committed to implementing mySAP defined “Best Practices” in order to minimize or eliminate the need for customization.
28. The City desires to implement the SAP application using standard SAP functionality and capabilities with as few modifications as possible.  However, some enhancements or even modifications may be needed for regulatory or other business purposes.  The project team will use the Enhancement and Modifications Guideline and Review Process described in deliverable 1.1.02, implementation strategy described in section 3.2 below, to determine necessary enhancements and modifications.  The City and Ariston Project Management will review the impact of the enhancements and modifications on staffing and schedule and determine if change control will be used.  

Implementation

29. The City of Portland language requirements are English only.

30. The City of Portland’s co-existing initiatives constitute a risk and a challenge for the Project Team.  Ariston resources will assist, during the Project Preparation Phase, in identifying the impact these initiatives will have on the implementation.  The City of Portland will be responsible to make sure that the reasonable actions are taken to avoid impacts of these initiatives to the project schedule, staffing, and costs. The current staffing does not allocate time to accommodate reasonable restrictions imposed by competing initiatives. 

31. The City of Portland will implement the business requirements defined in appendix B of its RFP #105496 and related business processes, procedures, policies, and practices to the extent possible to fit within a non-modified installation and based on Ariston templates, with the exception of the defined custom development objects, described in greater detail in Section 2.2 of the Statement of Work. 

32. The project will be limited to configuring standard mySAP 2005 Business Suite business processes.  The scope and level of effort assumed is based on Ariston’s review of the City of Portland’s business requirements as defined in appendix B of its RFP #105496 (included in Ariston’s proposal, which will be updated and reconciled during the Business Blueprint phase), to implement package enabled business practices using the mySAP reference model and non-modified mySAP software to address mySAP functionality requirements.  
IT infrastructure 

33. The City of Portland will complete any required changes to their workstations and network to support the implementation, and will provide the necessary equipment for the project team facility.

34. All hardware, software, and networking required for Ariston to use during this project, must be made accessible in reasonable, mutually agreed upon timely manner to the Ariston Project Team members.

35. The Ariston Basis Consultants will assist the CoP technical resources with the install of the mySAP software for the sandbox, development, QA, production, and training systems.

36. The City of Portland technical staff will have the technical skills necessary to participate in the IT Infrastructure Planning effort and carry out their assigned implementation tasks.

37. Recommendations regarding IT infrastructure may require work to be performed by the City of Portland outside of the scope of this Statement of Work. 

38. The City of Portland will order, install, and test the required hardware, network, software and provide ongoing support for the duration of the Agreement. 

39. The City of Portland will be responsible for the performance of the network.

40. The City of Portland will assign technical resources as defined and agreed to and included in this scope of work during the planning process.

41. Ariston is responsible for conducting the computer hardware sizing analysis and preparing related recommendations to the City of Portland.  The City of Portland will work with Ariston and the selected hardware reseller to determine that the recommended sizing will support business processes as defined by the project team. Ariston will review the final selected hardware configuration and confirm its adequacy.
Process Integration

42. The City of Portland will be responsible to provide sufficient resources that are knowledgeable about the current environment and understand how and why interface modifications were made to the existing system. 

Interfaces 

43. Ariston will provide the City of Portland with templates, instructions, functional specifications and technical specifications and other documentation required to build interfaces to CoP legacy systems as needed.

44. The City of Portland will provide expert resources to modify legacy systems for interfaces to mySAP.  Ariston will not modify the City of Portland legacy systems in conjunction with this project. 

45. For automated batch interfaces coming from mySAP to the City of Portland legacy systems, Ariston will be responsible for developing programs that extract data from mySAP via XI.
46. For automated batch interfaces coming from mySAP to the City of Portland legacy systems, the City of Portland will be responsible for writing the programs that read XI generated output and upload data to the City of Portland’s legacy systems. 

47. For automated batch interfaces coming to mySAP from the City of Portland legacy systems, the City of Portland will be responsible for developing programs that extract data from legacy systems and create XI interface files. 

48. For automated batch interfaces coming to mySAP from the City of Portland legacy systems, Ariston will take the lead role and the City of Portland will assist in the writing of the XI programs to upload data to mySAP.  

49. Ariston will make every effort to standardize the interface formats from the different systems, in order to minimize the development costs and on-going maintenance costs using XI.

50. Interfaces that are considered in scope for the purpose of this SOW are identified in the revised attachment E to the RFP for a SAP System Integrator.

Conversions 

51. The City of Portland, in a way that will not adversely affect project-timing requirements, will handle data cleanup activities, consisting of data cleansing, integrity, and assist with defining rules for mapping and transformation for the data conversion to mySAP and interfaces.

52. Ariston will lead the City of Portland with developing the data mapping between legacy system data elements and the new mySAP system data elements.  Ariston will design and develop the set of data tables, and conversion programs to successfully transform and convert data into the SAP system. 
53. Ariston will design, develop, unit test, and run load and transfer programs.

54. Ariston will provide a test lead to manage all testing activities throughout the project.  

55. The City of Portland will create the data extraction programs from the legacy systems.

56. The City of Portland will verify the quality of the data.

57. The City of Portland will reconcile converted historical data.

58. Ariston will assist the City of Portland with performing Integration testing.

59. Ariston will provide sufficient time for end to end dry-run migrations.
Enhancements

60. Ariston will be responsible for enhancement development, as defined in the Statement of Work.  

61. The City of Portland will assist Ariston in the design, coding, and testing of these enhancement programs as specified in the ASAP Methodology.  

Workflow 

62. The City of Portland will provide Organizational Charts applicable to the workflow templates, including the custom workflows mentioned in section 2.2.5.

63. The City of Portland will assist Ariston in the design and testing of the workflow programs as specified in the ASAP Methodology.

2.6 Maintenance Plan 

As submitted in Ariston’s response to the RFP, Ariston shall provide up to one (1) year of on-site consulting support at the City of Portland’s location following the respective Go Live Date of each of Phase I and Phase II of the System, in accordance with the Work plan and the Project Plan.  A subset of Ariston’s Project team members who participated in the implementation of the applicable Phase shall provide such support to the City, to help ensure a smooth transition to the live environment and an effective transition of support of the System to the City of Portland’s support staff.  Knowledge transfer plans shall be developed as Deliverables, and implemented early in the Project, as described in Section 3.2.2.2 of this Statement of Work, to assist with this transition. 

Any changes to the above maintenance plan will be addressed through the Project Change Control Procedure as outlined in section 4.0 of the Statement of Work.
3.0 Approach

Ariston will utilize the ASAP Implementation methodology as a guideline for this implementation. Ariston will utilize SAP’s Solution Manager to define business processes and establish a “roadmap” for the implementation.  All Ariston and City of Portland team members will have common access to project related tools, methods, documents and standards as well as intellectual capital and work structures from Ariston’s previous implementations.

To implement the functional scope in this Statement of Work, Ariston and the City of Portland will work under a detailed project plan, in Microsoft Project format, based on the activities and tasks contained in the ASAP methodology. The project is presented in a three-step work breakdown structure defined as follows:

· A Phase is a grouping of work packages,

· A Work Package is a grouping of activities, and

· An Activity is defined as a group of tasks (element of work) that is assigned to a responsible party and in most cases results in the creation of a deliverable material. Each activity is defined by a sequence number in the MS project plan and/or ASAP implementation methodology and a description.

Other Terms that are used to describe the implementation approach include:

· Deliverable: A deliverable is work product that is created by Ariston as part of this agreement. The list of Ariston deliverables is provided in Appendix A and referenced in Section 3.2. Each deliverable has a unique identifier and purpose.

· Work product: The output of a significant task or activity that is tracked in the work plan but does not require formal sign-off and is not tied to a payment schedule. 

· Completion Criteria: For each work package Ariston will perform as part of this Agreement there is an established completion criterion, and

· Table of Activities: For each work package there is a table of activities which describes the activities to be performed, designates, as appropriate, “Lead”, “Assist”, and “Partner” roles and identifies the associated Deliverable Materials. The associated Deliverable Materials, if any, are listed under the Deliverable Column. 

Summary of Roles and Responsibilities:

For the table on the following pages, Ariston uses the following definitions:

· Lead:  The Party is Ultimately Responsible for the Task

· Assist:  The Party Provides Active Assistance in Completing the Task

· Partner: Both parties are deemed equally responsible for completing the Task
3.1 ASAP Implementation Roadmap

The ASAP implementation roadmap included in Attachment A is divided by phase, work package, and activities. Where possible, the deliverables have been cross referenced to the ASAP Implementation Roadmap.

3.2 Work Packages by Project Phase

The ASAP methodology incorporates five project phases – Project Preparation, Business Blueprint, Realization, Final Preparation, and Go-Live & Support.  Following are the work packages and activities for each project phase.

Under this SOW, Ariston will undertake the following activities listed in this section.  The successful completion of the project effort depends on the full commitment and participation of the City of Portland management and personnel.

The City of Portland responsibilities listed in this section are in addition to those responsibilities specified in the City of Portland and Ariston in this Professional Services Agreement, and are to be provided at no charge to Ariston.  Ariston's performance is predicated upon the responsibilities being fulfilled by the City of Portland, as scheduled in the Project Plan and outlined in Exhibit A.  Delays in performance of these responsibilities may result in additional cost and/or delay of the completion of the project, and may be handled in accordance with Project Change Control Procedure. 
All documents will be stored in the City’s copy of Solution Manager in their original document format, i.e. MS Word, MS Excel, MS Visio, etc.

3.2.1 All Phases

3.2.1.1 Ariston Project / Resource Management Work Package

Ariston will provide project management described in this Statement of Work.  Ariston will advise City of Portland Project Management on project activities (such as, project team training, organization change management, and end-user training) related to the project, but not included in the Statement of Work.  The objective of this task is to establish a framework for project communications, reporting, procedural and contractual activity.  The Ariston Project Manager will be responsible for this task as relates to the overall project.  The following sub-tasks will be performed:  

1. Review the Statement of Work and the responsibilities of both parties with CoP Project Management;

2. Maintain project communications through CoP Project Management;

3. Establish documentation and procedural standards for the development of the project;

4. Prepare a detailed Project Plan for performance of this Statement of Work which defines the detailed tasks and schedule responsibilities;

5. Measure and evaluate progress against the Project Plan; 

6. Resolve deviations from the Project Plan;

7. Conduct regularly scheduled project status meetings; 

8. Prepare and submit bi-weekly Status Reports to CoP Project Management in accordance with Deliverable 0.1.01;

9. Support CoP Project Management in the development and delivery of a formal status report to key management on a monthly basis to meet the City’s PMO obligations;

10. Review and administer the Project Change Control Procedure with CoP Project Management;

11. Coordinate and manage the technical, functional, training, and change management activities of Ariston project personnel.

Project Management Reporting

Project management reporting is important to keeping the project on track and on schedule. Project management reporting will be delivered in the following method.

	Project Phase: ALL PHASES

	Work Package: PROJECT / RESOURCE MANAGEMENT

	Activity / Task
	Sequence #
	Ariston
	CoP
	Deliverable

	Develop Project Status Report
	Continuous
	LEAD
	ASSIST
	0.1.01


Deliverable 0.1.01:  Bi-Weekly Project Status Report

Purpose:  The report will outline the project activities and describe the status of tasks worked on during that period. Significant accomplishments, milestones, and problems will be identified.  During the term of the contract Ariston will deliver to CoP Project Management a bi-weekly status report summarizing the progress of the services during the preceding two weeks, including problems that have occurred and could delay Ariston’s performance of anticipated activities and expected problems during the upcoming month.  The status report will include the current status of progress, all actual delays, all anticipated delays; and such other information as the City of Portland may reasonably request from time to time.  The City of Portland shall have the right to assume that Ariston does not know of any problems, difficulties, or issues that may have an adverse impact on the applicable Services (whether from a timing, cost, or performance standpoint) unless Ariston specifically identifies such problems, difficulties, or issues in its written status reports.
Content:  This deliverable will contain the following:

· Activities performed during the reporting period,

· Activities planned for the next reporting period,

· Status of deliverables,

· Project change control summary, and 

· Problems, issues, concerns, and recommendations.

Completion Criteria:  The Project Management work package will be considered complete when all of the work packages for this Statement of Work have been completed according to their respective completion criteria and the final Status Report has been delivered to CoP Project Management. 

3.2.2 Project Preparation Phase

The purpose of this phase is to provide initial planning and preparation for the SAP implementation project. Although each SAP project has its own unique objectives, scope, and priorities, the steps in this phase help identify and plan the primary focus areas to be considered. 

3.2.2.1 Initial Project Planning Work Package

The purpose of this work package is to start detailed planning for the project. 

	Project Phase: PREPARATION

	Work Package: INITIAL PROJECT PLANNING

	Activity / Task
	Sequence #
	Ariston
	CoP
	Deliverable

	Finalize Project Team Organization
	1.1.1.1
	LEAD
	ASSIST
	1.1.01

	Develop Implementation Strategy
	1.4.1.11
	LEAD
	ASSIST
	1.1.02

	Develop Organizational Change Management Strategy
	1.3.2.1
	LEAD
	ASSIST
	1.1.03

	Develop Project Team Training Strategy
	1.5.1
	LEAD
	ASSIST
	1.1.04

	Develop Preliminary End User Training Strategy
	1.5.2
	LEAD
	ASSIST
	1.1.05

	Develop Comprehensive Testing Strategy
	1.3.1.10

1.3.1.13.7
	LEAD
	ASSIST
	1.1.06

	Document Project Scope
	1.1.2.2
	LEAD
	ASSIST
	1.1.07

	Develop Project Work plan
	1.1.1.2
	LEAD
	ASSIST
	1.1.08

	Develop Project Charter
	1.1.2.1
	ASSIST
	LEAD
	

	Finalize Project Team Working Environment
	1.4.1.14.1
	ASSIST
	LEAD
	

	Develop Initial Risk Assessment
	MS Project
	LEAD
	ASSIST
	1.1.09


Deliverables:

Deliverable 1.1.01:  Project Team Organization Structure

The purpose of this task is to clearly define the overall project organization and create the teams that will be chartered to manage and execute the project plan. After defining specific roles, project teams, and committees, qualified individuals will be identified and assigned to project teams and committees. In the process each individual’s strengths, areas of expertise, and time available for the project should be considered. Many of the key project team roles will be full-time positions, for the length of the project, whereas other roles may only be required for specific phases of the project.

The following are examples of project roles and responsibilities:

· Project manager 

· Steering committee members 

· Business process team members and owners 

· Application and technical consultants 

· Training and documentation team members 

· Authorized people for signoff and approval 

· Production support team 

· Customer competence center 

· Change team members

Procedure

1. Describe the project subject areas. Examples are:

· Project management 

· Quality assurance 

· Business process 

· Technical implementation 

· Training and documentation 

· Change management 

· Production support

2. Describe the project roles.

3. Define the project organization structure.

4. Create project teams and assign identified resources to project teams.

Result

· Project organization 

· Description of project areas, roles, and responsibilities 

· Project teams

Deliverable 1.1.02:  Implementation Strategy

The purpose of this activity is to establish the overall implementation standards and procedures for the project. Some of these elements should be established by the technical members of the project team, and others by the business or functional members. All team members should have input in this process, and understand the basic procedures, once they have been defined. As with project management standards and procedures, it is important to address the implementation standards during Phase 1 and to establish clear guidelines. Some of the key issues to be defined are:

· Overall configuration standards for the project 

· Initial system authorization standards 

· How system enhancements are handled 

Result

Implementation standards and procedures are clearly defined and documented. 

The outputs of this activity are:

· Configuration standards 

· System authorization standards for project team 

· System problems and errors handling procedures 

· System enhancement and modification approval process

Deliverable 1.1.03:  Organizational Change Management (OCM) Strategy

The purpose of this task is to develop an organizational change strategy for the project and subsequently create an appropriate and comprehensive change charter. The change charter should explain the reason for and nature of the chosen approach to managing change. Recommended roles, procedures and processes should be outlined. In summary, this change charter serves as the foundation document for all organizational change tasks and activities. 

Procedure

1. Together with the project managers, incorporate the urgency of the need for change into a (new) definition of the project mission and rationale. 

2. Identify main stakeholder groups and their readiness for the proposed change. 

3. Define project goals and objectives (with special emphasis on particular organizational change goals and objectives). 

4. Design critical success factors for Organizational Change Management (OCM). 

5. Identify other change programs in the organization and their impact on the project. 

6. Decide on the change strategy, methods, tools and approach. 

7. Decide on required roles, procedures and processes to realize the strategy. 

8. Document the decisions made.

Result

A high level stakeholder/readiness analysis is carried out.

The change strategy and charter are developed for the project.

Deliverable 1.1.04: Project Team Training Strategy

The purpose of this deliverable is to produce the education strategy for the core project team responsible for the SAP implementation.  During the Project Preparation phase it is recommended that the project team receive an overview of the SAP solution as well as the organizational change management and implementation methodology that will be used throughout the project.  In later phases, project team training will be focused on SAP business processes and configuration.

During the project preparation phase, the first step in developing the training plan for project team members is to determine how many people will be trained and the location of the training.  The number of core team members and their locations influence where the training will occur.  During this phase of the project, core team member training is predominantly overview training so team size drives its location.  In addition to team size and location, facility availability also influences the location of the training.  Project team training should be filtered through one person to avoid confusion, control costs and prevent double bookings.  This person should be aligned with a representative from SAP Education and should either register each person for the SAP Overview and Methodology training at an SAP training center or schedule the course to be taught on site.

At this time, planning for project team training that will occur in future phases of the project is recommended.  This can be initiated by analyzing each project team member’s role and responsibilities.  For example, will a member configure the SAP system or develop SAP authorization profiles?  By analyzing roles and responsibilities appropriate courses can be identified.  The training courses and descriptions can be found in the SAPNet.  A documented project team training plan should be developed for team communication, budget purposes and approved by the project management office.

	Source of Input (Deliverable/Other)
	Input



	Project Charter


	· Project Implementation Methodology and Strategy

· Project Scope

	Project Organization and Environment
	· Project Organizational Chart/ Structure

	Project Plans
	· Budget Plan

	SAP Educational Services
	· SAP Course Curriculum and Schedule


Deliverable 1.1.05: Preliminary End-User Training Strategy

The purpose of this deliverable is to determine a preliminary end-user training and documentation strategy by assessing several fundamental aspects of the City’s training environment.  The City’s training environment includes:  

·         Training organization

·         Implementation scope and requirements

·         Training audience

·         Current training strategy

·         Training logistics

·         Training tools

As required, elements of the preliminary strategy will be modified after detailed requirements are gathered in the Business Blueprint phase.  During the Business Blueprint phase a more detailed understanding of which business processes will be performed by what roles and or positions in the organization will be determined so that specific training, security, and authorization requirements can be addressed.

The end-user training team lead will develop a high level work plan for end-user training and documentation by using the training assessment findings as a guideline.  Recommendations about the delivery method (i.e. instructor led training, on-the-job training, etc.) for end-user training and documentation will be proposed, which will serve as the key components to building the overall strategy.  Consideration for the types of roles (AP Clerk, PO Processor, etc.) and the number of individuals in each role can influence the training delivery strategy and required curriculum. The end-user training team lead will present the preliminary strategy to the Project Management Office.

	Source of Input (Deliverable/Other)
	Input



	Project Charter

 
	· Project Implementation Methodology and Strategy
· Project Scope

	Project Plans
	· Budget Plan
· Project Plan

	Project Organization, Team Definition and Environment
	· Project Organization Chart and Structure

	CoP Input
	· High level estimate of end users by role and or position

· Current City training strategy and culture


Deliverable 1.1.06: Comprehensive Testing Strategy

The purpose of this task is to establish overall strategies for testing that can be followed throughout the duration of the project. There are many different types of testing that occur during the project, and each plays a critical role in its ultimate success. Testing strategies should include:

· Unit Testing 

· Scenario Testing 

· Development Testing 

· Integration Testing 

· Technical System Testing (Technical functionality and performance including on-line and batch load testing)

Later in the project, the specific testing plans are defined in greater detail. However, it is also necessary to establish an overall testing strategy during this phase of the project.

Result

Project testing strategy

Deliverable 1.1.07: Project Scope Document

The purpose of this task is to define the project scope. The project scope describes the functional scope, the geographical scope and the organizational scope of the project. It also describes the degree of standardization, the extent of interface development, add-on development (functionality not provided as standard in the SAP System), integration with legacy systems or other off-the-shelf software has to be determined.

Procedure

1. Review the High-Level Business Requirements Document. 
2. Create SAP project and solution.
Define the structure of your project, include only elements that are part of the selected solution(s) and also the functions that you want to implement. 

3. Review the extent of development and the integration with legacy systems. 

4. Refine project scope, as required.

Result

The result of this task is a defined project scope. 

Deliverable 1.1.08:  Master Project Work plan

The purpose of this task is to create the initial project plans that include a work plan, a resource plan, and a budget plan. The results of the project estimation process can be used as a starting point, but more detailed planning is required. 

Starting with a work plan that identifies all the project activities and tasks, as well as their estimated duration, the specific resources required to accomplish those activities and tasks will be identified. This includes internal staff as well as external consultants. The plan will also address relative timing as to when resources are needed. Some resources are required on a full-time basis throughout the entire project, while other resources are only required for a defined period. 

Procedure

1. Develop a work plan of tasks, estimated duration, and estimated start and end dates. 

2. Develop a human resource plan (people and days per month) for the project duration. 

3. Identify all other resources required for the project implementation. 

4. Develop a budget plan, and estimate all expenses by month for the project duration. 

5. Review the project plans with the project sponsors.

The initial project plans should include:

· A work plan of tasks, milestones, and deliverables estimated duration, and estimated start and end dates 

· A resource plan of City staff and Ariston consultants, resource loaded to the team level 

· A list of equipment, such as PCs, printers, networks, computers, and so on 

· An itinerary of project-related resources and activities, for example facilities, external training, and travels quality audit 
Result

Initial Microsoft Project,2002 project plan

Deliverable 1.1.09:  Initial Project Risk Assessment

Purpose:  At project inception, a risk evaluation and assessment will be performed to identify the currently known project risk items.  An impact and probability rating will be assigned to identify the potential impact the risk item will have on the project if it occurs and the probability of the risk item occurring respectively.  A mitigation strategy will also be developed.

Content: This deliverable will contain the following:

· Risk assessment overview / narrative, 

· List of currently identified project risk items, along with mitigation strategies

Completion Criteria:

This work package will be considered complete when deliverable materials 1.1.01 through 1.1.10 have been approved in accordance with Section 3.5 Approval and Acceptance Procedure and when all other work activities associated to the work package are complete.
Key Work Activities without Ariston Deliverables:

Activity 1.1.2.1: Develop Project Charter

The purpose of this task is to prepare a consolidated document of the mission statement, business drivers, business measurements, and project measurements. On a high level, the charter covers elements of initial project planning, project procedures, and project kick-off. It is important to reach agreement on the project charter amongst the City’s executive management, the project sponsor, and members of the project team. Once approved, the project charter should be presented at the project kick-off meeting. 

Procedure

1. Gather information for the project charter. 

2. Gather all relevant documents and consolidate them into a deliverable document, the Project Charter. Examples of relevant documents are:

· Project mission statement 

· Project goals and objective document 

· Project scope document 

· Implementation methodology document 

· Organizational change strategy and charter 

· Initial project plans 

3. Meet with the project sponsor(s) and executive management to approve the project charter. 

4. Communicate the results to all project team members.

Result

Approved Project Charter

Activity 1.4.1.14.1: Finalize Project Team Working Environment
The purpose of this task is to plan the details and logistics for setting up a project team room. Topics for consideration include:

· Physical location and size of the room 

· Workstations, printers, network equipment 

· Definition of desktop template and roll out strategy 

· Phones, voice mail, fax machine 

· Whiteboards, flip charts, other supplies 

· Phone line accessibility for remote dial-up, network connections 

· Security access cards

Procedure

1. Set up a meeting between the project team management and building maintenance or technical support staff. 

2. Outline the detailed requirements for the project team room, including long-range plans for end user training facilities. 

3. Obtain commitment from management for the room setup. Make sure an adequate budget is available. 

4. Determine the SAPGUI components needed for the project. 

5. Determine whether SAP online documentation is to be installed locally or on a file server. 

6. Present the project room plan to the project sponsor for approval.

3.2.2.2 Project Procedures Work Package

For all project team members to operate in an effective manner, it is necessary that project standards and procedures are established at the beginning of the project, and then communicated to all team members.  The purpose of this work package is to establish the principal elements that determine how the SAP implementation is accomplished.  These activities set the groundwork for project kick-off, and provide a baseline of information to be referenced throughout the implementation. 

	Project Phase: PREPARATION

	Work Package: PROJECT PROCEDURES

	Activity / Task
	Sequence #
	Ariston
	CoP
	Deliverable

	Define Project Oversight / Communications Plan
	1.1.3
	LEAD
	ASSIST
	1.2.01

	Develop Issue Management Plan
	1.3.1.2

1.3.1.13.2
	LEAD
	ASSIST
	1.2.02

	Develop Scope Management Plan
	1.1.3.2
	LEAD
	ASSIST
	1.2.03

	Develop Risk Management Plan
	1.1.3.2
	LEAD
	ASSIST
	1.2.04

	Develop Quality Assurance Standards
	1.1.3.2
	LEAD
	ASSIST
	1.2.05

	Develop Implementation Standards and Procedures
	1.3.1

1.3.3.2.1
	LEAD
	ASSIST
	1.2.06

	Develop Knowledge Transfer Plan
	1.5
	LEAD
	ASSIST
	1.2.07


Deliverable 1.2.01:  Project Oversight and Communications Plan

The Project oversight and communications plan identifies and describes the formal and informal messages, presentations, and announcements directed within the project.  The Plan consists of specific information regarding the type of communication, purpose, scope, objectives, audience, responsibilities, format, and timings.  The purpose of the Project Oversight Plan is to outline the specific project oversight and communication that is required in order to successfully execute and manage the project.  It also identifies reporting to the Executive Governance Committee, Executive Sponsor, the City of Portland business and employee communities, and extended project team members.  The Project oversight and communication plan facilitates information in regards to the project status and progress to the entire project team.  It is the vehicle used to provide a project team that is working together as a cohesive and unified group marching toward a common goal.

The outputs of this activity are:

· Status meetings are held on a regularly scheduled basis. 

· The project is monitored using regular status meetings. 

· Communication is maintained between the project and stakeholder groups.

· Documents, presentations, or events for this information update for:

· Participants in the project, 

· Business leaders of the relevant bureaus, 

· Other key parties

· Awareness and support from the relevant people

Deliverable 1.2.02:  Issue Management Plan

The purpose of this task is to establish effective procedures to manage and resolve a wide range of ongoing issues that occur throughout the project duration. Ensure that open issues are documented, reviewed and (more importantly) resolved in a timely manner. Open issues that cannot be resolved by the project team must be escalated to project management or the steering committee so that decisions can be made quickly. Timely issue resolution allows the project effort to continue to move forward. 

The output is to establish a consistent, reliable, and effective process for identifying, tracking, and resolving ongoing issues, which occur throughout the project lifecycle, in a timely and efficient manner. The following are major topic for creation on issue and escalation management procedure:

· Define the issue identification strategy

· Define issue analysis process

· Define issue resolution process

· Define escalation process

· Define issue (open and closed) documentation procedure

· Define issue closure communication procedure

The Issue and Escalation Management Procedure should incorporate processes in order to ensure that all issues are consistently and reliably identified, tracked and resolved in a timely and efficient manner. The following aspects need to be considered: 

· All Issues will be documented

· Teams will communicate issues using the Issue Log and follow the same structure, format and process.
· Resolution of project issues will be the responsibility of the Project Management office. Project Manager will record and track all issues in the Issue Log / Issue List. 

· Issues will be escalated as per the Escalation Plan. An integrated Escalation Plan covering the management team should be agreed upon. 

· Outstanding issues will be reported in the Project Status Report.

This will ensure consistency in the issue and escalation management process.

The issue management and escalation procedure enables the project team members to address issues, questions, concerns, or suggestions in an effective manner. By establishing this process project management can avoid any activities without their approval. The issue escalation process helps to resolve issues, which are not resolved by project team and avoid any project delays.

This deliverable will contain of the following:

· Issue Management Approach,

· Roles and Responsibilities for Issue Management

Result

The project issues management plan is finalized, documented, and communicated to the project team.

Deliverable 1.2.03:  Scope Management Plan

The purpose of this task is to establish a clear process for effectively managing the extent of the project. During the implementation, there may be numerous requests to change project scope. Effective project management requires that scope be clearly established and aggressively maintained. To make changes to the project scope during the implementation, an approval process must first be clearly defined – all changes must be fully documented, including expected impact on both budget and project schedule.

Procedure

1. Establish clear guidelines.
Establish clear guidelines with project team members, the extended project team, and senior management regarding the project scope. This is documented in the Business Blueprint document deliverable

2. Follow the guidelines after approval of the Business Blueprint document.
After approval of the Business Blueprint document, the actual scope with related business processes, SAP functions, interfaces, data conversions, SAP enhancements, custom reports and so on is documented and agreed. Subsequent to the Business Blueprint document approval, any requested changes in scope resulting in timeline or resource impacts must follow these guidelines:
Requested scope changes must be submitted in writing to the project manager. Justification for the change must be clearly explained.
3. The project management office assesses the impact.
The project management office must then assess the cost, along with any additional resources required, and schedule impacts of incorporating this change in the SAP development and implementation schedule. All requests should be considered, but only essential scope additions should be approved. 

4. Recommendations are made by the project manager to the steering committee as appropriate. 

5. The project manager, steering committee, and the project sponsor must agree on all inclusions or exclusions.

Result

Scope management plan is created.

Deliverable 1.2.04:  Risk Management Plan

Purpose:  Project risk management consists of the processes concerned with identifying, analyzing, and responding to project risk.  Risk identification consists of determining which risks are likely to affect the project and documenting the characteristics of each.  Risk identification is not a one-time event and will be performed on a regular basis throughout the life cycle of the project.  This deliverable outlines and describes the formal process for which project risk items will identified, tracked, and managed.  The purpose of the Risk Management Plan is to outline the process that will be used to facilitate the identification, quantification, response development, and control of project risk items.  

Content:  This deliverable will contain of the following:

· Risk Management Approach

· Roles and Responsibilities for Risk Management

Deliverable 1.2.05:  Quality Assurance Standards

Purpose:  The primary purpose of the quality management program (QMP) is to provide a framework for maintaining and improving project quality and cost effectiveness. The QMP is designed to allow quality to be built into all project activities, thereby ensuring successful delivery of high quality products and services.   The quality management program facilitates quality assurance through the Quality Review Program (QRP) and by encouraging the proper use of processes and methodologies to maximize quality throughout the project lifecycle.  The QRP is designed to assess how the client perceives the engagement through client expectations reviews and through client satisfaction surveys.  Additionally, the QMP documentation will include the definition and scope of the periodic SAP QA reviews that will be conducted at periodic intervals during the implementation life-cycle.

Content:  This deliverable will contain of the following:

· Quality Management Program Approach

· Quality Management Program Scope

· Quality Management Program Timeline

Deliverable 1.2.06:  Implementation Standards and Procedures

The purpose of this deliverable is to document standards which need to be considered for the project. Without the standards in place it will be hard to complete some of the project planning activities, create a realistic project schedule and manage project in consistent manner. For example the Test Standards will support the initial planning of the areas of testing in a project (in Realization phase). 

Note: These standards are used later in the project to help define more detailed procedure guides that can be communicated during a phase start up or other appropriate occasions. Changes to the standards document should be made under change control procedures, to capture the impact of a change in the strategies on the implementation project.

The standards should be developed in parallel with project planning activities. Often the project standards are included in the project standards document as a guiding document for the project team. In some cases the standards are produced in the form of the standards binder that guides the implementation project standards during the whole life of the project.

Often the standards documents may be initiated and meetings held with a relevant audience to review the standards and propose changes. 

Outputs 

The outputs that make up this deliverable include:

· Deployment Standards – Tools

· Deployment Standards - Solution Manager

· Project Documentation Standards

· Issue Management Standards

· Support Package and Upgrade Standards

· Enhancement and Modification Standards

· System Configuration Standards 

· System Problem and Error Handling Procedures,

· Testing and User Acceptance Standards

· CTS Standards and Procedures for Project Team

· Preliminary Post Implementation Service and Support Standards


Deliverable 1.2.07:  Knowledge Transfer Plan

The Knowledge Transfer Plan is intended to document the knowledge transfer techniques that will be used on the project, what knowledge will be transferred, who will be supplying the expertise, City of Portland employees designated to receive the expertise, and when the transfer process has occurred. Knowledge transfer will have five assessment points during the implementation.
Content:  This deliverable will contain of the following:

· Methods & Tools for Determination of Knowledge Transfer,

· Support Area,

· Skills Required,

· Transfer From and To,

· Knowledge Transfer Assessment Dates (5 times during the project)
· Knowledge Transfer Target Dates

Completion Criteria:

This work package will be considered complete when deliverable materials 1.2.01 through 1.2.07 have been approved in accordance with Section 3.5 Approval and Acceptance Procedure and when all other work activities associated to the work package are complete.
3.2.2.3 Technical Requirements Planning Work Package

The objective of this work package is to clarify expectations, design SAP Architecture, perform hardware sizing, and procure the required hardware needed to implement the SAP technical environment for this phase.  It is assumed that the efforts surrounding a platform decision will have been made before project inception so that the architecture and tools can be designed without delay to the overall project schedule.
During the planning note that all required SAP systems are unlikely to be procured and installed at the same time.  The sandbox environment is the initial system needed at the start of the implementation project.  Other required SAP systems, such as the development, quality assurance, and production systems, are not needed until later phases; therefore, part of the planning is to take expected delivery lead-times into account so that subsequent systems and hardware can be ordered on time. 

	Project Phase: PREPARATION

	Work Package: TECHNICAL REQUIREMENTS PLANNING

	Activity / Task
	Sequence #
	Ariston
	CoP
	Deliverable

	Define Client / System Landscape Strategy
	1.4.1.2
	LEAD
	ASSIST
	1.3.01

	Define Client Transport Strategy
	1.3.1.9
	LEAD
	ASSIST
	1.3.02

	Develop Technical Architecture Strategy
	1.4.1.11.1
	LEAD
	ASSIST
	1.3.03

	Design and Architect SAP Infrastructure for complete environment based on architectural strategy
	1.4.1
	LEAD
	ASSIST
	Work Product

	Build Solution Manager environment 
	1.4.1.14.2
	LEAD
	ASSIST
	Work Product

	Build Sandbox environment for mySAP Business Suite, Business Intelligence, Portal, and XI
	1.4.1.14
	LEAD
	ASSIST
	Work Product

	Validate sizing of each SAP system 
	1.4.1.13.1
	LEAD
	ASSIST
	Work Product

	Provide input to CoP tools selection for Output Management, Job Scheduling, Regression Testing, Stress Testing and Archiving  
	1.4.1
	LEAD
	ASSIST
	Work Product


Deliverable 1.3.01:  Client / System Landscape Strategy

The system landscape is a description of all the technical systems in diagrammatic and textual form. It shows the hardware, software and connectivity between all components. It also describes the role of each component or system and how changes are propagated to that component or system. Details such as system IDs, Business System names (e.g. in the SLD – System Landscape Directory), logical (ALE) system names, clients and transport routes are included. 

It will describe the connectivity between the systems on a very detailed level (protocols, adaptors, interfaces) in a separate document (e.g. Interface Functional Specification).

It also describes the role of each component or system.

This deliverable will contain of the following:

· SAP System Landscape 

Deliverable 1.3.02:  Client Transport Strategy

The transport strategy is a plan for moving SAP Change Requests and Integration Development Objects (e.g. Interfaces, Mappings, Routings or SAP Change Request) through the system landscape. This plan ensures the development and configuration teams adhere to a consistent policy and procedure concerning:

         The release of change requests and integration development objects

         The timing of imports

         Approvals for transporting of change requests and integration development objects

The result of this activity is to define change request and transport standards for project team members. Document details of how change requests are created, named, changed and released. Project team members’ roles and responsibilities should be documented. For example, who can release requests or who can assign tasks to requests. Procedures for completing all these tasks are included. 

The team should have a clear understanding of the approval and change management processes and project team members’ roles and responsibilities. 

The CTS standards and procedures should remain for the entire duration of the project.

This deliverable will contain of the following:

· Transport Procedures for System Landscape
· Responsibilities and Roles for Client Transports
Deliverable 1.3.03:  Technical Architecture Strategy

The output is a high level overview of the existing system environment and assessment of the integration requirements for the solution being implemented. SAP implementation project usually requires the integration of a heterogeneous landscape of content sources and applications, this is especially true in implementation of mySAP EP or mySAP XI solutions. 

It is necessary to evaluate the existing environment in terms of integration feasibility and required effort. In detail the output should verify:  
· Required updates or modifications of existing environment to accommodate SAP solution

· Compatibility assessment of all component

· Required interfacing between the components

· Release plans of various systems in the landscape and their dependencies

· Planned integration features

· Required upgrades of content sources and applications

· Required licenses

This deliverable will contain the following:

· Hardware (servers, desktops and peripherals) 
· Software (operation system, application, network, third-party tools, etc) 
· Network (routers, switches, TCP/IP, etc) 
· Database 
· Communication 
· Security 
· OSS access 
Completion Criteria:

This work package will be considered complete when deliverable materials 1.3.01 through 1.3.03 have been approved in accordance with Section 3.5 Approval and Acceptance Procedure and when all other work activities associated to the work package are complete.
3.2.2.4 Project Team Training Work Package

The purpose of this work package is to train the project team to implement the system efficiently. The training consists of Level 1 SAP training per the project team training plan and reflects the scope of the implementation, and the needs of the individual team members.

	Project Phase: PREPARATION

	Work Package: PROJECT TEAM TRAINING

	Activity / Task
	Sequence #
	Ariston
	CoP
	Deliverable

	Refine Project Team Training Schedule
	1.5.1.1
	LEAD
	ASSIST
	1.4.01

	Prepare for Project Team Training
	1.5.1.3.1
	LEAD
	ASSIST
	

	Conduct Solution Manager Toolset Training
	1.5.1.2
	LEAD
	ASSIST
	1.4.02

	Conduct Level 1 Project Team Training
	1.5.1.3
	ASSIST
	LEAD
	

	Review and Assess Post Training Skills
	1.5.1.3.2

1.5.1.3.3
	ASSIST
	LEAD
	


Deliverable 1.4.01:  Refine Project Team Training Schedule

The purpose of this activity is to review the project team training plan so that team members can obtain the necessary training on the SAP System(s), navigation skills, and integration knowledge to effectively proceed with the project.
Deliverable 1.4.02:  Solution Manager Training Documentation

Purpose:  Training session(s) on the Solution Manager Software will be led by an Ariston consultant onsite at the City of Portland facilities.

· Produce Solution Manager User’s Manual.

3.2.2.5 Project Kickoff Work Package

The purpose of this work package is to formally announce to the City of Portland the initiation of the implementation project, consisting of the overall goals, timelines, standards and procedures, and detailed plans.  All members of the core project team will be involved.  The project team needs to have a shared understanding of the project’s goals, the plan, key milestones, and how they might be affected by the implementation. They also need to understand what problems to look out for and where to communicate them. They will also represent the project and serve as change agents to the larger organization, so should be prepared for this role.

	Project Phase: PREPARATION

	Work Package: PROJECT KICKOFF

	Activity / Task
	Sequence #
	Ariston
	CoP
	Deliverable

	Conduct Project Team Orientation and Kick-off
	1.1.6.1
	LEAD
	ASSIST
	

	Conduct Steering Committee Orientation
	1.2.1.10.2
	ASSIST
	LEAD
	

	Project Team Contact List
	1.4.1.14.1
	ASSIST
	LEAD
	

	Conduct Project Standards and Procedures Meeting
	1.3.3
	LEAD
	ASSIST
	


Activity 1.1.6.1:  Conduct Project Team Orientation and Kick-Off Meeting

The purpose of this task is to officially launch the SAP project to the entire organization. The kick-off meeting itself should include a wide group of participants, including senior management, project team members, consultants, members of the global team in case of roll out projects, and other personnel, as appropriate. This meeting should proceed with significant energy and enthusiasm to get the project heading in the right direction, and to communicate key information to as many people as possible.
Procedure

1. Bring all the participants together. 
2. Clarify project goals and objectives. 

3. Conduct baseline project team risk assessment. 

4. Motivate the project team. 

5. Explain the implementation strategy including OCM strategy to the project team. 

6. Explain the critical success factors for the project. 

7. Clarify roles, responsibilities, time commitments, and skill requirements including Bureau involvement
8. Provide an open forum for questions from all participants. 

9. Ensure that results of the project preparation phase are communicated. 

10. Explain the issue resolution process. 

11. Communicate and begin to build the team concepts.

12. Provide Materials for Kick-Off meeting.

Result

Kick off the meeting to inform and motivate the core and extended project team, and to sell/promote the project internally.

Activity 1.3.3:  Conduct Project Standards and Procedures Meeting 
The purpose of this activity is to prepare for the communication of the overall implementation standards and procedures for the project. All project team members should participate in the Standards Meeting in order to assure consistency of the project deliverables, project procedures and communicate project policies to the project team. 
Result

Implementation standards and procedures are clearly communicated to the project team.
Completion Criteria:

This work package will be considered complete when the Project Kickoff meetings have been held as per the mutually agreed upon project work plan and when all other work activities associated to the work package are complete.
3.2.3 Business Blueprint Phase

The purpose of this phase is to create the Business Blueprint, which is a detailed documentation of the results gathered during requirement workshops incorporating business process redesign, and how the City will achieve through requirements.  The Business Blueprint documents the City of Portland’s business process requirements.  On this basis, the project team achieves a common understanding of how the City of Portland intends to run its business within the mySAP Systems.  During this phase, the project team will also refine the original project goals and objectives, define the baseline scope, and refine the overall project schedule and implementation sequence. 

3.2.3.1 Project Management Work Package

The purpose of this work package is to establish a proper cycle of project management activities to review that the implementation project is on target.  Included within this work package are the activities required for the on-going management of the daily project activities in order to complete the project. These include, but are not limited to, planning, tracking and control, communications, team building, knowledge transfer, and stakeholder management.  Focus is applied with managing the ongoing project in accordance with the plans and processes established during the Project Preparation phase.  A checkpoint activity takes place after the service delivery work for Business Blueprint is complete. It reviews that all activities are complete, deliverables are accepted, and the City of Portland is satisfied with the project prior to proceeding to Realization.
	Project Phase: BUSINESS BLUEPRINT

	Work Package: PROJECT MANAGEMENT

	Activity / Task
	Sequence #
	Ariston
	CoP
	Deliverable

	Review Issues and Obtain Resolution
	2.1.2.4
	LEAD
	ASSIST
	

	Review Gaps and Obtain Recommendation for Resolution
	2.6.5.10
	LEAD
	ASSIST
	

	Update Risk Assessment
	2.1.2.5

2.5.1.5
	LEAD
	ASSIST
	

	Refine Project Scope
	2.6.6.2

2.6.6.4.2/3
	Partners
	Partners
	2.1.01

	Refine Project Work plan
	2.13.3
	LEAD
	ASSIST
	2.1.02

	Refine Project Management Procedures
	2.1.3.1

2.1.3.2
	LEAD
	ASSIST
	

	Process Change Requests
	2.1.2.2

2.1.2.3
	Partners
	Partners
	

	Track and Monitor Project Progress
	2.1.2.9
	LEAD
	ASSIST
	

	Conduct Project Team “All Hands” Meetings
	2.1.1.3
	LEAD
	ASSIST
	

	Conduct Project Leadership Meetings
	2.1.4.2
	LEAD
	ASSIST
	

	Conduct Executive Governance Meetings
	2.1.4.2
	ASSIST
	LEAD
	


Deliverable 2.1.01: Updated Project Scope Document

Purpose: During the Business Blueprint phase, the project scope initially defined during the Project Preparation phase is revised to support the findings of the requirement workshop sessions.  The purpose of this document is to capture and document the final project scope that will be developed during the realization phase of the project. A summary document outlining the highlights of the updated project scope document will be included with this deliverable.

Content: This deliverable will contain the following:

· Business Processes

· MySAP ERP Components

· Technical Enhancements

· Interface

· Data Conversion

· Reports / Forms

· Business Intelligence
· Gap Listing

· Workflow

Deliverable 2.1.02:  Updated Master Project Work plan

Purpose: The baseline Microsoft Project Plan showing the high-level phases, activities, and tasks with such items as estimated resources, task duration, task dependencies, and defined critical path is updated to reflect the finalized project scope and implementation timeline.  A summary document outlining the highlights of the updated Master Project Work plan will be included with this deliverable.

Content:  Updated Master Project Work plan containing phases, activities, tasks, functional lead roles, milestones, along with a defined critical path.

Completion Criteria:

This work package will be considered complete when deliverable materials 2.1.01 through 2.1.02 have been approved in accordance with Section 3.5 Approval and Acceptance Procedure and when all other work activities associated to the work package are complete.
3.2.3.2 Project Team Training Work Package

The purpose of this work package is to train the project team to implement the system efficiently. The training consists of Level 2 and 3 SAP training per the project team training plan and reflects the scope of the implementation, and the needs of the individual team members.

	Project Phase: BUSINESS BLUEPRINT

	Work Package: PROJECT TEAM TRAINING

	Activity / Task
	Sequence #
	Ariston
	CoP
	Deliverable

	Refine Project Team Training Schedule
	2.2.1.2
	LEAD
	ASSIST
	2.2.01

	Prepare for Project Team Training
	2.2.1.3.1
	LEAD
	ASSIST
	

	Conduct Level 2 and 3 Project Team Training
	2.2.1.3.2
	ASSIST
	LEAD
	

	Review and Assess Post Training Skills
	2.2.1.3.2
	ASSIST
	LEAD
	


Deliverable 2.2.01:  SAP Level 2 and 3 Project Team Training

The purpose of this task is for each team member to attend the Level 2 and 3 courses. This training provides the applications, financial, and human resources project team members with an overview of the business and financial processes, and the technical team members with an introduction to system features in their area of expertise.
After initial training is completed, you may want to conduct post-training assessment to ensure that training has been successfully completed. Also, this will show that project team members are ready for Business Blueprint activities.

Completion Criteria:

This work package will be considered complete when deliverable material 2.2.01 has been approved in accordance with Section 3.5 Approval and Acceptance Procedure and when all other work activities associated to the work package are complete.
3.2.3.3 End-User Training Work Package 

The purpose of this work package is to refine the end user training strategy. In addition this work package includes also the creation of training standards, templates, and prototypes.

	Project Phase: BUSINESS BLUEPRINT

	Work Package: END-USER TRAINING

	Activity / Task
	Sequence #
	Ariston
	CoP
	Deliverable

	Create training standards, templates and prototypes
	2.2.2.9
	LEAD
	ASSIST
	2.3.01

	Revise / Refine Preliminary End User Training Strategy
	2.2.2
	LEAD
	ASSIST
	


Deliverable 2.3.01:  End-User Training Standards, Templates, and Prototypes 

Purpose: The training standards, templates and prototypes form the basis for the content development during the Realization phase of the project.  The standards detail the criteria that content will be created against.  Templates will be built for instructor guides, student guides, quick reference (help) cards, and presentation materials based upon the ProductivityPak tool.

Content:  These elements will contain the following:

· Standards document includes how end-user training will be designed, developed and delivered. It will include the tasks to be performed, roles and responsibilities, training materials to be developed, approaches to be used in training development, approaches for trainer preparation and training delivery, required communications, and assumptions. 

· Instructor guide template (using ProductivityPak),

· Student guide template (using ProductivityPak),

· Quick reference card template (using ProductivityPak),

· Presentation materials template (using MS PowerPoint),

· End User Documentation that can be accessed by staff at the completion of training 

· Step by step procedures for each business process and transactions that can be accessed by end- users online to help them while performing their jobs.

Completion Criteria:

This work package will be considered complete when deliverable material 2.3.01 has been approved in accordance with Section 3.5 Approval and Acceptance Procedure.
3.2.3.4 Systems Environment Definition Work Package

The purpose of this work package is to establish administration procedures, initialize the Implementation Guide (IMG), install any third party software, and prepare for the start of the implementation in the development environment for mySAP ERP, and Enterprise Portal.

	Project Phase: BUSINESS BLUEPRINT

	Work Package: SYSTEMS ENVIRONMENT DEFINITION

	Activity / Task
	Sequence #
	Ariston
	CoP
	Deliverable

	Create Technical Design
	2.9
	LEAD
	ASSIST
	2.4.01

	Initialize the IMG
	2.9.5
	LEAD
	ASSIST
	

	Install 3rd Party Software
	2.9.2.10
	ASSIST
	LEAD
	

	Build Development, and Quality Assurance (QA) environments for mySAP ERP, Business Intelligence, Portal, and XI
	3.8
	LEAD
	ASSIST
	

	Review Technical Architecture Strategy in Preparation of Production environment for mySAP, Business Intelligence, and Portal Deployment
	2.9
	LEAD
	ASSIST
	

	Initial Setup of System Landscape 
	2.9.2
	LEAD
	ASSIST
	

	System Administration
	2.9.3
	LEAD
	ASSIST
	

	Select Development Tools 
	2.7
	ASSIST
	LEAD
	

	Install and Integrate Development Tools
	2.9.2
	ASSIST
	LEAD
	


Deliverable 2.4.01:  Technical Design Document 

Purpose:  The Technical Architecture Strategy developed during the Project Preparation phase documents technical requirements, identifies possible alternatives, evaluates these and selects the most appropriate option.  The Technical Design document takes the description of the selected alternative down to the specification level.

Content:  This deliverable will contain of the following:

· Network Node Design

· Operational Model

· Physical System Layout and Configuration

· Network Topology

· Interface Topology

· High Availability and Disaster Recovery Technical Strategy and Design

Completion Criteria:

This work package will be considered complete when deliverable material 2.4.01 has been approved in accordance with Section 3.5 Approval and Acceptance Procedure and when all other work activities associated to the work package are complete.
3.2.3.5 Organization Structure Definition Work Package

The purpose of this activity is to prepare for business organization structure workshops to define the organizational structure of the enterprise within the mySAP ERP System.  The organizational structure is first established to provide structure to how specific areas of the SAP system should be set up. 

	Project Phase: BUSINESS BLUEPRINT

	Work Package: ORGANIZATION STRUCTURE DEFINITION

	Activity / Task
	Sequence #
	Ariston
	CoP
	Deliverable

	Schedule organization structure workshops
	2.3.1.1
	LEAD
	ASSIST
	

	Distribute organization structure guidelines
	2.3.1.1
	LEAD
	ASSIST
	

	Conduct organization structure workshops
	2.3.1.4.1
	LEAD
	ASSIST
	

	Recommend and approve organizational structure
	2.3.1.3

2.3.1.4.2
	LEAD
	ASSIST
	2.5.01

	Design Target Jobs and Organization Levels
	2.3.1.4

2.8
	LEAD
	ASSIST
	

	Develop and Amend Policies
	2.5.1.7
	ASSIST
	LEAD
	

	Recommend and approve organization model
	2.1.4.4
	LEAD
	ASSIST
	2.5.02


Deliverable 2.5.01:  Preliminary Business Organization Structure 

Purpose: The business organization structure is the base for all further configurations and defines the highest level of the hierarchy (e.g. company codes, business areas, plant, etc…)
Content:  This deliverable will contain of the following:

· Future Organization Design
· Configuration Parameters
Deliverable 2.5.02:  Preliminary Organizational Model Design 

Purpose: The purpose of this activity is to develop a "target" organizational model that synthesizes the impacts and required changes that will need to be addressed at the people level.  It provides a model for end user jobs, roles and responsibilities, performance metrics, and work group (re)arrangements to serve as targets as the City of Portland prepares for implementation. The organizational model will provide critical structure for end-user training development, security profile construction, and change planning.  Confirmation of the model and the identification of organization and job details are finalized in the Realization phase. 

Content:  This deliverable will contain of the following:

· Job Roles, Responsibilities and Competencies
· User Scenarios and Profiles
· Business Roles
Completion Criteria:

This work package will be considered complete when deliverable materials 2.5.01 and 2.5.02 have been approved in accordance with Section 3.5 Approval and Acceptance Procedure and when all other work activities associated to the work package are complete.
3.2.3.6 Business Process Definition Work Package

The purpose of this work package is to define the enterprise requirements based on the City of Portland’s end-to-end business processes including business process redesign and SAP business processes, in order to provide the required functionality.  The Project Team can complete this work package after they have defined the organizational structure within mySAP ERP.  The Business Blueprint will be the basis for the configuration, testing, training and system acceptance.
	Project Phase: BUSINESS BLUEPRINT

	Work Package: BUSINESS PROCESS DEFINITION

	Activity / Task
	Sequence #
	Ariston
	CoP
	Deliverable

	Prepare for Business Process Workshops
	2.3.1

2.3.2

2.6.3
	LEAD
	ASSIST
	Work Product

	Conduct Global Requirement Workshops
	2.3.1.4.1
	LEAD
	ASSIST
	

	Conduct Business Process Workshops
	2.6.3.4
	LEAD
	ASSIST
	

	Conduct Detailed Requirement Workshops 
	2.6.3.4
	LEAD
	ASSIST
	

	Determine Future Business Processes 
	2.6.3.4.3
	LEAD
	ASSIST
	

	Identify Baseline Scope 
	2.6.6.4.2
	LEAD
	ASSIST
	

	Identify List of Reports and Forms
	2.6.5.1

2.6.5.6
	LEAD
	ASSIST
	

	Complete the Business Blueprint 
	2.6.6
	LEAD
	ASSIST
	2.6.01

	Conduct a Business Blueprint Review and Sign-Off
	2.6.6.5.4
	LEAD
	ASSIST
	


Work Product: Prepare for Business Process Workshops

Purpose:  The purpose of this activity is to ensure the core team and the extended team is prepared for the Business Blueprint process. Templates and questionnaires are designed and approved. Training on the various tools utilized during Blueprint is conducted and expectation of what will be included in the Blueprint, which is the main deliverable of the Business Blueprint phase, will be set.
Deliverable 2.6.01:  Business Blueprint Document 

Purpose:  The purpose of this activity is to complete the Business Blueprint, which is the main deliverable of the Business Blueprint phase.  The Business Blueprint serves as the conceptual master plan, and will be assembled into a detailed written document.  This document will show the City of Portland business requirements in detail and will serve as the basis for organization, configuration, and development activities.

Content:  This deliverable will contain of the following:

· Business process requirements 

· Key Performance Indicators - how the success of the process is measured,
· Integration points with other processes,

· To-Be Process flow diagrams - processes will be mapped for all in-scope functions,
· Change management requirements and organizational challenges,
· Required or recommended changes to policy, procedures, or both,
· Reporting considerations, listing of custom reports, and forms to be developed
· Potential problems and risks,
· Known gaps in SAP design with potential resolutions or recommendations where identified,
· System interface requirements,

· Data conversion requirements to migrate data from legacy systems,
· Authorization and security considerations and restrictions on access to the process, its inputs, or its outputs,
· Enhancements to SAP, and
· Open issues.

Completion Criteria:

This work package will be considered complete when deliverable material 2.6.01 has been approved in accordance with Section 3.5 Approval and Acceptance Procedure and when all other work activities associated to the work package are complete.
3.2.3.7 Organizational Change Management Work Package

The purpose of this work package is to prepare the CoP team members to assess and manage both individual and group reactions, and behaviors related to changes caused by the project.  This consists of identifying change resistance points and the actions required to resolve them, communicating project activities and redesigned processes to CoP associates.

	Project Phase: BUSINESS BLUEPRINT

	Work Package: ORGANIZATIONAL CHANGE MANAGEMENT

	Activity / Task
	Sequence #
	Ariston
	CoP
	Deliverable

	Conduct Change Readiness Assessment and produce Change Readiness Report
	2.5.1
	LEAD
	ASSIST
	2.7.01

	Prepare Project Communication Plan
	2.5.2
	LEAD
	ASSIST
	2.7.02

	Hold Sponsor & Stakeholder Meetings
	2.5.1.6
	ASSIST 
	LEAD 
	


Deliverable 2.7.01:  Change Readiness Report and Plan 

Purpose:  The objective of this report is to document planned readiness strategies that will be executed, and create conditions for change within the organization.  The tasks will also seek to collect and respond to more specific readiness information from areas (Bureaus, Locations, etc.) impacted by the rollout. 

Content:  This deliverable will contain of the following:

· Information on strategies to mitigate project risk areas consisting of business, project management (resources, schedule) and organizational (sponsorship, leadership)

· Key risk assessment categories

· Impact analyses (periodic readiness/risk assessments and/or other activities)

· Specific strategies for implementation/roll-out areas (Bureaus, Locations)

· Change readiness activities identified through analysis and planning to create positive conditions for change

· Key readiness categories 

Deliverable 2.7.02:  Change Communication Plan 

Purpose:  The purpose of this plan is to define and document the level of communication necessary to achieve successful change.  The Communication Plan is essentially a plan with various audiences and events (milestones) utilizing various methods to convey change and allow for organizations to prepare for those changes. The communication plan is incorporated into the overall project plan to assist and manage execution.

Content:  This deliverable will contain of the following:

· Communications team and process owner

· The City of Portland’s current high-level information and communication processes

· Stakeholders and their associated information needs/requirements based on their roles and assigned work activities

· Key events/milestones where communications and/or feedback is desired or warranted

Completion Criteria:

This work package will be considered complete when deliverable materials 2.7.01 and 2.7.02 have been approved in accordance with Section 3.5 Approval and Acceptance Procedure and when all other work activities associated to the work package are complete.
3.2.4 Realization Phase

The purpose of this phase is to implement business and process requirements based on the Business Blueprint.  The objectives are to finalize the configuration and development of the system to meet the City of Portland’s business requirements.  The fully assembled system is tested as a production product during final integration testing.  End-user training materials are developed using Productivity Pak and the team prepares for the delivery of the end-user training program.

3.2.4.1 Project Management Work Package

The purpose of this work package is to establish a cycle of project management activities to review that the project is on schedule.  It determines project planning, controlling, and updating activities.  Key activities are reporting to the steering committee and other key contacts on the status of the project, controlling the project’s scope and approving significant deviation from planned activities, resolving issues (or directing them to appropriate parties) that cannot be resolved within the project organization, managing the standards, policies /procedures established, and providing management direction to the project team and ensuring the preparation of timely, high quality deliverables.  A checkpoint activity takes place at the conclusion of the Realization phase.  It reviews that all activities are complete, deliverables are accepted, and the City of Portland is satisfied with the project prior to proceeding to Final Preparation.
	Project Phase: REALIZATION

	Work Package: PROJECT MANAGEMENT

	Activity / Task
	Sequence #
	Ariston
	CoP
	Deliverable

	Review Issues and Obtain Resolution
	3.1.2.4
	LEAD
	ASSIST
	

	Update Risk Assessment
	3.1.2.5
	LEAD
	ASSIST
	

	Manage Project Scope
	3.1.3.1
	Partner
	Partner
	

	Maintain Project Work plan
	3.1.3.3
	LEAD
	ASSIST
	

	Conduct Management Control Processes
	3.1.2.2
	Partner
	Partner
	

	Process Change Requests
	3.1.2.2

3.1.2.3
	Partner
	Partner
	

	Track and Monitor Project Progress
	3.1.2.10
	Partner
	Partner
	

	Conduct Project Team “All Hands” Meetings
	3.1.1.3
	Partner
	Partner
	

	Conduct Project Leadership Meetings
	3.1.4.2
	Partner
	Partner
	

	Conduct Executive Governance Meetings
	3.1.2.10
	ASSIST
	LEAD
	


Completion Criteria:

This work package will be considered complete when all deliverable materials have been approved in accordance with Section 3.5 Approval and Acceptance Procedure and when all other work activities associated to the work package are complete.
3.2.4.2 Project Team Training Work Package

The purpose of this work package is to identify additional project team training needs through assessment efforts.  The goal of this work package is to deliver a trained project team.  The City of Portland team members must be able to actively participate in the change management, configuration, system development, and system administration work load with the Ariston consultants.  This is a key component of the overall knowledge transfer program for the project.  Over the course of the project the client team members must become self sufficient in order to support the future production environment with minimal assistance from Ariston consultants.
	Project Phase: REALIZATION

	Work Package: PROJECT TEAM TRAINING

	Activity / Task
	Sequence #
	Ariston
	CoP
	Deliverable

	Assess Project Team Training Needs
	3.3.1.1
	LEAD
	ASSIST
	

	Identify Additional Project Team Training
	3.3.1.1
	LEAD
	ASSIST
	3.2.01

	Conduct Project Team Training (as needed)
	3.3.1.3.2
	ASSIST
	LEAD
	

	Conduct Project Team Training for Productivity Pak
	2.2..2.6

3.3.1.3
	LEAD
	ASSIST
	

	Knowledge Transfer
	3.3.1
	LEAD
	ASSIST
	Work Product

	Review and Assess Post Training Skills For All Training Provided
	3.3.1.3.2
	ASSIST
	LEAD
	


Deliverable 3.2.01:  Refresher / Additional Project Team Training Documentation

Purpose:  As identified through project team training needs assessments, additional project team training opportunities are identified and delivered.  Project team training will be led by SAP training consultants.  Both onsite and offsite training may be included.

Content:  This deliverable will contain of the following:

· Training materials for the additional project team training courses.

Work Product:  Knowledge Transfer

Purpose: Knowledge Transfer is intended to transfer ownership of the system and prepare City of Portland employees designated to support the system with the prerequisite skills to support and maintain the SAP environment and end user community. See section 2.6 for details on the knowledge transfer. 
Completion Criteria:

This work package will be considered complete when deliverable material 3.2.01 has been approved in accordance with Section 3.5 Approval and Acceptance Procedure and when all other work activities associated to the work package are complete.
3.2.4.3 System Management Work Package 

The purpose of this work package is to prepare for production and training operation for mySAP ERP, Enterprise Portal, BI, and XI.  This consists of confirming production infrastructure needs, and determining which system administration activities are necessary along with developing a System Test Plan.
	Project Phase: REALIZATION

	Work Package: SYSTEM MANAGEMENT

	Activity / Task
	Sequence #
	Ariston
	CoP
	Deliverable

	Develop System Test Plans
	3.17.4
	LEAD
	ASSIST
	3.4.01

	Review Service Level Commitments
	3.9.2.4

3.9.2.11.2
	LEAD
	ASSIST
	

	Verify System Administration Procedures
	3.9.2.10
	LEAD
	ASSIST
	

	Define Production System Design
	3.16.2
	LEAD
	ASSIST
	3.4.02

	Perform Capacity Planning
	3.4.8
	LEAD
	ASSIST
	

	Update Transport Strategy
	3.9.2
	LEAD
	ASSIST
	

	Define Production System Management including procedures for implementing service packs or patches during the project)
	3.16.2
	LEAD
	ASSIST
	3.4.03

	Determine Production Support Plan
	3.9.1.3.2
	ASSIST
	LEAD
	Work Product

	Setup and Test Production System
	3.16

3.17
	LEAD
	ASSIST
	Work Product


Deliverable 3.4.01:  System Test Plan 

Purpose:  The purpose of this deliverable is to define test plans for the Final Preparation Phase.  These tests consist of failure testing of the production system addressing all components of such a system like volume, and stress testing of business transactions, testing of system administration tasks, and testing of business transaction output using all output methods implemented, e.g. printed documents, fax, e-mail, etc. 

Content:  This deliverable will contain of the following:

· Technical Implementation Plan

· System Test Specifications

· System Test Execution Plan

· System Test Detail Plan, including unit testing for development objects

· Volume Test Plan

· Stress Test Plan,

· Business transaction output Test Plan

· System Administration Test Plan

Deliverable 3.4.02:  Production System Operational Model 

Purpose:  The Production System Operational Model is a representation of a network of computer systems, their associated peripherals and the systems software, middleware, and application software that they run.

Content:  This deliverable will contain of the following:

· Topology and geographic distribution of the system
· A detailed description of each node
· A detailed description of the networks that connect the nodes, together with their protocol layers and services. 
· A description of the systems management strategy
· A description of middleware services and products and the key middleware choices 
Deliverable 3.4.03:  Production System Management 

Purpose:  The purpose of this deliverable is to define and document the tasks necessary for the system administration of the production system. Document and define the roles, responsibilities, and tasks for each procedure. 

Content:  This deliverable will contain of the following:

· Production System Security
· Production System Operation Procedures
· Production System Administration
· Production System Database Administration Procedures
· Production System Operation Manual
Key Work Activities without Ariston Deliverables:

Activity 3.9.1.3.2: Determine Production Support Plan
The purpose of this task is to plan the setup of a production support environment that is required after going live. This plan must include staffing, procedures, and facilities and follows the procedure described below:
Determine the production support team.
Organize the support team for the first days of productive operation. This team will be comprised of the implementation project team members. This planning step starts the transition of the implementation team into a support role. 

Create the help desk.
Address the following checklist: 

· Organization make-up, numbers and types of resources required 

· Roles and responsibilities 

· Telephone scripts 

· Guidelines for prioritizing and categorizing issues 

· Documentation and communication to the City on how to use the help desk 

· Training material sessions for help desk staff

· There may already be a similar facility in the City. If so, the organization, facilities, and procedures must be updated to accommodate the new SAP System.  Management must monitor the help desk, and be prepared to take action to improve the help desk service.
· The help desk is the most important task of a CCC (Customer Competence Center). A successful help desk has to build up system as well as corporate knowledge and helps to increase user satisfaction and acceptance by providing fast and high-quality solutions. SAP supports value contract customers by setting up a help desk within the CCC.

Staff the help desk team.
Experts in SAP applications and information technology can staff the help desk. Factors that influence team make up include the SAP applications implemented, locations and number of users.
The help desk is responsible for organizing and delivering training sessions for new users using end user documentation completed in the Realization Phase (and amended, if necessary).
Consider the time zones of the sites of the implementation and ensure proper coverage.

Define help desk procedures and facilities.
The help desk must have procedures for processing the priorities of problems. A help desk guidebook can help the telephone staff resolve problems, or ask for the right information. The procedures must identify the type of resource to which the problem is assigned.

Establish the goals of the help desk:

· What is an acceptable response time to answer the telephone (how long on hold)? 

· How long is the information to be recorded during the call? 

· What is the duration of open problems and how long does it take to resolve them? 

· What is the expected number of calls, current open problems, and daily resolution of problems?

When calls are recorded, the issue resolution procedure used during the SAP project can be used. 
Provide end users with the names of people working on the help desk. Tell end users how the help desk operates. Ensure that end users know whom to contact when facing an issue or problem. 

Create disaster recovery plan and define procedures.
Define and document the procedures for disaster recovery of the production environment. Define and document the roles and responsibilities for the disaster recovery procedures to ensure escalation mechanisms are in place. The following procedures must be defined and described:

· City-wide procedures for continuing business operations 

· Data procedures 

· Technical procedures for hardware, networks, tie lines, and other network components
Completion Criteria:

This work package will be considered complete when deliverable materials 3.4.01 through 3.4.03 have been approved in accordance with Section 3.5 Approval and Acceptance Procedure and with no critical issues outstanding and when all other work activities associated to the work package are complete.
3.2.4.4 Configuration and Confirmation Work Package

The purpose of this work package is to finalize and configure the mySAP ERP system.  The configuration is an iterative process in which the project team establishes the City of Portland’s business requirements.  This is the confirmation that all the City of Portland’s business requirements that can be met in the mySAP ERP system.  
	Project Phase: REALIZATION

	Work Package: CONFIGURATION AND CONFIRMATION

	Activity / Task
	Sequence #
	Ariston
	CoP
	Deliverable

	Develop configuration plans
	3.5.1.12.2
	Lead
	Assist
	3.5.01

	Conduct Configuration Workshops
	3.5.1.14.1
	LEAD
	ASSIST
	

	Configure and Validate Scope
	3.5.1.14

3.5.1.15
	LEAD
	ASSIST
	3.5.02

	Prepare Confirmation
	3.5.1.16.1
	LEAD
	ASSIST
	

	Perform Confirmation
	3.5.1.16.2
	LEAD
	ASSIST
	3.5.03


Deliverable 3.5.01:  Configuration Plans 
Purpose:  The purpose of this deliverable is to identify, coordinate, and plan Configuration work.
Content:  This deliverable will contain of the following:

· Update Business Process Definitions

· Identify Configuration Parameters

· Develop Test Specifications (Cases, Scenarios, and Scripts)

· Develop Test Execution Plan

· Develop Business Process Master List
Deliverable 3.5.02:  Configuration Results

Purpose: The purpose of this deliverable is to document the Configuration results.

Content:  This deliverable will contain of the following:

· Business Process Procedures
· Configuration settings
· Configuration documentation stored in Solution Manager
· Configuration Test Results / Report
Deliverable 3.5.03: Confirmation Results

Purpose:  The purpose of this deliverable is to document the Confirmation results.
Content:  This deliverable will contain of the following:

· Scope Confirmation Results
· Update Business Blueprint Documents
· Potential Organizational Impacts and Barriers
· Written Signoff of Confirmation
Completion Criteria:

This work package will be considered complete when deliverable materials 3.5.01 through 3.5.03 have been approved in accordance with Section 3.5 Approval and Acceptance Procedure and when all other work activities associated to the work package are complete.
3.2.4.5 Organizational Change Management

The purpose of this work package is to ensure that organizational change management (OCM) activities take place as planned and are successful in mitigating OCM risks. 

This work package should also ensure that there is an infrastructure, which supports the transition to the new organizational business solution. 

	Project Phase: REALIZATION

	Work Package: Organizational Change Management

	Activity / Task
	Sequence #
	Ariston
	CoP
	Deliverable

	Organizational Alignment and Risk Assessment
	3.2.1
	ASSIST
	LEAD
	

	Monitor and update OCM Plan and Activities
	3.2.1.4
	ASSIST
	LEAD
	

	Organizational Change Transition Procedures
	3.2.2
	LEAD
	ASSIST
	

	Create End-User Procedures
	3.2.2.5.2
	ASSIST
	LEAD
	Work Product


Work Product:  Create End User Procedures
Purpose:  The purpose of this task is to document and distribute end user procedures for all processes impacted by the new solution design. End-user procedures should be written by the business and be aligned with local procedures, but the project team needs to supply the business with procedure related information. 
The impact report helps identify where new end user procedures are required and the role report shows how many process descriptions are required for each of the impacted processes. Each role may need to have a unique end user procedure description. However, as the process is the same, the overall process description should not differ.

3.2.4.6 Develop Conversion Programs Work Package  

The objective of this work package is to create programs and manual procedures for transferring data from the City of Portland’s legacy systems to the SAP system. 

	Project Phase: REALIZATION

	Work Package: DEVELOP CONVERSION PROGRAMS

	Activity / Task
	Sequence #
	Ariston
	CoP
	Deliverable

	Perform Legacy Data Cleansing
	3.4.4
	ASSIST
	LEAD
	

	Create Conversion Extract Programs
	3.4.4.6.2
	ASSIST
	LEAD
	

	Create Conversion Programs
	3.4.4.6.2
	LEAD
	ASSIST
	3.6.01

	Test and Migrate Conversion Programs
	3.4.4.6.4
	LEAD
	ASSIST
	3.6.02


Deliverable 3.6.01:  Conversion Programs 

Purpose:  These programs will transfer data from the extracts taken from the City of Portland’s legacy systems to the SAP system. They will be updated as a result of testing.
Content: This deliverable will contain of the following:

· Conversion Detailed Definitions

· Conversion Program Specifications

· Conversion Program Source Code

Deliverable 3.6.02:  Data Conversion and Migration Test Plans and Results 

Purpose:  The purpose of this deliverable is to document the Data Conversion and Migration test plans and results from the testing efforts. 

Content: This deliverable will contain of the following:

· Manual Conversion List

· Data Conversion Test Specifications (Cases, Scenarios, and Scripts)

· Data Conversion Test Execution Plan

· Data Conversion Detailed Test Plan

· Data Conversion Test Results

Completion Criteria:

This work package will be considered complete when deliverable materials 3.6.01 through 3.6.02 have been approved in accordance with Section 3.5 Approval and Acceptance Procedure and when all other work activities associated to the work package are complete.
3.2.4.7 Develop Application Interface and Bolt-On Programs Work Package 

The purpose of this work package is to design, build, and test programs linking mySAP systems or external application systems with the SAP system.  The requirements for interface development are documented in the Business Blueprint.  The project team will need to review that all application interface programs are complete, accurate and available to support Final Integration Testing.

	Project Phase: REALIZATION

	Work Package: DEVELOP APPLICATION INTERFACE & BOLT-ON PROGRAMS

	Activity / Task
	Sequence #
	Ariston
	CoP
	Deliverable

	Create Interface Program Specifications
	3.4.3.6.1
	LEAD
	ASSIST
	3.7.01

	Develop Interface Programs
	3.4.3.6.2
	LEAD
	ASSIST
	3.7.02

	Test and Migrate Interface Programs
	3.4.3.6.3
	LEAD
	ASSIST
	3.7.03

	Create Bolt-On Program Specifications
	3.4.7.4.1
	LEAD
	ASSIST
	3.7.04

	Develop Bolt-On Programs
	3.4.7.4.2
	LEAD
	ASSIST
	3.7.05

	Test and Migrate Bolt-On Programs
	3.4.7.4.3
	LEAD
	ASSIST
	3.7.06


Deliverable 3.7.01:  Interface Program Specifications 

Purpose:  This document will describe the specifications, file layouts and data mapping guidelines for all external interfaces to and from SAP as confirmed during the Business Blueprint phase. 

Content:  This deliverable will contain the business rules required to support the features of the interfaces as well as control points, data requirements, exception handling, and unit test plans.  Manual interfaces will also be specifically defined.

Deliverable 3.7.02:  Interface Programs 

Purpose:  These programs will transfer data to and from the City of Portland’s legacy system to and from the SAP system. They will be updated as a result of testing.
Content:  Source code

Deliverable 3.7.03:  Interface Test Plans and Results 

Purpose:  The purpose of this deliverable is to document the test plans and the results of the interface testing efforts. 

Content: This deliverable will contain of the following:

· Interface Test Specifications (Cases, Scenarios, and Scripts)

· Interface Test Execution Plan

· Interface Detailed Test Plan

· Interface Test Results

Deliverable 3.7.04:  Bolt-On Program Specifications 

Purpose:  This document will describe the specifications, file layouts and data mapping guidelines for all Bolt-On applications to and from SAP as confirmed during the Business Blueprint phase. 

Content:  This deliverable will contain the business rules required to support the features of the Bolt‑On applications as well as control points, data requirements, exception handling, and unit test plans.

Deliverable 3.7.05:  Bolt-On Programs 

Purpose:  These programs will transfer data to and from the City of Portland’s legacy system to and from the SAP system. They will be updated as a result of testing.
Content:  Source code

Deliverable 3.7.06:  Bolt-On Test Plans and Results 

Purpose:  The purpose of this deliverable is to document the test plans and the results of the Bolt-On testing efforts. 

Content: This deliverable will contain of the following:

· Bolt-On Test Specifications (Cases, Scenarios, and Scripts)

· Bolt-On Test Execution Plan

· Bolt-On Detailed Test Plan

· Bolt-On Test Results

Completion Criteria

This work package will be considered complete when deliverable materials 3.7.01 through 3.7.06 have been approved in accordance with Section 3.5 Approval and Acceptance Procedure and when all other work activities associated to the work package are complete.
3.2.4.8 Develop Enhancements Work Package 

The purpose of this work package is to identify those functions outlined in the Business Blueprint that are not defined as standard SAP and design, build and test in SAP as needed to meet the City of Portland’s business requirements. Enhancements consist of the use of SAP designed user exits using approved procedures by SAP America.  Enhancements do NOT consist of updates to the SAP source code. 
	Project Phase: REALIZATION

	Work Package: DEVELOP ENHANCEMENTS

	Activity / Task
	Sequence #
	Ariston
	CoP
	Deliverable

	Create Enhancement Specifications
	3.4.5.5.1
	LEAD
	ASSIST
	3.8.01

	Develop Enhancements
	3.4.5.5.2
	LEAD
	ASSIST
	3.8.02

	Test and Migrate Enhancements
	3.4.5.5.3
	LEAD
	ASSIST
	3.8.03


Deliverable 3.8.01:  Enhancement Specifications 

Purpose:  This document will describe the specifications for enhancements to the SAP system that are identified in the Business Blueprint documents. 

Content:  This document will contain the business rules required to support the features described in the enhancement as well as control points, security requirements, and unit test plans.

Deliverable 3.8.02:  Enhancement Programs 

Purpose:  These programs will provide user exits and custom modification of SAP standard objects that use approved procedures by SAP. They will be updated as a result of testing.
Content:  Source code

Deliverable 3.8.03:  Enhancement Test Plans and Results 

Purpose:  The purpose of this deliverable is to document the test plans and the results of the enhancement testing efforts. 

Content: This deliverable will contain of the following:

· Enhancement Test Specifications (Cases, Scenarios, and Scripts)
· Enhancement Test Execution Plan
· Enhancement Detailed Test Plan
· Enhancement Test Results
Completion Criteria:

This work package will be considered complete when deliverable materials 3.8.01 through 3.8.03 have been approved in accordance with Section 3.5 Approval and Acceptance Procedure and when all other work activities associated to the work package are complete.
3.2.4.9 Develop Reports Work Package  

The purpose of this work package is to develop those reports outlined in the Business Blueprint that are not supported by standard SAP functionality and are necessary in order to meet the business requirements of the City of Portland.

	Project Phase: REALIZATION

	Work Package: DEVELOP REPORTS

	Activity / Task
	Sequence #
	Ariston
	CoP
	Deliverable

	Develop Report Strategy
	
	LEAD
	ASSIST
	Work Product

	Create Report Specifications
	3.4.2.5.1
	LEAD
	ASSIST
	3.9.01

	Develop Reports
	3.4.2.5.2
	LEAD
	ASSIST
	3.9.02

	Test and Migrate Reports
	3.4.2.5.3
	LEAD
	ASSIST
	3.9.03


Work Product:  Report Strategy 

Purpose:  This document will define the strategy for delivery reports using the various SAP reporting technologies and tools.

Content:  This deliverable will contain the specific details on what technology to meet the reporting requirements identified during the Business Blueprint phase, BI, Standard SAP report, SAP Query etc.

Deliverable 3.9.01:  Report Specifications 

Purpose:  This document will describe the specifications, report layout, sorting, sub-totals, totals and selection guidelines for the report programs identified during the Business Blueprint phase. 

Content:  This deliverable will contain the business rules required to support the features of the reports as well as control points, data requirements, exception handling, and unit test plans.

Deliverable 3.9.02:  Report Programs 

Purpose:  These programs will provide the reports that are required to meet the City of Portland’s Business requirements. They will be updated as a result of testing.
Content:  Source code

Deliverable 3.9.03:  Report Test Plans and Results 

Purpose:  The purpose of this deliverable is to document the test plans and the results of the report testing efforts. 

Content: This deliverable will contain of the following:

· Report Test Specifications (Cases, Scenarios, and Scripts)

· Report Test Execution Plan

· Report Detailed Test Plan

· Report Test Results

Completion Criteria:

This work package will be considered complete when deliverable materials 3.9.01 through 3.9.03 have been approved in accordance with Section 3.5 Approval and Acceptance Procedure and when all other work activities associated to the work package are complete.
3.2.4.10 Develop Forms Work Package  

The purpose of this work package is to design, build and test in SAP those customer specific forms as outlined in the Business Blueprint.

	Project Phase: REALIZATION

	Work Package: DEVELOP FORMS

	Activity / Task
	Sequence #
	Ariston
	CoP
	Deliverable

	Create Form Specifications
	3.4.1.5.1
	LEAD
	ASSIST
	3.10.01

	Develop Forms
	3.4.1.5.2
	LEAD
	ASSIST
	3.10.02

	Test and Migrate Forms
	3.4.1.5.3
	LEAD
	ASSIST
	3.10.03


Deliverable 3.10.01:  Form Specifications 

Purpose:  This document will describe the specifications, layout, and selection guidelines for those forms identified during the Business Blueprint phase. 

Content:  This document will contain the form layout, selection criteria, mapping and unit test plan for the forms.

Deliverable 3.10.02:  Form Programs 

Purpose:  Forms that are required to meet the business requirements of the City of Portland. They will be updated as a result of testing.
Content:  Source code

Deliverable 3.10.03:  Form Test Plans and Results 

Purpose:  The purpose of this deliverable is to document the test plans and the results of the form testing efforts. 

Content: This deliverable will contain of the following:

· Form Test Specifications (Cases, Scenarios, and Scripts) 

· Form Test Execution Plan

· Form Detailed Test Plan

· Form Test Results

Completion Criteria:

This work package will be considered complete when deliverable materials 3.10.01 through 3.10.03 have been approved in accordance with Section 3.5 Approval and Acceptance Procedure and when all other work activities associated to the work package are complete.
3.2.4.11 Establish User Roles and Authorizations Work Package

In order to accomplish a task, employees need to traverse a variety of business applications.  The transactions and reports that characterize a typical job position can be summarized in a user role.  It is important that users can only perform those tasks for which they are authorized and prevent them from unintentional or unskilled changes in other system areas.  Since each SAP business application component provides options for controlling the use of functions through authorizations, a user role is associated with a set of authorizations that are required to accomplish the tasks of the role.  Besides the assigned authorizations, a user role further contains the definition of the user menu.  The user menu specifies in a hierarchical structure the access paths to transactions, reports and websites for the end user thus defining the interface for system access.

The purpose of this work package is to define those enterprise-wide user roles along with the required authorizations for system access and end-user training requirements.
	Project Phase: REALIZATION

	Work Package: ESTABLISH USER ROLES and AUTHORIZATIONS

	Activity / Task
	Sequence #
	Ariston
	CoP
	Deliverable

	Develop User Role and Authorizations Design
	3.10.1.2
	LEAD
	ASSIST
	3.11.01

	Review and Obtain signoff of the User Role and Authorizations Design
	3.10.1.9.2
	ASSIST
	LEAD
	

	Implement User Roles and Authorizations
	3.10.1.8
	LEAD
	ASSIST
	

	Validate User Roles and Authorizations- role to posting mapping 
	3.10.1.9.1
	ASSIST
	LEAD
	

	Define a User Role and Authorization Management Strategy
	3.10.1.10
	LEAD
	ASSIST
	3.11.02


Deliverable 3.11.01:  User Role and Authorization Management Design 

Purpose:  The purpose of this activity is to create a detailed authorization design for the mySAP ERP System implementation. They will be updated as a result of testing.
Content:  A list of user roles and tasks that will be set up in the SAP system.

Deliverable 3.11.02:  User Role and Authorization Design 

Purpose:  The purpose of this deliverable is to document the authorization management procedures for creating, changing, and monitoring activity groups, profiles, authorizations, and users. The administration of users requires procedures for help desk functions such as creating user master records based on job descriptions, changing user master records for authorizations or activity groups, deleting user master records, enabling and disabling access to the system, setting and resetting passwords, and monitoring security relevant user activities in the system.

Content:  A manual outlining procedures for maintaining user roles and authorizations in the SAP system.

Completion Criteria:

This work package will be considered complete when deliverable materials 3.11.01 and 3.11.02 have been approved in accordance with Section 3.5 Approval and Acceptance Procedure and when all other work activities associated to the work package are complete.
3.2.4.12 Develop Workflow Work Package

The purpose of this work package is to design, build, and test the Workflows that are not supported by standard workflow functionality within SAP.  These custom workflows are identified and defined during the Business Blueprint phase of the project.
	Project Phase: REALIZATION

	Work Package: DEVELOP WORKFLOW

	Activity / Task
	Sequence #
	Ariston
	CoP
	Deliverable

	Create Workflow Specifications
	3.4.6.5.1
	LEAD
	ASSIST
	3.12.01

	Develop Workflow
	3.4.6.5.2
	LEAD
	ASSIST
	3.12.02

	Test and Migrate Workflow
	3.4.6.5.4
	LEAD
	ASSIST
	3.12.03


Deliverable 3.12.01:  Workflow Specifications 

Purpose:  This document will describe the specifications for workflows within the SAP system that are identified in the Business Blueprint documents. 

Content:  This document will contain the business rules required to support the features described in the workflow as well as control points, security requirements, and unit test plans.

Deliverable 3.12.02:  Workflow Programs 

Purpose:  These programs will provide automated workflows within the SAP system. They will be updated as a result of testing.
Content:  Source code

Deliverable 3.12.03:  Workflow Test Plans and Results 

Purpose:  The purpose of this deliverable is to document the test plans and the results of the workflow testing efforts. 

Content: This deliverable will contain of the following:

· Workflow Test Specifications (Cases, Scenarios, and Scripts)
· Workflow Test Execution Plan
· Workflow Detailed Test Plan
· Workflow Test Results
Completion Criteria:

This work package will be considered complete when deliverable materials 3.12.01 through 3.12.03 have been approved in accordance with Section 3.5 Approval and Acceptance Procedure and when all other work activities associated to the work package are complete.
3.2.4.13 Develop Business Intelligence Work Package  

The purpose of this work package is to design, build, and test the Business Intelligence information providers.  The custom information providers are identified and defined during the Business Blueprint phase of the project.

	Project Phase: REALIZATION

	Work Package: DEVELOP BUSINESS INTELLIGENCE

	Activity / Task
	Sequence #
	Ariston
	CoP
	Deliverable

	Create Business Intelligence Specifications
	3.4.12.5.1
	LEAD
	ASSIST
	3.13.01

	Implement Business Intelligence Content
	3.4.12.5.2
	LEAD
	ASSIST
	3.13.02

	Test and Migrate Business Intelligence
	3.4.12.5.3
	LEAD
	ASSIST
	3.13.03


Deliverable 3.13.01:  Business Intelligence Specifications 

Purpose:  This document will describe the specifications for Business Intelligence functionality within the SAP system that are identified in the Business Blueprint documents. 

Content:  This document will contain the business rules required to support the features described in the business Intelligence as well as control points, security requirements, and unit test plans.

Deliverable 3.13.02:  Implement Business Intelligence Content 

Purpose:  To implement the Business Intelligence functionality as outlined in the Business Blueprint document. It will be updated as a result of testing.
Content:  Source code

Deliverable 3.13.03:  Business Intelligence Test Plans and Results 

Purpose:  The purpose of this deliverable is to document the test plans and the results of the Business Intelligence testing efforts. 

Content: This deliverable will contain of the following:

· Business Intelligence Test Specifications (Cases, Scenarios, and Scripts)
· Business Intelligence Test Execution Plan
· Business Intelligence Detailed Test Plan
· Business Intelligence Test Results
Completion Criteria:

This work package will be considered complete when deliverable materials 3.13.01 through 3.13.03 have been approved in accordance with Section 3.5 Approval and Acceptance Procedure and when all other work activities associated to the work package are complete.
3.2.4.14 Final Integration Testing Work Package  

The purpose of this work package is to plan and execute the integration test.  This is important for the functional verification of the production system.  Final integration testing is a simulation of live business operations.  Integration testing validates the end to end relationships of the functional components that make up the business solution. This level of testing consists of verification of dependencies of business processes plus configuration, interfaces, bolt-on applications, data integrity, reports and forms, user exits, enhancements, user roles and authorizations, workflow, and business Intelligence.  Integration testing is conducted against converted CoP legacy data and confirms that all configured System components operate together appropriately as designed and to document and test how a reliable “cutover” to production operation can be executed.

	Project Phase: REALIZATION

	Work Package: FINAL INTEGRATION TESTING

	Activity / Task
	Sequence #
	Ariston
	CoP
	Deliverable

	Develop Integration Test Cases, Scenarios, and Scripts
	3.13.1.3
	ASSIST
	LEAD
	

	Develop Integration Test Plan
	3.13.1.5
	LEAD
	ASSIST
	3.14.01

	Mass Migration of all Objects to QA Environment
	3.13.1.8.4
	LEAD
	ASSIST
	

	Validate QA Testing Environment
	3.13.1.8.5
	LEAD
	ASSIST
	

	Conduct Integration Testing 
	3.13.2.6.1
	LEAD
	ASSIST
	3.14.02

	Assemble Integration Test Report
	3.13.2
	LEAD
	ASSIST
	3.14.02

	Review and Signoff Integration Testing Results
	3.13.2.6.3
	ASSIST
	LEAD
	


Deliverable 3.14.01:  Integration Test Plan 

Purpose:  The purpose of this deliverable is to document the final integration test plan.  Components of the plan consist of the test cases, scenarios, scripts, execution schedule, defect management plan, and roles and responsibilities. 

Content: This deliverable will contain of the following:

· Testing Environment Validation

· Final Integration Test Scope

· Defect Management Plan

· Testing Tools

· Progress Tracking and Monitoring Procedures

· Final Integration Test Specifications (Cases, Scenarios, and Scripts)

· Final Integration Test Execution Plan

· Final Integration Detailed Test Plan

· Acceptance Criteria

Deliverable 3.14.02:  Integration Test Report 

Purpose:  The Test Report for integration testing is the executive summary of the test result data.  It consists of analysis of result information to allow management decisions, based on risk, on whether to proceed to the next level of test or to re-execute the phase 1 testing efforts.  

Content: This deliverable will contain of the following:

· Defects Identified

· Defect Status Listing (Open, Closed, in Analysis, in Repair, In Retest) 

· Defect Severity Level Listing

· Defect Trends (Arrival and Closure Rates, Defect Areas, Defect Volumes)

· Accomplishments Compared Against the Original Plan

· Key Issues / Concerns

· Plans and Recommendations for Moving Forward

· Recommendation on System Freeze

Completion Criteria:

This work package will be considered complete when deliverable materials 3.14.01 through 3.14.03 have been approved in accordance with Section 3.5 Approval and Acceptance Procedure, and with no critical issues outstanding and when all other work activities associated to the work package are complete.
3.2.4.15 End-User Training Work Package

The purpose of this work package is to develop the end-user training program materials that will support the City of Portland’s SAP implementation.  Course modules will be defined using business process content and taking the City of Portland organizational and day-to-day business needs into consideration.  A “train the trainer” approach will be used and a pilot of the end-user training program will be delivered to assess the completeness of the training material and the effectiveness of the training instructors.

	Project Phase: REALIZATION

	Work Package: END-USER TRAINING

	Activity / Task
	Sequence #
	Ariston
	CoP
	Deliverable

	Finalize End User Training Strategy / Plan
	2.2.2.8

3.3.3.6.3
	LEAD
	ASSIST
	

	Develop Detailed Learning Design
	3.3.3
	LEAD
	ASSIST
	3.15.01

	Develop Training Documentation Standards and Prototype
	2.2.2.9

3.3.2.11.1
	LEAD
	ASSIST
	3.15.02

	Conduct Training Material Development Workshop
	3.3.2.11.3
	LEAD
	ASSIST
	

	Develop End-User Training Materials
	3.3.3.6.1
	LEAD
	ASSIST
	3.15.03

	Design, Develop, and Deliver Instructor Training
	3.3.4.7.4
	LEAD
	ASSIST
	

	Train Power Users / Conduct Pilot Training
	3.3.4.7.4
	LEAD
	ASSIST
	

	Review / Revise End-User Training Materials
	3.3.3.6.2

3.3.4.7.5
	ASSIST
	LEAD
	


Deliverable 3.15.01:  End-User Training Design

Purpose:  The purpose of this deliverable is to develop and provide detailed end user training content for each learning module.   
Content: This deliverable will contain of the following:

· End-User Training Solution Design

· End-User Training Strategy

· End-User Training Plan

· End-User Training Support Materials

· Communications Plan

· End-User Support Specifications

· Helpdesk and online access to training documentation

Deliverable 3.15.02:  End-User Training Documentation Standards

Purpose:  The purpose of this deliverable is to document the training documentation standards and provide guidance and tools to the training developers that reinforce training material standards. 

Content: This deliverable will contain of the following:

· Prototype of Training Materials

· End-User Training Documentation Standards

· End-User Training Material Templates

Deliverable 3.15.03:  End-User Training Materials

Purpose:  The purpose of this deliverable is to provide the end-user training courses with supporting presentations, exercises and instructor guides to enhance learning.  The intent is to also provide end- users with documented procedures, work instructions and quick reference cards to support their work efforts once live on the new solution. Furthermore the training system environment must be set up.

The training and documentation content development team will create materials based on course outlines and transactions in scope.  They should utilize training and documentation tools defined in earlier phases.  Business Process Procedures created by the business process team members, content from the Business Blueprint, or business process models will be used as input for material development.  During development, the content will be stored in Solution Manager and on a shared network server to enable version controlling. Once released for rollout, an electronic version in a non-changeable format will be created to ensure integrity.
It is important for the business process team members to communicate to the training content developers which business transactions are critical, important and “nice to know”.  This will help determine which transactions have exercises dedicated to them.

A successful training class is gauged by the end-users readiness to go live. It is important for them to retain knowledge through visual representation (presentations), ability to practice (exercises) and the ability to reference the concepts taught once they leave the classroom.

 A well prepared training system environment is the prerequisite to conduct system based trainings. 

	Source of Input (Deliverable/Other)
	Input


	End User Training and Documentation Strategy
	· End User Training and Documentation Plan

	End User Training and Documentation Plans and Templates
	· (All deliverable outputs)



 

Content: This deliverable will contain of the following:

· End User Procedures

· Work Instructions

· Quick Reference Cards

· Training Course Presentations

· Instructor Guides

· Training Exercises

· Solution Keys

Completion Criteria:

This work package will be considered complete when deliverable materials 3.15.01 through 3.15.03 have been approved in accordance with Section 3.5 Approval and Acceptance Procedure and when all other work activities associated to the work package are complete.
3.2.5 Final Preparation Phase

The purpose of this phase is to complete the final preparation, consisting of testing, user training, system management and cut over activities, to finalize the readiness to go-live. This Final Preparation phase also serves to resolve all crucial open issues. 
3.2.5.1 Project Management Work Package

The purpose of this work package is to establish a cycle of project management activities to review that that the project is on schedule.  It determines project planning, controlling, and updating activities.  A checkpoint activity takes place at the conclusion of the Final Preparation phase.  It reviews that all activities are complete, deliverables are accepted, and the City of Portland is satisfied with the project prior to proceeding to the Go-Live and Support phase.

	Project Phase: FINAL PREPARATION

	Work Package: PROJECT MANAGEMENT

	Activity / Task
	Sequence #
	Ariston
	CoP
	Deliverable

	Review Issues and Obtain Resolution
	4.1.2.4
	LEAD
	ASSIST
	

	Update Risk Assessment
	4.1.2.5
	LEAD
	ASSIST
	

	Manage Project Scope
	4.1.3
	Partner
	Partner
	

	Maintain Project Work plan
	4.1.3.3
	LEAD
	ASSIST
	

	Conduct Management Control Processes
	3.1.3.2
	Partner
	Partner
	

	Process Change Requests
	4.1.2.2

4.1.2.3
	Partner
	Partner
	

	Track and Monitor Project Progress
	4.1.2.10
	Partner
	Partner
	

	Conduct Project Team “All Hands” Meetings
	4.1.1.3
	Partner
	Partner
	

	Conduct Project Leadership Meetings
	4.1.4.2
	Partner
	Partner
	

	Conduct Executive Governance Meetings
	4.1.2.9

4.1.2.10
	ASSIST
	LEAD
	


Completion Criteria:

This work package will be considered complete in accordance with Section 3.5 Approval and Acceptance Procedure and when all other work activities associated to the work package are complete and when all other work activities associated to the work package are complete.
3.2.5.2 System Management Work Package  

The purpose of this work package is to perform the necessary technical activities to prepare for production operation.  These activities cover monitoring the production infrastructure needs and determining required system administration activities.

	Project Phase: FINAL PREPARATION

	Work Package: SYSTEM MANAGEMENT

	Activity / Task
	Sequence #
	Ariston
	CoP
	Deliverable

	Refine Production System Administration
	4.3.1
	ASSIST
	LEAD
	

	Complete final preparation for the production system
	4.3.1
	ASSIST
	LEAD
	

	Conduct System Tests
	4.3.3
	LEAD
	ASSIST
	4.2.01

	Perform a Go-Live Check Consisting of Early Watch Analysis
	3.18

5.5
	LEAD
	ASSIST
	


Deliverable 4.2.01:  Technical Readiness Document

Purpose:  Confirm that the SAP technical infrastructure is ready for go-live. 

Content:  Document outlining the results of the system tests and go-live check.

Completion Criteria:

This work package will be considered complete when the deliverable material 4.2.01 has been approved in accordance with Section 3.5 Approval and Acceptance Procedure.

3.2.5.3 Detailed Cutover Planning Work Package  

The purpose of this work package is to identify issues that impact the initial plan for production support and cutover prepared in the Realization Phase, and to adapt the plan accordingly.

	Project Phase: FINAL PREPARATION

	Work Package: DETAILED CUTOVER PLANNING

	Activity / Task
	Sequence #
	Ariston
	CoP
	Deliverable

	Conduct Production Go-Live Dress Rehearsal
	4.3.4
	LEAD
	ASSIST
	

	Refine Production Cutover Plan
	4.3.1
	LEAD
	ASSIST
	4.3.01

	Refine Production Support Plan
	4.3.1.11
	ASSIST
	LEAD
	

	Refine Help Desk and Floor Support
	4.3.1.12
	ASSIST
	LEAD
	

	Define Long Term Production Support Strategy
	4.3.1.11.4
	ASSIST
	LEAD
	

	Conduct Production Readiness Assessment
	4.6.2.3.1
	LEAD
	ASSIST
	4.3.02


Deliverable 4.3.01:  Production Cutover Plan

Purpose:  The cutover plan lays out the road map for cutover acceptance and execution.  Developing the plan is a collaborative process involving representation from all the project teams consisting of functional team members, application development, testing, IT infrastructure, training, and management. 

Content:  The Production Cutover Plan will contain the following:

· Detailed task lists and work plans, by team,

· Production Cutover Staffing Schedule,

· Production Cutover Roles and Responsibilities

Deliverable 4.3.02:  Production Readiness Assessment

Purpose:  The purpose of this deliverable is to document the results of the Production Readiness Assessment.
Content:  This deliverable will contain of the following:

· Stoplight Indicator Assessment of each Component of the SAP Implementation,
· Key Go-Live Issues and Concerns
· Recommendation on Decision for Production Go-Live
Completion Criteria:

This work package will be considered complete when the deliverable materials 4.3.01 and 4.3.02 have been approved in accordance with Section 3.5 Approval and Acceptance Procedure and when all other work activities associated to the work package are complete.
3.2.5.4 End-User Training Work Package

The purpose of this work package is to review that all end users are adequately trained before the Go Live date.  Training must reflect the scope of the mySAP Business Suite implementation and the needs of the individual end user.  Project team functional and/or training experts will attend each instructor-led course to assist the City of Portland’s trainers.  Daily monitoring of the schedule will ensure that critical trainees are attending courses and daily review of course evaluations will measure effectiveness of the training.
	Project Phase: FINAL PREPARATION

	Work Package: END-USER TRAINING

	Activity / Task
	Sequence #
	Ariston
	CoP
	Deliverable

	Finalize end user training materials to include verification and final adjustments
	3.3.4.7.5

4.2.2.2
	ASSIST
	LEAD
	

	Finalize end user training logistics
	3.3.4.7.5

4.2.2.1
	ASSIST
	LEAD
	

	Initialize Training Client and Load Training Data
	3.3.3.3

4.2.2.3.1
	LEAD
	ASSIST
	

	Conduct and Review End User training
	4.2.2.3.2
	LEAD
	ASSIST
	

	Conduct End User Readiness Assessment(s)
	4.6.2.3.2
	ASSIST
	LEAD
	

	Conduct Refresher Training
	4.3.1.1

5.2.1.3
	ASSIST
	LEAD
	

	Conduct End User Practice Labs
	5.2.1.6
	ASSIST
	LEAD
	


Deliverable 3.15.03:  Deliver End-User Training 

Completion Criteria:

This work package will be considered complete when the Final Preparation phase has been completed and signed off through the Quality Check work package and when all other work activities associated to the work package are complete.
3.2.5.5 User Acceptance Testing (UAT) Work Package  

The primary objective of UAT is to demonstrate and validate that the critical business processes within the SAP system function properly as a fully integrated product within a secured testing environment.   Combined with unit testing, scenario testing, parallel testing for payroll activities, and final integration testing, the successful completion of UAT is a key milestone toward receiving the City of Portland acceptance on the readiness of the application for implementation into the production environment.  The goal of UAT is to simulate key business processing in an environment that closely resembles the to-be production model, such that it will provide the City of Portland with the required level of system examination and observation to provide go-live readiness and acceptance.

	Project Phase: FINAL PREPARATION

	Work Package: USER ACCEPTANCE TESTING (UAT)

	Activity / Task
	Sequence #
	Ariston
	CoP
	Deliverable

	Identify UAT Test Cases, Scenarios, and Scripts
	4.5.1.3
	ASSIST
	LEAD
	

	Develop UAT Plan
	4.5.1.8.3
	ASSIST
	LEAD
	

	Review and Approve UAT Plan
	4.5.1.4
	LEAD
	ASSIST
	4.5.01

	Mass Migration of all Objects to QA Environment
	4.5.1.8.4
	ASSIST
	LEAD
	

	Conduct UAT
	4.5.2.6.1
	ASSIST
	LEAD
	

	Review and Signoff UAT Results
	4.5.2.6.3
	ASSIST
	LEAD
	


Deliverable 4.5.01:  UAT Plan 

Purpose:  The purpose of this deliverable is to review and approve the UAT plan developed by the City. Review is primarily focused on the completeness of the UAT. Components of the UAT plan consist of the test cases, scenarios, scripts, execution schedule, defect management plan, and roles and responsibilities. 

Content: The UAT plan will contain of the following:

· Testing Environment Validation

· UAT Scope

· Defect Management Plan

· Testing Tools

· Progress Tracking and Monitoring Procedures

· UAT Specifications (Cases, Scenarios, and Scripts)

· UAT Execution Plan

· UAT Detailed Test Plan

· Acceptance Criteria

Completion Criteria:

This work package will be considered complete when the deliverable material 4.5.01 has been approved in accordance with Section 3.5 Approval and Acceptance Procedure and when all other work activities associated to the work package are complete.
3.2.6 Go-Live and Support Phase  

The purpose of this phase is to perform the cutover to the production system and to provide end-users with the support necessary to successfully complete their business related tasks in the new system.  This phase is also used to monitor system transactions and to optimize overall system performance.
3.2.6.1 Production Cutover Work Package

The purpose of this work package is to implement the SAP production system and to perform all activities necessary to prepare the system for release to the end-users.

The cutover execution process starts when the final go/no-go decision is made.  It is essentially the execution of the final cutover plan.  At this point all readiness measures have been collected and reviewed, including end-user readiness, and the project proceeds to cutover with an understanding of any known issues and risks and a clear agreement on any contingency plans in place.

During the early stages of cutover execution, timely communication and distribution of progress and issues is essential.  Daily project team briefs are held with key resources, and all execution performance measures are reviewed, including data load success and interface completions. 

	Project Phase: GO-LIVE AND SUPPORT

	Work Package: PRODUCTION CUTOVER

	Activity / Task
	Sequence #
	Ariston
	CoP
	Deliverable

	Perform implementation of production system
	4.6
	LEAD
	ASSIST
	

	Perform Cutover Activities
	4.6.1
	LEAD
	ASSIST
	

	Verify Production Environment by completing the System Cutover Checklist
	4.6.2.3.1

4.6.2.4
	LEAD
	ASSIST
	5.1.01


Deliverable 5.1.01:  System Acceptance Cutover Checklist

Purpose:  The purpose of this deliverable is to document all required steps for production implementation of the SAP system have been performed.

Content:  Completed production cutover checklist

Completion Criteria:

This work package will be considered complete when deliverable materials 5.1.01 has been approved in accordance with Section 3.5 Approval and Acceptance Procedure with no critical issues outstanding, with the result being a system that allows the City of Portland’s end users to perform in all material respects all transactions implemented as part of the Project.

3.2.6.2 Production Support Work Package

The purpose of this work package is to provide the City of Portland with up to one (1) year of onsite production support immediately following go-live per the agreed detailed project work plan and staffing plan, assisting the City of Portland project team in the support of the new SAP system.  

	Project Phase: GO-LIVE AND SUPPORT

	Work Package: PRODUCTION SUPPORT

	Activity / Task
	Sequence #
	Ariston
	CoP
	Deliverable

	Conduct Go-Live and Support Review
	5
	LEAD
	ASSIST
	

	Provide Production Support
	5.2.1
	ASSIST
	LEAD
	

	Train City staff to manage SAP configuration 
	5.2.1.3
	LEAD
	ASSIST
	5.2.01


Deliverable 5.1.01:  Train City Staff

Purpose: This deliverable is a set of training based on the review or evaluation of the handling of the system and overall training needs for ongoing production system support. Ariston will provide general support over an extended period of time and during all the major periodic processing dates for the first year following go-live of the system. This will provide hands on training opportunities for City support staff. Ariston will conduct follow-up training and collect feedback on training effectiveness throughout the support period
Completion Criteria:

This work package will be considered complete when the up to one (1) year of post go-live production support has been provided, and the go-live support review meeting has been conducted following each phase of the project and when all other work activities associated to the work package are complete.
3.2.6.3 Project Close Work Package

The purpose of this work package is to obtain formal agreement from the Executive Steering Committee to officially close the project and review that there is a formal transition of the system to the City of Portland.

	Project Phase: GO-LIVE AND SUPPORT

	Work Package: PROJECT CLOSE

	Activity / Task
	Sequence #
	Ariston
	CoP
	Deliverable

	Conduct Project Closing Activities
	5.4
	LEAD
	ASSIST
	

	Deliver Project Close Letter / Lessons Learned
	5.4.2.3

5.4.2.4
	LEAD
	ASSIST
	5.3.01


Deliverable 5.3.01:  Project Close Letter

Purpose:  Indicate closure of the City of Portland SAP implementation project.

Content:  A letter officially documenting the close of the project that will include a high-level list of the key lessons learned.

Completion Criteria

This work package will be considered complete when the project close letter has been delivered to the City of Portland Project Management and the Warranty term has expired and when all other work activities associated to the work package are complete.
3.3 Deliverable Materials

The estimated delivery dates will be refined and confirmed upon delivery of the project plan in the project preparation phase.  Deliverables developed from the initial project phases may potentially be refined to support the delivery requirements for subsequent project phases.
A list of project deliverables is contained in Attachment 1 ot this Exhibit A, Statement of Work
3.4 Completion Materials 

Ariston will have fulfilled its obligations under this Statement of Work when any one of the following first occurs:

· Ariston accomplishes the Ariston activities as described in Section 3.0 of this Statement of Work based on and encompassing the work describing the project scope defined in section 2 of this document. 
· The City of Portland or Ariston terminates this Statement of Work Project in accordance with the provisions of this SOW or the Agreement.

3.5 Approval and Acceptance Procedure  

Deliverables shall be reviewed for quality and completeness using the applicable Acceptance Criteria. Deliverables shall meet requirements as documented in this Statement of Work and Attachment 1 to this Exhibit A.

Contractor shall provide the City with the Deliverables according to the Project Work Plan, including without limitation the Schedule, and as described herein.  Contractor shall utilize the Project Work Plan, RFP No. 105496  (including Exhibit B), the Contractor’s Proposal to RFP No. 105496, the Deliverables for which the City has previously granted Acceptance, the Contractor’s expert knowledge, and this Agreement as the basis of subsequent Deliverables.  The Contractor shall retain backup copies in writing and on electronic media of all Deliverables until three years after termination or expiration of this Agreement and shall provide the City on its request with a copy thereof until that time.  All Deliverables shall be subject to the City’s Acceptance.  The City’s review of Deliverables shall be in accordance with the time frames therefore set forth in the Work Plan and this Exhibit A, Statement of Work.
Each deliverable document as defined in section 3.2 except for the Bi-Weekly Status Report will be approved in accordance with the following procedures in sections 3.5.1 through 3.5.4:
3.5.1 User Acceptance Testing / Final Acceptance Testing

Upon Ariston’s notification to the City of Portland that Ariston has completed the installation of any one or more components of the ERP System (“Software Components”) and that such Software Components are ready for User Acceptance Testing, the City of Portland shall begin testing such Software Components in the User Acceptance Testing non‑production environment using the mutually agreed to Acceptance Plan, including test procedures and standards contained in the Project Plan, Project Blueprint, or such other standards as are mutually agreed upon in writing (“User Acceptance Test Procedures”), to determine whether each Software Component meets in all material respects, the functionality defined in the accepted deliverables or such other criteria as are mutually agreed upon in writing (“User Acceptance Testing Criteria”).  The City of Portland and Ariston shall mutually agree on the conditions required to move the Software Components from the User Acceptance Testing Environment to the Production Environment.  Once these conditions are met, the Software Components shall be placed in the Production Environment for Go Live usage and Final Acceptance.

3.5.2 Failure of Testing

If after testing the Software Components, or any portion of the ERP System as provided for above, the Software Components or ERP System, or portion thereof, do not function in a manner described in the accepted deliverables, the City of Portland shall have the option, upon notice to Ariston, to:

1. Terminate this Agreement, in accordance with the provisions of Section XII of the Services Agreement; or

2. Accept the System at its then level of performance; or

3. Permit the Live Testing to be further extended for such period as mutually agreed upon by the parties in writing; or

4. Accept those portions of the System which pass the acceptance criteria and require Ariston to correct the remaining portions, in which event the City of Portland shall not be liable for any payments associated with the implementation of such remaining portions until they have been Accepted; or

5. Pursue such remedies as may be available to the City of Portland at law or in equity.
Final Acceptance of the ERP System by the City of Portland will not release Ariston from complying with the warranties and maintenance requirements set forth herein. 

3.5.3 Acceptance of Deliverables Other than Testing 

 The City of Portland will review, approve, and provide written sign-off for all deliverables in the following way.  

1. The Ariston Project Manager will review “drafts” of each Deliverable with CoP Project Management and/or Process Leads as appropriate prior to formal submittal of each Deliverable, no less than 7 business days before the deliverable due date per the Project Plan.
2. City Project Management will identify in writing any required changes, deficiencies, and/or additions necessary within seven (7) business days of receipt of each draft deliverable.  For the purposes of this section, business days do not include City holidays.  A period greater than seven (7) business days will be allowed upon mutual agreement of both parties.

3. Ariston will revise each Deliverable based on feedback from City and submit a final version of the deliverable for review and sign-off from City Project Management within 7 business days from the later of 

a. Receipt of the draft deliverable by the City or

b. Receipt of written notification by the City that the draft version is not acceptable.  
4. The City Project Management will review the final version of each Deliverable within three (3) business days of its receipt:

a. If the final deliverable is not acceptable, the City Project Management will identify in writing any required changes, deficiencies, and/or additions necessary within three (3) business days of receipt of the final version of each Deliverable.  A period greater than three (3) business days will be allowed upon mutual agreement of both parties.
b. If the final deliverable is acceptable, the City Project Management or designee shall within one (1) business day sign a Deliverable Acceptance form and shall return it to Ariston Project Manager.

5. If a final Deliverable is rejected by the City of Portland, Ariston shall within fifteen (15) business days from the receipt of the written notification of the rejection:

a. Re-perform the Services and resubmit the modified Deliverable for review, or 

b. Supply the City with a written detailed plan which indicates the time and methods needed to permit the Deliverables or Services to be accepted.
6. Within three (3) business days from the receipt of the Contractor’s modified Deliverable or the written plan to bring the Deliverable within acceptable limits of the specifications, the City, may accept or reject the modified deliverable or Ariston’s plan to remedy the previously rejected deliverable, at its discretion, or modify the plan and resubmit the revision to Ariston.  
7. Ariston will accept or reject the City modified plan within two (2) business days.  In the event this plan is rejected, the Deliverables or Services will be deemed not accepted and returned to the Contractor at the Contractor’s expense.  This procedure to remedy defects is not intended to limit or preclude any other remedies provided herein or any other remedies available to the City by law, including those available under the Uniform Commercial Code under Oregon law.
8. If a dispute arises through this process, it shall be resolved by the EBS Project Manager, EBS Project Director, EBS Project Sponsor and then pursuant to the dispute resolution provision in the Services Agreement.
3.5.4 Test Criteria 

Unless otherwise specifically provided in this Statement of Work, the Project Plan, or other Deliverable the test for each software component of the ERP System shall include testing to the extent that is mutually agreed upon by the City of Portland and Ariston in the following regards: (a) unit testing (i.e. individual testing of mutually agreed to fields, screens, screen-related actions, and modules/programs); (b) system testing (i.e. testing of the ERP System as a whole and its integration with other CoP systems); and (c) volume/stress testing (i.e. testing of the ERP System under peak conditions to measure response time and ERP System reaction to load).  Ariston will work closely with the City of Portland and the hardware vendor’s competency and sizing center to establish sizing and response time guidelines and targets for the City of Portland, that are mutually acceptable.
3.6 Estimated Schedule

The estimated start date of the implementation is November 6, 2006.  The target Production Go-Live dates for each of the implementation tracks are outlined below and are illustrated in the following chart.

Phase 1:
Financials and Logistics – November 2007

Phase 2:
Human Resources and Payroll – January 2008
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Phase II Kick-Off
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Mar. 30, 07
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Phase I Kick-Off

Nov. 4, 07

Go-Live

Jan. 4, 08

Go-Live

Sep. 28, 07

Realization Complete

Aug. 31, 07

Realization Complete



3.7 Project Staff and Resource Plan

The SAP Implementation project will be jointly staffed by the City of Portland (and any other consulting, or subcontracting resources retained by the City of Portland), and Ariston and Ariston’s sub-contractors. Ariston is responsible for assigning tasks to project staff per the Project Plan.

3.7.1 City of Portland Staff

The charts below define the mutually agreed upon City of Portland staffing for the project.  Ariston proposes that the CoP-Ariston project management team jointly define, at the start of the Project Preparation phase, an integrated project resource plan that defines project staffing levels, roles and responsibilities.  The City of Portland will staff these roles with resources that are empowered to make decisions and are able (skilled and trained) to complete the tasks expected of them according to the agreed upon project plan.  Roles and responsibilities for some of the key management positions on the project team have been provided.

	Phase 1 - Financial / Logistics
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	

	Phase 2 - HR/Payroll
	 
	
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	2006
	 
	 
	 
	 
	 
	 
	2007
	 
	 
	 
	 
	 
	 
	2008
	 

	 
	 
	Nov
	Dec
	Jan
	Feb
	Mar
	Apr
	May
	June
	July
	Aug
	Sept
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar

	Resource Requirement
	 
	2
	3
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	1
	2
	3

	Project Management Office
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	CoP Project Manager
	Glenn Meyer
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0

	CoP Deputy Project Manager
	Steve Peterson
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0

	CoP Contracts Manager
	Jim Wadsworth
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0

	CoP Administrative Support
	Evelyn Eayrs
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0

	Total PMO
	 
	4.0
	4.0
	4.0
	4.0
	4.0
	4.0
	4.0
	4.0
	4.0
	4.0
	4.0
	4.0
	4.0
	4.0
	4.0
	4.0
	4.0


	Phase 1 - Financial / Logistics
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	

	Phase 2 - HR/Payroll
	 
	
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	2006
	 
	 
	 
	 
	 
	 
	2007
	 
	 
	 
	 
	 
	 
	2008
	 

	
	
	Nov
	Dec
	Jan
	Feb
	Mar
	Apr
	May
	June
	July
	Aug
	Sept
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar

	Finance/Procurement
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	FI/LO Ramp Down
	
	

	CoP Finance/Procurement Lead
	Marty Scott
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	 
	 

	CoP General Ledger Lead
	Sherden Pritchett
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	 
	 

	CoP Purchasing Lead
	Ann Hawley
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	 
	 

	CoP Accounts Payable Lead
	Cindy Delozier
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	 
	 

	CoP Fixed Assets Lead
	Chan Aaby
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5
	 
	 

	CoP Grants Lead
	Sheila Black-Craig
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	 
	 

	CoP Project Accounting Lead
	Mike Blackledge
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	 
	 

	CoP Contracts Lead
	Willette Rasmussen
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	 
	 

	CoP Accounts Receivable Lead
	Donna Shalkowsky
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	 
	 

	CoP Funds Management/Controlling Lead
	Randy Webster
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	 
	 

	Total Finance/Procurement
	 
	9.5
	9.5
	9.5
	9.5
	9.5
	9.5
	9.5
	9.5
	9.5
	9.5
	9.5
	9.5
	9.5
	9.5
	9.5
	0.0
	0.0


	Phase 1 - Financial / Logistics
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	

	Phase 2 - HR/Payroll
	 
	
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	2006
	 
	 
	 
	 
	 
	 
	2007
	 
	 
	 
	 
	 
	 
	2008
	 

	 
	 
	Nov
	Dec
	Jan
	Feb
	Mar
	Apr
	May
	June
	July
	Aug
	Sept
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar

	HR/Payroll
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	HR/PR Ramp Down

	CoP HR/Payroll Lead
	Tom Schneider
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0

	CoP Personnel Lead
	Suzanne Kahn
	0.0
	0.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0

	CoP Personnel Member
	Julie Kennedy
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0

	CoP Personnel Member
	Monica Borden-Ooley
	0.0
	0.0
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5

	CoP Benefits
	Vicki Arch
	0.0
	0.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0

	CoP Payroll Lead
	Norma Romero
	0.0
	0.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0

	CoP Payroll Member
	Debby Hill
	0.0
	0.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0

	CoP Timekeeping Lead
	Elsa Kaufman
	0.0
	0.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0

	CoP Timekeeping Member
	Sandra Lillard
	0.0
	0.0
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5

	CoP Position Control / Org Mgmt
	Kellie Le
	0.0
	0.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0

	CoP Compensation
	Kate Schmidt
	0.0
	0.0
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5

	CoP Recruiting
	Allan Messer
	0.0
	0.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0

	CoP Employee Self Service
	TBD
	0.0
	0.0
	0.0
	0.0
	0.0
	0.0
	0.0
	0.0
	0.0
	0.0
	0.0
	0.0
	0.0
	0.0
	0.0
	0.0
	0.0

	Total Human Resources/Payroll
	 
	2.0
	2.0
	10.5
	10.5
	10.5
	10.5
	10.5
	10.5
	10.5
	10.5
	10.5
	10.5
	10.5
	10.5
	10.5
	10.5
	10.5


	Phase 1 - Financial / Logistics
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	

	Phase 2 - HR/Payroll
	 
	
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	2006
	 
	 
	 
	 
	 
	 
	 
	2007
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	Nov
	Dec
	Jan
	Feb
	Mar
	Apr
	May
	June
	July
	Aug
	Sept
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar

	Technology
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Technology Ramp Down
	 

	CoP Technology Lead
	Rick Schulte
	0.8
	0.8
	0.8
	0.8
	0.8
	0.8
	0.8
	0.8
	0.8
	0.8
	0.8
	0.8
	0.8
	0.8
	0.8
	0.8
	0.8

	CoP Assistant Technology Lead
	TBD
	0.0
	0.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0

	CoP IT Financials Lead
	Pat Scarpelli
	0.0
	0.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0

	CoP IT HR/Payroll Lead
	Pat Green
	0.0
	0.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0

	CoP BI/Reports
	Jack Wussow
	0.0
	0.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0

	CoP IT Time Reporting
	Ed Lieu
	0.0
	0.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0

	CoP IT Time Reporting
	Ken Farimond
	0.0
	0.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0

	CoP BI/Interface Lead
	Wes Smith
	0.0
	0.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0

	CoP IT Financials
	New Hire
	0.0
	0.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0

	CoP IT HR Payroll
	New Hire
	0.0
	0.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0

	CoP IT BI/Interface
	New Hire
	0.0
	0.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0

	CoP IT BI/Reports
	New Hire
	0.0
	0.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0

	CoP Basis DBA
	New Hire
	0.0
	0.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0

	CoP Basis DBA
	New Hire
	0.0
	0.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0

	CoP Security
	TBD
	0.0
	0.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0

	CoP Infrastructure
	TBD
	0.0
	0.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0

	Total Technology
	 
	0.8
	0.8
	15.8
	15.8
	15.8
	15.8
	15.8
	15.8
	15.8
	15.8
	15.8
	15.8
	15.8
	15.8
	15.8
	15.8
	15.8


	Phase 1 - Financial / Logistics
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	

	Phase 2 - HR/Payroll
	 
	
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	2006
	 
	 
	 
	 
	 
	 
	 
	2007
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	Nov
	Dec
	Jan
	Feb
	Mar
	Apr
	May
	June
	July
	Aug
	Sept
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar

	Change Management
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	Change Mgt Ramp Down

	CoP Change Management Lead
	Sediegh Khodaverdi
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0

	CoP Infrastructure Captain & Bureau Readiness
	Eric Hofeld
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	0.5
	0.5
	0.5

	CoP Finance/Admin Captain & Training Liaison
	Liz Mitchell
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	0.5
	0.5
	0.5

	CoP Change Captain
	 
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5

	CoP Change Captain
	 
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5

	CoP Communication Specialist
	 
	 
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	0.5

	Administrative OSS III
	
	
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	

	CoP Training Manager
	
	
	
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	

	CoP Training Developer / Trainer
	 
	 
	 
	
	
	0.3
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	0.5

	CoP Training Developer / Trainer
	 
	 
	 
	
	
	0.3
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	0.5

	CoP Training Developer / Trainer
	 
	 
	 
	
	
	0.3
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	0.5

	CoP Training Developer / Trainer
	 
	 
	 
	
	
	0.3
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	0.5

	CoP Training Developer / Trainer
	 
	 
	 
	
	
	0.3
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	0.5

	CoP Trainer
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0.5
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	0.5

	CoP Trainer
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0.5
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	0.5

	CoP Trainer
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0.5
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	1.0
	0.5

	Total Change Management
	 
	4.0
	6.0
	7.0
	7.0
	8.5
	12.0
	12.0
	12.0
	13.5
	15.0
	15.0
	15.0
	15.0
	15.0
	14.0
	14.0
	8.5


	GRAND TOTAL  
	
	20.3
	22.3
	46.8
	46.8
	48.3
	51.8
	51.8
	51.8
	53.3
	54.8
	54.8
	54.8
	54.8
	54.8
	53.8
	53.8
	38.8


Outlined below is a table listing the required City of Portland project team member roles and responsibilities along with a set of the skills required.

Functional Team

	Position
	Role / Responsibility
	Skills Required

	Functional Lead
	· Execute project plans

· Develop scope for applicable functional area
· Create work plans

· Manage / lead team resources

· Participate in the resolution of problems, concerns and issues on an as needed basis

· Promote integration of business process design across the functional teams

· Assess project risks

· Perform hands-on team member responsibilities
· Work with Ariston counterpart to provide leadership to the entire functional team
	· Experience with the Microsoft suite of software including Word, Excel, PowerPoint, and Visio.

· Strong leadership skills

· Accepted leader throughout the organization (explicitly or implicitly)
· Strong communication and teaming skills

· Understanding of existing City business processes and procedures

· Business lead as opposed to IT lead

· Excellent understanding of project scope and requirements

· Preferably business process lead of one of the major components implemented during that phase, i.e. GL or Budget for financials phase.  This ensures that the functional lead has a personal stake in the success of the project

· Experience with long term projects.  (Project life is different then regular job life, i.e. your job becomes task and schedule driven with ultimate deliverable often many months away)

	Functional Subject Matter Experts
	· Execute project tasks

· Provide functional expertise to develop business requirements definition

· Assist in the design of interfaces, conversion programs, reports, and enhancements

· Support development of training work products
· Support the training team with the delivery of end-user training.
· Work with Ariston counterparts to take over configuration activities

· Define user authorization requirements
· Provide post go-live help desk and floor support
	· Experience with the Microsoft suite of software including Word, Excel, PowerPoint, and Visio.

· Understanding of existing City business processes and procedures in general

· Excellent understanding of existing business processes and procedures in area of responsibility

· Embracing enterprise view, especially important for people coming from bureaus as they often focus on their specific bureau needs

· Ability to conceptualize processes and procedures, i.e. understanding the requirements of the area of responsibility is more then knowing the current tasks performed in those jobs.  It also means understanding why these tasks are executed and what goals they serve.

· Understanding of project scope and requirements

· Functional understanding of legacy data and interface applications

· Strong business analyst skills

· Solid communication skills

· Recognized leader throughout the organization for the area of responsibility

· Closely involved with day to day operations in area of expertise, i.e. their experience should be current.  It can not be that they worked the area x years ago 
· Experience with long term projects.  (Project life is different then regular job life, i.e. your job becomes task and schedule driven with ultimate deliverable often many months away)
· Affinity with/for “systems” part of current job or area of responsibility, i.e. GL SME gives up being an account or user of system and becomes implementer of GL system.  This requires a mind shift and a certain affinity with systems work.


Technical Team
	Position
	Role / Responsibility
	Skills Required

	Security Administrator
	· Document SAP security policies and procedures 

· Create and maintain operating system user policies

· Create and maintain network, dial-up, or Internet access  policies

· Create and maintain database user policies

· Create and maintain SAP user policies

· Create and maintain SAP authorizations and profiles

· Create and maintain interface/data files security policies and procedures

· Analyze and resolve security issues
	· Basic knowledge of the hardware

· Basic knowledge of networking

· Basic knowledge of the operating system
· Knowledgeable about existing security policies and practices that are in place at the City

· Knowledgeable about security concepts and strategies like SoD, Management of Internal Controls, etc.

	Infrastructure Lead
	· Responsible for the SAP Infrastructure including Servers, Operating system, Network, and Monitoring / Control of the Landscape including Backup and Recovery procedures

· Proficient in managing a team of network and technical specialist (roles defined below)  

· Document System Standards, Procedures and Policies 

· Maintain Deployment schedule for hardware and software deployment
	· Good knowledge of the Hardware and Operating system, Network and Backup procedures

· Basic knowledge about SAP landscape and infrastructure architecture

	Technical Lead
	· Responsible for Managing City’s SAP Infrastructure and Development Teams (roles given below)

· Manage the Legacy Data extraction and Data cleanup effort, including Audit and Reconciliation procedures 

· Coordinate with Third Party Agencies involved in the technical effort
· Execute project plans

· Create work plans

· Manage / lead team resources

· Participate in the resolution of problems, concerns and issues on an as needed basis

· Assess project risks

· Perform hands-on team member responsibilities

· Work with Ariston counterpart to provide leadership to the entire technical team
	· Good knowledge about development methodologies, coding standards, performance and optimizing techniques.
· Experience with the Microsoft suite of software including Word, Excel, PowerPoint, and Visio.

· Strong leadership skills

· Accepted leader throughout the organization (explicitly or implicitly)
· Strong communication and teaming skills

· Understanding of existing City business processes and procedures

· IT lead as opposed to business lead

· Excellent understanding of project scope and requirements

	System Adminstrator / Networking Specialist  
	· Install and maintain server hardware

· Establish and maintain network configuration and communication

· Install and maintain peripheral devices

· Perform operating system install, upgrades, and patches

· Maintain file systems

· Install, upgrade, and maintain SAP servers for the complete landscape

· Install and configure SAP printers

· Create initial user IDs for operating system, database and SAP


	· Good knowledge of the hardware

· Good knowledge of networking

· Good knowledge of the operating system

· Good knowledge of databases



	SAP

Basis 

Administrator
	· SAP Software installation and upgrades, environment setup.

· Setting up communication between different the various components of the MySAP Business Suite.

· Database maintenance recommendation to DBA.

· SAP Transport Management System (TMS) setup.

· Client maintenance like client copy, client export, and client import.

· SAP system profile maintenance for different parameters.

· Analyzing system logs and alerts.

· ALE environment setup, maintaining RFC connections. 

· Performance monitoring and tuning.

· SAP User Administration and Authorizations maintenance (optional).

· SAP CCMS, Operation Modes, Background jobs and Spool management.

· SAP OSS Administration and OSS notes implementation.

· Applying Support Packages, CRT’s, SPAM updates and Plug-Ins.

· Generating SAP Developer keys and SAP Object repair key using OSS.

· Load balancing over multiple app servers

· Support SAPGUI front-end installation.
	· Good knowledge of the hardware

· Good knowledge of networking

· Good knowledge of the operating system

· Good knowledge of databases

	SAP 

Database Administrator
	· Perform table and tablespace maintenance

· Assist in SAP upgrades

· Provide support for new table definitions

· Provide support for the data dictionary

· Provide support for archiving and database reorganization

· Design, implement, and test SAP backup and recovery procedures

· Monitor and tune SAP, operating system, database, and hardware

· Document SAP database standards, policies, and procedures

· Document SAP database security policies and procedures
	· Good knowledge of the operating system

· Strong database knowledge
· Tuning expertise

	SAP ABAP Developer
	· Develop Custom ABAP Reports (Classical or Interactive) 

· Develop Data Load programs using various techniques
· Develop custom Function modules and BAPI’s

· Develop web applications 

· Develop custom User exits
· Develop reports
	· Good practical knowledge with at least 1 programming language
· Good knowledge of development methodology and standards
· Good practical knowledge of at least 1 of the legacy systems

· Strong analytical skills

· Preferably good understanding of the requirements of at least 1 of the functional areas that is part of the scope

	SAP BI Developer
	· Activate SAP standard content (Extraction, Data Storage, Reporting)

· Develop Info Providers, and Queries
	· Good practical understanding of data warehousing techniques, and modeling

· Experience with Extraction, Transformation, Load processes

· Preferably a good understanding of the information delivery requirements

· Strong analytical skills


Change Management Team
	Position
	Role / Responsibility
	Skills Required

	Change Management Lead
	· Execute project plans

· Create work plans

· Manage / lead team resources

· Participate in the resolution of problems, concerns and issues on an as needed basis

· Promote enterprise vision throughout the City
· Assess project risks

· Perform hands-on team member responsibilities
· Work with Ariston counterpart to provide leadership to the entire change management team
	· Experience with the Microsoft suite of software including Word, Excel, PowerPoint, and Visio.

· Excellent communication skills

· Aptitude for understanding new processes and procedures

· Understanding of current City organization and structure

· Understanding of existing City business processes and procedures

· Experience preferably with both change management, communication, and training but at a minimum one of the components

· Excellent understanding of project scope and requirements

· Preferably somebody that is well respected throughout the enterprise

	Change Management Consultant / BPR
	· Lead team building efforts to mobilize project sponsors, project team members, extended team members, functional customers and end users, and other “change agents” through education and involvement

· Assess the City’s organizational change readiness

· Identify enablers and barriers to change

· Assess the City’s current organizational structure and redesign to align with the new “to be” processes and SAP methodologies

· Develop change management and communication strategies and plans
· Develop feedback mechanisms that monitor progress and facilitate continuous improvement of change management and communications plans

· Work with functional teams to analyze current process strengths and weaknesses
· Identify process improvement opportunities
· Design future processes, considering best practice research and “to be” process requirements, while capitalizing on SAP functionality
	· Experience with the Microsoft suite of software including Word, Excel, PowerPoint, and Visio.

· Solid communication skills

· Aptitude for understanding new processes and procedures

· Understanding of current City organization and structure

· Understanding of existing City business processes and procedures

	Training Consultants
	· Conduct end-user training needs assessment

· Determine/confirm training scope and approach

· Define training team responsibilities

· Develop training strategy document

· Develop end-user training materials content, templates, and standards

· Develop end-user training plan

· Development end-user training materials

· Schedule and plan end-user training

· Deliver end-user training program

· Deliver end-user refresher training sessions

· Support end-user practice labs

· Conduct end-user readiness assessments
	· Experience with the Microsoft suite of software including Word, Excel, PowerPoint, and Visio.

· Solid communication skills

· Solid speaking and presentation skills.

· Understanding of existing City business process and procedures helpful.


3.7.1.1 City Council
The Portland City Council is responsible for providing final authority on any issues presented by the project’s Executive Steering Committee, including but not limited to final budget approval of all project and/or amendments to the Agreement.
3.7.1.2 The City of Portland Executive Steering Committee (ESC)

The CoP Executive Steering Committee (ESC) is responsible for providing a vision of the City’s long-term goals and objectives.  They will also aid in the resolution of issues that cannot be resolved within the team and in general, provide support to the project throughout the organization.  The time requirement is about 8 - 16 hours per month per member.  The steering committee should consist of high level representation from all effected bureaus, and should be chaired by an individual (CoP Executive Sponsor) who is empowered to make decisions that will bind all bureaus.  Ariston will participate on this steering committee through the Ariston Project Executive and Ariston Project Manager.

3.7.1.3 The City of Portland Project Director
The City of Portland will provide a project director for the duration of the project. The CoP Project Director is a member of the Steering Committee that will participate in the regularly scheduled project status meetings when necessary.  This individual will set priorities, approve scope, and have final budget authority for budget and/or Agreement amendments up to the amount specified in the City’s Procurement Ordinance.   The Project Director should periodically review project progress and provide feedback on the performance of the team.  The Project Director should promote the SAP implementation project throughout the organization.  The Project Director together with the CoP Executive Sponsor is also responsible for the fulfillment of the responsibilities of the Steering Committee.   When conflicts impede the completion of these responsibilities, the Director and the Executive Sponsor will be responsible for negotiating a solution.

3.7.1.4 The City of Portland Project Management

Prior to the start of this project, the City of Portland will develop a Project Management Office that will be the focal point for Ariston communications relative to this project and will have the authority to act on behalf of the City of Portland in all matters regarding this project.  The CoP Project Management Office will have primary ownership of the operational aspects of the project and will provide day‑to‑day direction to the project team.  The City of Portland Project Management's responsibilities include: 

· Manage the City of Portland personnel and responsibilities for this project. 

· Serve as the interface between Ariston and all City of Portland bureaus participating in the project.

· Administer the Project Change Control Procedure with the Ariston Project Manager.

· Participate in project status meetings.

· Obtain and provide information, data, and decisions within three working days of Ariston’s request unless City of Portland and Ariston agree in writing to a different response time. Review Deliverable Materials submitted by Ariston in accordance with the Deliverable Materials Acceptance Procedure.

· Resolve deviations from the estimated schedule, which may be caused by City of Portland.
· Help resolve project issues and escalate issues within City of Portland‘s organization, as necessary.

Review with the Ariston Project Manager any City of Portland invoice or billing requirements.  

3.7.1.5 The City of Portland Training Lead

The City of Portland will provide a training lead.  The City of Portland training lead serves as the focal point with the Ariston project team for all training activities for the SAP rollout.  The role is especially critical during the training assessment and design efforts.  This role supports the needs of the Ariston staff for the City of Portland specific information.  The lead position may also serve as one of the training developer / trainers.
3.7.1.6 The City of Portland Training Developer / Trainer

The City of Portland will provide a training team that will support the development and delivery of the training content and program.  The final City of Portland training team resource requirements will be determined after the training plan is finalized and the program is fully defined.

3.7.2 Ariston Staff

The following chart estimates Ariston’s required staffing for the project.  Changes to Ariston’s staffing requirements, in the absence of any changes to the scope of work, does not constitute a change to the contract entitling Ariston to additional compensation.  Ariston proposes that the City of Portland-Ariston project management team jointly define, at the start of the Project Preparation phase, an integrated project resource plan that defines project staffing levels, roles and responsibilities.  Ariston will staff these roles with resources that are empowered to make decisions and are able (skilled and trained) to complete the tasks expected of them according to the agreed upon project plan.  Roles and responsibilities for some of the key management positions on the project team have been provided.
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3.7.2.1 Ariston Project Executive

The Ariston Project Executive oversees the quality of the delivery of services to the City of Portland project, and works with City of Portland executive management to provide executive level oversight for the project.  The Ariston Project Executive is authorized to act on behalf of Ariston Consulting & Technology in reaching agreements with City of Portland.

3.7.2.2 Ariston Project Manger

The primary role of the Ariston Project Manager is to manage the Ariston responsibilities defined in this SOW and to assist City of Portland Project Management in the management of their activities.  Other activities are scope definition; development of the project plan, and attendance at steering committee meetings. 

3.7.2.3 Ariston Financial Team Lead

As the leader of the Finance Team, this Financials Executive Consultant will focus on the business functionality of the solution, including business process improvement, solution design, configuration, and testing.

3.7.2.4 Ariston Human Resource Team Lead

As the leader of the Human Resource Team, this HR Executive Consultant will focus on the business functionality of the solution, including business process improvement, solution design, configuration, and testing.

3.7.2.5 Organizational Change Management (OCM) Team Lead

The OCM Team Lead will manage the Organizational Change Management work stream, helping the project team identify organizational risks and preemptively address them through planning, communication, training and support.

3.7.2.6 Technical Team Lead

As the leader of the Technical Team, this Technical Solution Architect will focus on all the technical aspects of the solution, including solution design, hardware install and optimization, development object design, development, testing. data conversion, reports, forms, interfaces, enhancements and modifications.
3.7.2.7 Ariston Training Lead

Ariston will provide a training lead.  Their roles will be to determine/confirm training scope and approach. They will define training responsibilities and create a training development plan. The tasks they will perform include:

· Determine required package training

· Develop training strategy document

· Develop end-user training plan

· Coordinate development of training materials

· Assist in the coordination of scheduling and conducting end-user training

3.7.2.8 Ariston Training Developer / Trainer

Ariston will provide a training team that will support the development and delivery of the training content and program.  The final training team resource requirements will be determined after the training plan is finalized and the program is fully defined.

3.7.3 Key Personnel Terms and Conditions

Ariston will be staffing the City of Portland ERP project with experienced and dedicated consultants that will work together with the City of Portland project team members in a collaborative teaming environment.  The Ariston team consists of the following key personnel.

· Project Manager

· Financials Team Lead

· Human Resource Team Lead

· Change Management Lead

· Technical Team Lead

· Training Team Lead

3.7.3.1 Ariston Project Manager

Ariston represents that Ariston’s initial Project Manager, and any replacement Project Manager, shall be an experienced manager who shall be knowledgeable as to the City of Portland’s activities related to the ERP System and shall direct the efforts in fulfilling Ariston’s obligations under this Contract.  The City of Portland’s representative shall have the right to interview Ariston’s initial Project Manager and any replacement Project Manager, and Ariston shall not designate any Project Manager without the City of Portland’s representative’s prior written consent.  Ariston shall not reassign its initial Project Manager during the Term of this Contract without the City of Portland’s representative’s prior written consent, or any permitted replacement Project Manager during the period beginning on the date such individual commences performing the Services hereunder, to other functions if doing so would require the alteration or reduction of such individual’s contribution to, or involvement with, the Services.   

3.7.3.2 The City of Portland Project Management

The City of Portland represents that City of Portland‘s initial Project Management, and any replacement Project Management, shall be (an) experienced manager(s) who shall be knowledgeable as to the City of Portland’s activities related to the ERP System and shall direct the efforts in fulfilling the City’s obligations under this Agreement.  The City of Portland shall not reassign its initial Project Management during the Term of this Contract without providing Ariston’s representative’s prior written notice.

3.7.3.3 Key Personnel

The City of Portland’s representative shall have the right to interview the initial Key Personnel, (Key Personnel identified as Project Manager, Functional, Change Management, and Technical Leads), and any replacement Key Personnel, and Ariston shall not designate any Key Personnel without the City of Portland’s representative’s prior written consent.  Ariston shall not reassign any individual designated as Key Personnel without the City of Portland’s representative’s prior written consent during the period beginning on the date such individual commences performing the Services hereunder, to other functions if doing so would require the alteration or reduction of such individual’s contribution to, or involvement with, the Services.  Ariston shall obtain the City of Portland’s representative’s prior written consent thirty (30) days, or such shorter time as agreed by the parties, in advance of any assignment of any Key Personnel resulting in the alteration or reduction of time expended by such individual in performance of Ariston’s duties under this Contract, which consent may be withheld in the City of Portland’s representative’s sole discretion.  Ariston agrees to provide the City with a replacement resource of equal quality and skills for interviewing and approval.  Once accepted, Ariston will have both resources on site for a predetermined transition period.  This transition period shall be equal to 80 hours for a replacement of Project Manager and 40 hours for other key personnel positions.  No additional cost is incurred by the City for the replacement resource during the transition period.  In the event any one of the Key Personnel is reassigned, becomes incapacitated, or ceases to be employed by Ariston and therefore becomes unable to perform the functions or responsibilities assigned to him or her, Ariston shall (i) within no later than 72 to 96 hours, temporarily replace such person with another person properly qualified to perform the functions of such replaced person, and (ii) within one (1) month, permanently replace such replaced person with another person approved by City of Portland and properly qualified to perform the functions of such replaced person.  Ariston will make it best efforts to present the most qualified replacement Key Personnel for City of Portland’s representative’s consideration, drawing without prejudice from both the resources of Ariston and Ariston’s subcontractors.

3.7.3.4 Qualified Personnel

Ariston agrees that each Ariston Personnel performing Services in connection with this Contract shall have the qualifications and shall fulfill the requirements set forth in this Contract and as specified by the City of Portland from time to time.  Ariston agrees that each Ariston Personnel will be properly trained to perform the Services and is oriented with respect to the policies and procedures of the City of Portland.  The City of Portland shall not be required to pay any Fees relating to any Ariston Personnel prior to such time as the training and orientation with respect to such Ariston Personnel is completed and such Ariston Personnel commences performing the Services hereunder.
3.7.3.5 Minimum Proficiency Levels

The Ariston Personnel, including the Key Personnel, shall have experience, training, and expertise at least equal to prevalent industry standards applicable to such personnel for their responsibilities in the business in which Ariston is engaged and shall have sufficient knowledge of the relevant aspects of the Services and the City of Portland’s practices and areas of expertise to enable them to properly perform the duties and responsibilities assigned to them in connection with this Agreement.  In the event of a breach by Ariston of its obligations in respect of the minimum proficiency levels of Ariston Personnel, Ariston shall promptly take one or the other (as reasonably directed by the City of Portland) of the following actions:  (i) remove and replace any Ariston Personnel after receipt of notice from the City of Portland’s representative that such Ariston Personnel does not meet the required minimum proficiency levels; or (ii) take appropriate action in respect of any such Ariston Personnel, including, but not limited to, training to bring such Ariston Personnel’s proficiency levels in line with such required minimums.

3.7.3.6 Replacement of Personnel

The City of Portland’s representative, on a reasonable basis, and after discussions by the parties to attempt to reach a mutual agreement, shall have the right to require the removal and replacement of any of the Ariston Personnel, including the Project Manager and the Key Personnel, at any time during the Term, even if mutual agreement cannot be reach by the parties. City of Portland shall notify Ariston in writing in the event the City of Portland’s representative requires such action.  Ariston shall accomplish any such removal within fourteen (14) calendar days after receipt of notice from City of Portland and shall promptly replace such person with another person, acceptable to City of Portland, with sufficient knowledge and expertise to perform the Services assigned to such individual in accordance with this Agreement.

3.7.3.7 Owner Personnel

The City of Portland’s representative or the City of Portland agrees to consult with Ariston regarding any difficulties Ariston may identify with City of Portland personnel.  Ariston will identify any potential project or schedule impacts as a result of these difficulties and communicate them to the City of Portland project management.  The City of Portland shall undertake whatever remedial action the City of Portland deems necessary, in their sole discretion, relative to said personnel issue.

3.8 Tools

3.8.1 Solution Manager (SOM)

Ariston will use Solution Manager and its imbedded ASAP Methodology during all project phases.  Solution Manager is more than a documentation tool; it is a tool that will allow Ariston to manage the implementation from one central platform.

Solution Manager will be used for:

· Roadmaps: The Roadmaps contain ASAP, SAP’s implementation methodology, and cover the most important aspects and phases of a mySAP implementation.

· Project Administration tools with which Ariston will manage schedules, human resources and other project data such as project scope, project standards, system landscape, etc.
· Blueprint Tool: The Blueprint tool allows Ariston to document the business processes.  Ariston will also use the Business Blueprint during the realization (configuration and testing) phase. We will (re-)use the project structure we created in the Business Blueprint phase to configure the system and to create test plans.  The tool also allows us to display, change and enhance project documentation created during the Business Blueprint phase and during configuration.

In Solution Manager the project team will:

· Set up a Template Structure.  In the Template Structure we will define templates (Microsoft Word, Excel, Visio) to document the different documentation components such as business processes, and test scenarios.  In the case of business processes we will us MS Word templates to document the narrative of a business process and Visio to document the process flow.  The project team will use the templates defined in the Template Structure to document business scenarios, business processes, and so on
· Set up a Blueprint Structure with the following elements:

· Organizational Structures; e.g. Company codes, Purchasing Organizations, Sales Organizations or Employee Areas

· Master data; customer master, vendor master, material master, etc.

· Business scenarios; e.g. Procure-to-pay, order-to-cash

· Business processes; e.g. procure-to-pay: RFQ -> RFP -> Purchase Requisition -> Purchase Order 

· Process steps; e.g. Purchase Request; Create purchase request, change purchase request, approve purchase request.

· A Configuration environment: Solution manager will give the project team access to SAP’s implementation guide (IMG), and Business Configuration Sets (BCS).  BCS is a powerful tool that resides in mySAP and captures the configuration settings; e.g. document types, number ranges, material types, and so on.  Through Solution Manager the Business Design Documents defined in the Blueprint are linked to BCS.

· Test Environment: Solution manager will give the project team access to a test workbench that will allow the team to create and manage test catalogs, plans, and packages, as well as manage defects.
Solution Manager also allows the City of Portland:

· To maintain and manage project related issues 

· To centrally manage and monitor the system landscape during and after the implementation
· To access remote SAP Services (OSS) and monitor the status of any of these services
Project Change Control Procedure (PCCP)

Changes to the scope of this statement of work will be made through the following Project Change Control Procedure (PCCP):

· A Project Change Request (PCR) will be the vehicle for proposing a change to the Maximum Amount or Project Schedule. The PCR must describe the change, the rationale for the change, and the effect the change will have on the project
· The designated Project Manager / Management of the requesting party will review the proposed change and determine whether to submit the request to the other party. The submitting party will indicate whether the change constitutes minor or major change as defined in this Agreement..

· Both Project Managers / Management will review the proposed change and approve it for further investigation or reject it.  The investigation will determine the effect that the implementation of the PCR will have on price, schedule, staffing requirements and other terms and conditions of this Agreement/SOW.
· After investigation, if the parties decide to implement the proposed change, oro the proposed change as revised, the parties will execute a written Change Order to authorize implementation of the investigated changes.

If work has started on any given deliverable that is subsequently removed from scope, then the City of Portland shall compensate Ariston for the hours worked.  But in no case will Ariston be compensated for any work performed that is not covered by this Statement of Work or a subsequent written and approved Change Authorization.
Payments and Invoices
Ariston will provide the City of Portland with services to complete the project, based on the implementation approach and scope as documented in this Statement of Work, at the agreed upon price of $13,759,156. 
3.9 Payment Process

Ariston will be paid for its work based on the spreadsheet entitled “Ariston Deliverables” attached as Attachment 1 to this Exhibit A, Statement of Work.  The spreadsheet identifies deliverables that are due each month for both Phases 1 and 2 of the project. When all of the identified deliverables due in any month have been submitted by Ariston and accepted by the City, the City will pay Ariston the amount associated with that entire group of deliverables.  However, until all the identified deliverables in a given month have been submitted by Ariston and approved by the City, the City is not obligated to make any payment for that month.


Attachment 1 also shows those instances when Ariston is only required to submit a portion of a deliverable.  For example, in April of 2007, it is anticipated that Ariston will submit 50% of Deliverable 3.7.05.  Submission of the stated percentage of the deliverable, coupled with the City’s Acceptance of that same percentage , is sufficient to trigger the City’s duty to pay the amount listed for month of April of 2007 provided all other deliverables or portion of deliverables listed for that month are submitted by Ariston and Accepted by the City.    

The City shall be entitled to withhold from payment, as retention, the amount of 15% of each monthly payment that becomes due.   The amounts withheld shall be placed into an interest bearing account under the control of the City until each phase go-live is completed, Phase 1 – Finance/Logistics, Phase 2 – Human Resources/Payroll. The City will pay the retention plus all accrued interest to Ariston within 60 days of when the project Phase go-live is complete and all Deliverables have been accepted by the City.  However, the City is entitled to retain any portion of the retention to which the City has a claim until that dispute is resolved.     

Nothing in this paragraph changes the Maximum Amount of the contract nor any remedies that either party may have for breach.
3.10 Invoices

The City shall pay undisputed amounts payable to Ariston within thirty (30) days of receipt of accurate invoices submitted by Ariston for each group of Deliverables shown on Attachment 1 when all deliverables in a month have been Accepted.  When an invoice is filled out incorrectly, or where there is any defect or impropriety in any submitted invoice or when there is a good faith dispute, the City shall promptly notify Ariston stating the reason or reason the invoice appears defective or improper or the reasons for the dispute.  A defective invoice, if corrected by Ariston, shall be processed as promptly as possible and payment shall be made within thirty (3) days of its receipt.
3.11 Monthly Sub-consultant Payment and Utilization Report

Ariston shall submit the “Monthly Sub-consultant Payment and Utilization Report” directly to the Bureau of Purchases.  A copy of the monthly report shall also be submitted with the monthly invoice to the City Project Contracts Manager.  If Ariston does not use or make payment to any Sub-consultants within a given month, Ariston shall submit a report stating “No Payments” to the Bureau of Purchases with a copy to the City Project Contracts Manager.
3.12 Travel Expenses

Ariston proposed a blended rate including travel expenses.  Therefore, no travel expenses will occur for Portland during the term of this agreement for Ariston personnel.  Travel expenses relating to work performed outside the scope of this statement of work may incur travel-related expenses, which shall be pre-approved by the City’s Project Manager.
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4.0 Signature Page
An authorized signature on this page by the City of Portland indicates its acceptance of this Statement of Work.

Ariston Statement of Work for Services

Each of us agrees that the complete agreement between us about this transaction consists of 1) this Statement of Work and its Appendices as specified in this Ariston Proposal for the City of Portland, dated September 8th, 2006 and 2) the referenced Agreement identified below.

	Agreed to:
	
	Agreed to:

	The City of Portland
	
	Ariston Consulting & Technologies, Inc.

	
	
	

	By:
	
	By:

	Authorized signature
	
	Authorized signature

	Name (type or print): 
	
	Name (type or print): Joseph Chaffee

	
	
	

	Date:
	
	Date:

	
	
	

	Customer address:

City of Portland 

1120 SW 5th Avenue 

Portland, OR 97204
	
	Ariston Office Address:

6046 Cornerstone Court
San Diego, CA 92121

	
	
	

	Project Name: Enterprise Business System Project (EBSP)
	
	

	Estimated Start Date: November 2006
	
	

	Estimated End Date: January 2008
	
	


Attachment 1: CoP / Ariston Roles & Responsibilities / Ariston Deliverables
	PHASE 1 Payment Schedule
	Deliverables

	       November-06
	 $             175,800.00 
	0.1.01; 1.1.01; 1.1.04; 1.1.07; 1.1.08; 1.2.01; 1.2.02; 1.2.03; 1.2.04; 1.2.05; 1.4.01

	December-06
	 $             342,131.25 
	0.1.01; 1.1.02; 1.1.03; 1.1.05; 1.1.06; 1.1.09; 1.2.06; 1.2.07; 1.3.01; 1.3.02; 1.3.03; 1.4.02; 2.1.01

	           January-07
	 $             384,384.38 
	0.1.01; 2.2.01; 2.4.01; 2.5.01; 2.5.02; 2.7.01 (Assessment Survey)

	 February-07
	 $             510,753.13 
	0.1.01; 2.3.01; 2.6.01 (Draft Blueprint); 2.7.01 (Assessment Report); 2.7.02

	March-07
	 $             524,540.63 
	0.1.01; 2.1.01; 2.1.02; 2.6.01 (Final Blueprint); 3.5.01; 3.7.01; 3.7.04; 3.8.01; 3.15.01

	April-07
	 $             507,187.50 
	0.1.01; 3.2.01; 3.6.01 (2 data sets); 3.9.01; 3.10.01; 3.12.01; 3.13.01; 3.14.01: 3.15.02

	May-07
	 $             525,787.50 
	0.1.01; 3.4.01; 3.4.02; 3.4.03; 3.5.02 (50%); 3.6.01 (2 data sets); 3.6.02 (2 data sets); 3.7.02 (25%); 3.7.05 (50%); 3.8.02 (33%); 3.9.02 (10%); 3.10.02 (25%); 3.12.02 (25%); 3.13.02 (20%); 3.15.03 (25%)

	                June-07
	 $             542,028.13 
	0.1.01; 3.5.02 (50%); 3.6.01 (2 data sets); 3.6.02 (2 data sets); 3.7.02 (25%); 3.7.03 (25%); 3.7.05 (50%); 3.7.06 (50%); 3.8.02 (33%); 3.8.03 (33%); 3.9.02 (25%); 3.9.03 (10%) 3.10.02 (25%); 3.10.03 (25%); 3.12.02 (25%); 3.12.03 (25%); 3.13.02 (20%); 3.13.03 (20%); 3.14.02 (Cycle 1); 3.15.03 (25%)

	July-07
	 $             563,048.13 
	0.1.01; 3.5.03; 3.6.01 (2 data sets); 3.6.02 (2 data sets); 3.7.02 (25%); 3.7.03 (25%); 3.7.06 (50%); 3.8.02 (33%); 3.8.03 (33%); 3.9.02 (25%); 3.9.03 (25%) 3.10.02 (25%); 3.10.03 (25%); 3.11.01 (50%); 3.11.02; 3.12.02 (25%); 3.12.03 (25%); 3.13.02 (20%); 3.13.03 (20%); 3.14.02 (Cycle 2); 3.15.03 (25%)

	August-07
	 $             559,528.13 
	0.1.01; 3.6.02 (2 data sets); 3.7.02 (25%); 3.7.03 (25%); 3.8.03 (33%); 3.9.02 (25%); 3.9.03 (25%) 3.10.02 (25%); 3.10.03 (25%); 3.11.01 (25%); 3.12.02 (25%); 3.12.03 (25%); 3.13.02 (20%); 3.13.03 (20%); 3.15.03 (25%); 4.3.01

	September-07
	 $             568,978.13 
	0.1.01; 3.7.03 (25%);3.8.03 (33%); 3.9.02 (15%); 3.9.03 (25%); 3.10.03 (25%); 3.11.01 (25%); 3.12.03 (25%); 3.13.02 (20%); 3.13.03 (20%); 4.5.01

	October-07
	 $             462,034.38 
	0.1.01; 3.9.03 (15%); 3.13.03 (20%); 4.3.02

	November-07
	 $             365,143.75 
	0.1.01; 5.1.01

	December-07
	 $             181,621.88 
	0.1.01; 5.2.01 (20%)

	January-08
	 $               96,700.00 
	0.1.01; 5.2.01 (15%)

	February-08
	 $               77,550.00 
	0.1.01; 5.2.01 (10%)

	March-08
	 $               77,550.00 
	0.1.01; 5.2.01 (10%); 5.3.01

	April-08
	 $               77,550.00 
	5.2.01 (10%)

	May-08
	 $               92,531.25 
	5.2.01 (15%)

	June-08
	 $               92,531.25 
	5.2.01 (15%)

	July-08
	 $                7,050.00 
	5.2.01 (2%)

	August-08
	 $                7,050.00 
	5.2.01 (1.5%)

	September-08
	 $                7,050.00 
	5.2.01 (1.5%)

	
	 $          6,748,529.38 
	
	
	


	ALL STEPS of PHASE 1 

FINANCE & PROCUREMENT
	 
	 
	 
	 
	 

	INITIAL PROJECT PLANNING
	City
	Ariston
	Ariston Deliverable
	Number of Instances throughout Project

	Develop Project Status Report
	ASSIST
	LEAD
	0.1.01
	27 times during Phase 1

	PREPARATION
	 
	 
	 
	 
	 

	INITIAL PROJECT PLANNING
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Finalize Project Team Organization
	ASSIST
	LEAD
	1.1.01
	5%
	45%

	Develop Implementation Strategy
	ASSIST
	LEAD
	1.1.02
	10%
	

	Develop Organizational Change Management Strategy
	ASSIST
	LEAD
	1.1.03
	30%
	

	Develop Project Team Training Strategy
	ASSIST
	LEAD
	1.1.04
	5%
	

	Develop Preliminary End User Training Strategy
	ASSIST
	LEAD
	1.1.05
	5%
	

	Develop Comprehensive Testing Strategy
	ASSIST
	LEAD
	1.1.06
	10%
	

	Document Project Scope
	ASSIST
	LEAD
	1.1.07
	5%
	

	Develop Project Work plan
	ASSIST
	LEAD
	1.1.08
	25%
	

	Develop Project Charter
	LEAD
	ASSIST
	 
	 
	

	Finalize Project Team Working Environment
	LEAD
	ASSIST
	 
	 
	

	Develop Risk Assessment
	ASSIST
	LEAD
	1.1.09
	5%
	

	Develop External Audit
	LEAD
	ASSIST
	 
	 
	

	PROJECT PROCEDURES
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Define Project Oversight / Communications Plan
	ASSIST
	LEAD
	1.2.01
	15%
	35%

	Develop Issue Management Plan
	ASSIST
	LEAD
	1.2.02
	10%
	

	Develop Scope Management Plan
	ASSIST
	LEAD
	1.2.03
	15%
	

	Develop Risk Management Plan
	ASSIST
	LEAD
	1.2.04
	10%
	

	Develop Quality Assurance Standards
	ASSIST
	LEAD
	1.2.05
	5%
	

	Develop Implementation Standards and Procedures
	ASSIST
	LEAD
	1.2.06
	35%
	

	Develop Knowledge Transfer Plan
	ASSIST
	LEAD
	1.2.07
	10%
	

	TECHNICAL REQUIREMENTS PLANNING
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Define Client / System Landscape Strategy
	ASSIST
	LEAD
	1.3.01
	35%
	10%

	Define Client Transport Strategy
	ASSIST
	LEAD
	1.3.02
	25%
	

	Develop Technical Architecture Strategy
	ASSIST
	LEAD
	1.3.03
	40%
	

	Design and Architect SAP Infrastructure for complete environment based on architectural strategy
	ASSIST
	LEAD
	 
	 
	

	Build Solution Manager environment
	ASSIST
	LEAD
	 
	 
	

	Build Sandbox environment for mySAP Business Suite, Business Intelligence, Portal, and XI
	ASSIST
	LEAD
	 
	 
	

	Validate sizing of each SAP system
	ASSIST
	LEAD
	 
	 
	

	Provide input to CoP tools selection for Output Management, Job Scheduling, Regression Testing, Stress Testing and Archiving 
	ASSIST
	LEAD
	 
	 
	

	PROJECT TEAM TRAINING
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Refine Project Team Training Schedule
	ASSIST
	LEAD
	1.4.01
	30%
	10%

	Prepare for Project Team Training
	ASSIST
	LEAD
	 
	 
	

	Conduct Solution Manager Toolset Training
	ASSIST
	LEAD
	1.4.02
	70%
	

	Conduct Level 1 Project Team Training
	LEAD
	ASSIST
	 
	 
	

	Review and Assess Post Training Skills
	LEAD
	ASSIST
	 
	 
	

	PROJECT KICKOFF
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Conduct Project Team Orientation and Kick-off
	ASSIST
	LEAD
	 
	 
	 

	Conduct Steering Committee Orientation
	LEAD
	ASSIST
	 
	 
	

	Project Team Contact List
	LEAD
	ASSIST
	 
	 
	

	Conduct Project Standards and Procedures Meeting
	ASSIST
	LEAD
	 
	 
	

	BUSINESS BLUEPRINT
	 
	 
	 
	 
	 

	PROJECT MANAGEMENT
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Review Issues and Obtain Resolution
	ASSIST
	LEAD
	 
	 
	4%

	Review GAPS and Obtain Recommendation for Resolution
	ASSIST
	LEAD
	 
	 
	

	Update Risk Assessment
	ASSIST
	LEAD
	 
	 
	

	Refine Project Scope
	ASSIST
	LEAD
	2.1.01
	25%
	

	Refine Project Work plan
	ASSIST
	LEAD
	2.1.02
	75%
	

	Refine Project Management Procedures
	ASSIST
	LEAD
	 
	 
	

	Process Change Requests
	Partner
	Partner
	 
	 
	

	Track and Monitor Project Progress
	ASSIST
	LEAD
	 
	 
	

	Conduct Project Team “All Hands” Meetings
	ASSIST
	LEAD
	 
	 
	

	Conduct Project Leadership Meetings
	ASSIST
	LEAD
	 
	 
	

	Conduct Executive Governance Meetings
	  LEAD
	ASSIST
	 
	
	


	PROJECT TEAM TRAINING
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Refine Project Team Training Schedule
	ASSIST
	LEAD
	2.2.01
	100%
	1%

	Prepare for Project Team Training
	ASSIST
	LEAD
	 
	 
	

	Conduct Level 2 and 3 Project Team Training
	LEAD
	ASSIST
	 
	 
	

	Review and Assess Post Training Skills
	LEAD
	ASSIST
	 
	 
	

	END-USER TRAINING
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Create training standards, templates and prototypes
	ASSIST
	LEAD
	2.3.01
	100%
	5%

	Revise / Refine Preliminary End User Training Strategy
	ASSIST
	LEAD
	 
	 
	

	SYSTEMS ENVIRONMENT DEFINITION
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Create Technical Design
	ASSIST
	LEAD
	2.4.01
	100%
	15%

	Initialize the IMG
	ASSIST
	LEAD
	 
	 
	

	Install 3rd Party Software
	LEAD
	ASSIST
	 
	 
	

	Build Development, and Quality Assurance (QA) environments for mySAP ERP, Business Intelligence, Portal, and XI
	ASSIST
	LEAD
	 
	 
	

	Review Technical Architecture Strategy in Preparation of Production environment for R/3, Business Intelligence, and Portal Deployment
	ASSIST
	LEAD
	 
	 
	

	Initial Setup of System Landscape
	ASSIST
	LEAD
	 
	 
	

	System Administration
	ASSIST
	LEAD
	 
	 
	

	Select Development Tools
	LEAD
	ASSIST
	 
	 
	

	Install and Integrate Development Tools
	LEAD
	ASSIST
	 
	 
	

	ORGANIZATION STRUCTURE DEFINITION
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Schedule organization structure workshops
	ASSIST
	LEAD
	 
	 
	10%

	Distribute organization structure guidelines
	ASSIST
	LEAD
	 
	 
	

	Conduct organization structure workshops
	ASSIST
	LEAD
	 
	 
	

	Recommend and approve organizational structure
	ASSIST
	LEAD
	2.5.01
	50%
	

	Design Target Jobs and Organization Levels
	ASSIST
	LEAD
	 
	 
	

	Develop and Amend Policies
	LEAD
	ASSIST
	 
	 
	

	Recommend and approve organization model
	ASSIST
	LEAD
	2.5.02
	50%
	


	BUSINESS PROCESS DEFINITION
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Prepare for Business Process Workshops
	ASSIST
	LEAD
	 
	 
	50%

	Conduct Global Requirement Workshops
	ASSIST
	LEAD
	 
	 
	

	Conduct Business Process Workshops
	ASSIST
	LEAD
	 
	 
	

	Conduct Detailed Requirement Workshops
	ASSIST
	LEAD
	 
	 
	

	Determine Future Business Processes
	ASSIST
	LEAD
	 
	 
	

	Identify Baseline Scope
	ASSIST
	LEAD
	 
	 
	

	Identify List of Reports and Forms
	ASSIST
	LEAD
	 
	 
	

	Complete the Business Blueprint
	ASSIST
	LEAD
	2.6.01
	100%
	

	Conduct a Business Blueprint Review and Sign-Off
	ASSIST
	LEAD
	 
	 
	

	ORGANIZATIONAL CHANGE MANAGEMENT
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Conduct Change Readiness (Change Readiness Report)
	ASSIST
	LEAD
	2.7.01
	75%
	15%

	Prepare Project Communication Plan
	ASSIST
	LEAD
	2.7.02
	25%
	

	Hold Sponsor Meetings
	LEAD 
	ASSIST 
	 
	 
	

	REALIZATION
	 
	 
	 
	 
	 

	PROJECT MANAGEMENT
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Review Issues and Obtain Resolution
	ASSIST
	LEAD
	 
	 
	 

	Update Risk Assessment
	ASSIST
	LEAD
	 
	 
	

	Manage Project Scope
	Partner
	Partner
	 
	 
	

	Maintain Project Work plan
	ASSIST
	LEAD
	 
	 
	

	Conduct Management Control Processes
	Partner
	Partner
	 
	 
	

	Process Change Requests
	Partner
	Partner
	 
	 
	

	Track and Monitor Project Progress
	Partner
	Partner
	 
	 
	

	Conduct Project Team “All Hands” Meetings
	Partner
	Partner
	 
	 
	

	Conduct Project Leadership Meetings
	Partner
	Partner
	 
	 
	

	Conduct Executive Governance Meetings
	LEAD
	ASSIST
	 
	 
	

	PROJECT TEAM TRAINING
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Assess Project Team Training Needs
	ASSIST
	LEAD
	 
	 
	1%

	Identify Additional Project Team Training
	ASSIST
	LEAD
	3.2.01
	100%
	

	Conduct Project Team Training (as needed)
	LEAD
	ASSIST
	 
	 
	

	Conduct Project Team Training for Productivity Pak
	ASSIST
	LEAD
	 
	 
	

	Knowledge Transfer
	ASSIST
	LEAD
	 
	 
	

	Review and Assess Post Training Skills For All Training Provided
	LEAD
	ASSIST
	 
	 
	

	SYSTEM MANAGEMENT
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Develop System Test Plans
	ASSIST
	LEAD
	3.4.01
	40%
	5%

	Review Service Level Commitments
	ASSIST
	LEAD
	 
	 
	

	Verify System Administration Procedures
	ASSIST
	LEAD
	 
	 
	

	Define Production System Design
	ASSIST
	LEAD
	3.4.02
	20%
	

	Perform Capacity Planning
	ASSIST
	LEAD
	 
	 
	

	Update Transport Strategy
	ASSIST
	LEAD
	 
	 
	

	Define Production System Management  (include information about implementing service packs or patches during the project)
	ASSIST
	LEAD
	3.4.03
	40%
	

	Determine Production Support Plan
	LEAD
	ASSIST
	 
	 
	

	Setup and Test Production System
	ASSIST
	LEAD
	 
	 
	

	CONFIGURATION AND CONFIRMATION
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Develop configuration plans
	Assist
	Lead
	3.5.01
	10%
	15%

	Conduct Configuration Workshops
	ASSIST
	LEAD
	 
	 
	

	Configure and Validate Scope
	ASSIST
	LEAD
	3.5.02
	50%
	

	Prepare Confirmation
	ASSIST
	LEAD
	 
	 
	

	Perform Confirmation
	ASSIST
	LEAD
	3.5.03
	40%
	

	DEVELOP CONVERSION PROGRAMS
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Perform Legacy Data Cleansing
	LEAD
	ASSIST
	 
	 
	5%

	Create Conversion Extract Programs
	LEAD
	ASSIST
	 
	 
	

	Create Conversion Programs
	ASSIST
	LEAD
	3.6.01
	75%
	

	Test and Migrate Conversion Programs
	ASSIST
	LEAD
	3.6.02
	25%
	

	DEVELOP APPLICATION INTERFACE & BOLT-ON PROGRAMS
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Create Interface Program Specifications
	ASSIST
	LEAD
	3.7.01
	20%
	3%

	Develop Interface Programs
	ASSIST
	LEAD
	3.7.02
	45%
	

	Test and Migrate Interface Programs
	ASSIST
	LEAD
	3.7.03
	15%
	

	Create Bolt-On Program Specifications
	ASSIST
	LEAD
	3.7.04
	5%
	

	Develop Bolt-On Programs
	ASSIST
	LEAD
	3.7.05
	10%
	

	Test and Migrate Bolt-On Programs
	ASSIST
	LEAD
	3.7.06
	5%
	

	DEVELOP ENHANCEMENTS
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Create Enhancement Specifications
	ASSIST
	LEAD
	3.8.01
	20%
	3%

	Develop Enhancements
	ASSIST
	LEAD
	3.8.02
	65%
	

	Test and Migrate Enhancements
	ASSIST
	LEAD
	3.8.03
	15%
	

	DEVELOP REPORTS
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Create Report Specifications
	ASSIST
	LEAD
	3.9.01
	25%
	4%

	Develop Reports
	ASSIST
	LEAD
	3.9.02
	60%
	

	Test and Migrate Reports
	ASSIST
	LEAD
	3.9.03
	15%
	

	DEVELOP FORMS
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Create Form Specifications
	ASSIST
	LEAD
	3.10.01
	20%
	4%

	Develop Forms
	ASSIST
	LEAD
	3.10.02
	65%
	

	Test and Migrate Forms
	ASSIST
	LEAD
	3.10.03
	15%
	

	ESTABLISH USER ROLES & AUTHORIZATION
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Develop User Role and Authorizations Design
	ASSIST
	LEAD
	3.11.01
	80%
	14%

	Review and Obtain signoff of the User Role and Authorizations Design
	LEAD
	ASSIST
	 
	 
	

	Implement User Roles and Authorizations
	ASSIST
	LEAD
	 
	 
	

	Validate User Roles and Authorizations- role to posting mapping
	LEAD
	ASSIST
	 
	 
	

	Define a User Role and Authorization Management Strategy
	ASSIST
	LEAD
	3.11.02
	20%
	

	DEVELOP WORKFLOW
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Create Workflow Specifications
	ASSIST
	LEAD
	3.12.01
	25%
	4%

	Develop Workflow
	ASSIST
	LEAD
	3.12.02
	55%
	

	Test and Migrate Workflow
	ASSIST
	LEAD
	3.12.03
	20%
	

	DEVELOP BUSINESS INTELLIGENCE
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Create Business Intelligence Specifications
	ASSIST
	LEAD
	3.13.01
	25%
	4%

	Implement Business Intelligence Content
	ASSIST
	LEAD
	3.13.02
	60%
	

	Test and Migrate Business Intelligence
	ASSIST
	LEAD
	3.13.03
	15%
	


	FINAL INTEGRATION TESTING
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Develop Integration Test Cases, Scenarios, and Scripts
	LEAD
	ASSIST
	 
	 
	18%

	Develop Integration Test Plan
	ASSIST
	LEAD
	3.14.01
	20%
	

	Mass Migration of all Objects to QA Environment
	ASSIST
	LEAD
	 
	 
	

	Validate QA Testing Environment
	ASSIST
	LEAD
	 
	 
	

	Conduct Integration Testing
	LEAD
	ASSIST
	3.14.02
	70%
	

	Assemble Integration Test Report
	ASSIST
	LEAD
	3.14.02
	10%
	

	Review and Signoff Integration Testing Results
	LEAD
	ASSIST
	 
	 
	

	END-USER TRAINING
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Finalize End User Training Strategy / Plan
	ASSIST
	LEAD
	 
	 
	20%

	Develop Detailed Learning Design
	ASSIST
	LEAD
	3.15.01
	5%
	

	Develop Training Documentation Standards and Prototype
	ASSIST
	LEAD
	3.15.02
	10%
	

	Conduct Training Material Development Boot Camp
	ASSIST
	LEAD
	 
	 
	

	Develop End-User Training Materials
	ASSIST
	LEAD
	3.15.03
	85%
	

	Design, Develop, and Deliver Instructor Training  (will Ariston provide assistance in the end user classroom?)  Ariston SME?
	ASSIST
	LEAD
	 
	 
	

	Train Power Users / Conduct Pilot Training
	ASSIST
	LEAD
	 
	 
	

	Review / Revise End-User Training Materials
	LEAD
	ASSIST
	 
	 
	

	FINAL PREPARATION
	 
	 
	 
	 
	 

	PROJECT MANAGEMENT
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Review Issues and Obtain Resolution
	ASSIST
	LEAD
	 
	 
	5%

	Update Risk Assessment
	ASSIST
	LEAD
	 
	 
	

	Manage Project Scope
	Partner
	Partner
	 
	 
	

	Maintain Project Work plan
	ASSIST
	LEAD
	 
	 
	

	Conduct Management Control Processes
	Partner
	Partner
	 
	 
	

	Process Change Requests
	Partner
	Partner
	 
	 
	

	Track and Monitor Project Progress
	Partner
	Partner
	 
	 
	

	Conduct Project Team “All Hands” Meetings
	Partner
	Partner
	 
	 
	

	Conduct Project Leadership Meetings
	Partner
	Partner
	 
	 
	

	Conduct Executive Governance Meetings
	LEAD
	ASSIST
	 
	 
	

	SYSTEM MANAGEMENT
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Refine Production System Administration
	LEAD
	ASSIST
	 
	 
	20%

	Complete final preparation for the production system
	LEAD
	ASSIST
	 
	 
	

	Conduct System Tests
	ASSIST
	LEAD
	4.2.01
	100%
	

	Perform a Go-Live Check Consisting of Early Watch Analysis
	ASSIST
	LEAD
	 
	 
	

	DETAILED CUTOVER PLAN
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Conduct Production Go-Live Dress Rehearsal
	ASSIST
	LEAD
	 
	 
	15%

	Refine Production Cutover Plan
	ASSIST
	LEAD
	4.3.01
	30%
	

	Refine Production Support Plan
	LEAD
	ASSIST
	 
	 
	

	Develop Help Desk and Floor Support
	LEAD
	ASSIST
	 
	 
	

	Define Long Term Production Support Strategy
	LEAD
	ASSIST
	 
	 
	

	Conduct Production Readiness Assessment
	ASSIST
	LEAD
	4.3.02
	70%
	

	END-USER TRAINING
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Finalize end user training materials to include verification and final adjustments
	LEAD
	ASSIST
	 
	 
	40%

	Finalize end user training logistics
	LEAD
	ASSIST
	 
	 
	

	Initialize Training Client and Load Training Data
	ASSIST
	LEAD
	 
	 
	

	Conduct and Review End User training
	ASSIST
	LEAD
	 
	 
	

	Conduct End User Readiness Assessment(s)
	LEAD
	ASSIST
	 
	 
	

	Conduct Refresher Training
	LEAD
	ASSIST
	 
	 
	

	Conduct End User Practice Labs
	LEAD
	ASSIST
	 
	 
	

	USER ACCEPTANCE TESTING
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Identify UAT Test Cases, Scenarios, and Scripts
	LEAD
	ASSIST
	 
	 
	20%

	Develop UAT Plan
	LEAD
	ASSIST
	 
	 
	

	Review and Approve UAT Plan
	ASSIST
	LEAD
	4.5.01
	100%
	

	Mass Migration of all Objects to QA Environment
	LEAD
	ASSIST
	 
	 
	

	Conduct UAT
	LEAD
	ASSIST
	 
	 
	

	Review and Signoff UAT Results
	LEAD
	ASSIST
	 
	 
	


	 GO-LIVE & SUPPORT
	 
	 
	 
	 
	 

	PRODUCTION CUTOVER
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Perform implementation of production system
	ASSIST
	LEAD
	 
	 
	30%

	Perform Cutover Activities
	ASSIST
	LEAD
	 
	 
	

	Verify Production Environment by completing the System Cutover Checklist
	ASSIST
	LEAD
	5.1.01
	100%
	

	PRODUCTION SUPPORT
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Conduct Go-Live and Support Review
	ASSIST
	LEAD
	 
	 
	68%

	Provide Production Support
	LEAD
	ASSIST
	 
	 
	

	Train City staff to manage SAP configuration
	ASSIST
	LEAD
	5.2.01
	100%
	

	PROJECT CLOSE
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Conduct Project Closing Activities
	ASSIST
	LEAD
	 
	 
	2%

	Deliver Project Close Letter / Lessons Learned
	ASSIST
	LEAD
	5.3.01
	100%
	


	PHASE 2 Payment Schedule 
(Based on Hours)
	Deliverables

	December-06
	 $        116,687.50 
	0.1.01; 1.1.01; 1.1.04; 1.1.07; 1.1.08; 1.2.01; 1.2.02; 1.2.03; 1.2.04; 1.2.05; 1.4.01

	January-07
	 $        264,696.88 
	0.1.01; 1.1.02; 1.1.03; 1.1.05; 1.1.06; 1.1.09; 1.2.06; 1.2.07; 1.3.01; 1.3.02; 1.3.03; 1.4.02; 2.1.01

	February-07
	 $        390,153.13 
	0.1.01; 2.2.01; 2.4.01; 2.5.01; 2.5.02; 2.7.01; 2.7.02

	March-07
	 $        442,515.63 
	0.1.01; 2.3.01; 2.6.01 (Draft Blueprint)

	April-07
	 $        473,700.00 
	0.1.01; 2.1.01; 2.1.02; 2.6.01 (Final Blueprint); 3.5.01; 3.7.01; 3.7.04; 3.8.01; 3.15.01

	May-07
	 $        543,112.50 
	0.1.01; 3.2.01; 3.9.01; 3.10.01; 3.12.01; 3.13.01; 3.14.01: 3.15.02

	June-07
	 $        574,334.38 
	0.1.01; 3.4.01; 3.4.02; 3.4.03; 3.5.02 (50%); 3.6.01 (1 data set); 3.7.02 (25%); 3.7.05 (50%); 3.8.02 (33%); 3.9.02 (10%); 3.10.02 (25%); 3.12.02 (25%); 3.13.02 (20%); 3.15.03 (25%)

	July-07
	 $        595,334.38 
	0.1.01; 3.5.02 (50%); 3.6.01 (1 data set); 3.6.02 (1 data set); 3.7.02 (25%); 3.7.03 (25%); 3.7.05 (50%); 3.7.06 (50%); 3.8.02 (33%); 3.8.03 (33%); 3.9.02 (25%); 3.9.03 (10%) 3.10.02 (25%); 3.10.03 (25%); 3.12.02 (25%); 3.12.03 (25%); 3.13.02 (20%); 3.13.03 (20%); 3.14.02 (Cycle 1); 3.15.03 (25%)

	August-07
	 $        591,834.38 
	0.1.01; 3.5.03; 3.6.01 (1 data set); 3.6.02 (1 data set); 3.7.02 (25%); 3.7.03 (25%); 3.7.06 (50%); 3.8.02 (33%); 3.8.03 (33%); 3.9.02 (25%); 3.9.03 (25%) 3.10.02 (25%); 3.10.03 (25%); 3.11.01 (50%); 3.11.02; 3.12.02 (25%); 3.12.03 (25%); 3.13.02 (20%); 3.13.03 (20%); 3.14.02 (Cycle 2); 3.15.03 (25%)

	September-07
	 $        601,284.38 
	0.1.01; 3.6.02 (1 data set); 3.7.02 (25%); 3.7.03 (25%); 3.8.03 (33%); 3.9.02 (25%); 3.9.03 (25%) 3.10.02 (25%); 3.10.03 (25%); 3.11.01 (25%); 3.12.02 (25%); 3.12.03 (25%); 3.13.02 (20%); 3.13.03 (20%); 3.15.03 (25%); 4.3.01

	October-07
	 $        581,315.63 
	0.1.01; 3.7.03 (25%);3.8.03 (33%); 3.9.02 (15%); 3.9.03 (25%); 3.10.03 (25%); 3.11.01 (25%); 3.12.03 (25%); 3.13.02 (20%); 3.13.03 (20%); 4.5.01

	November-07
	 $        585,843.75 
	0.1.01; 3.9.03 (15%); 3.13.03 (20%); 4.3.02

	December-07
	 $        498,346.88 
	0.1.01; 5.1.01

	January-08
	 $        214,280.00 
	0.1.01; 5.2.01 (20%)

	February-08
	 $          95,431.25 
	0.1.01; 5.2.01 (14%)

	March-08
	 $          65,050.00 
	0.1.01; 5.2.01 (9%); 5.3.01

	April-08
	 $          65,050.00 
	0.1.01; 5.2.01 (9%)

	May-08
	 $          36,050.00 
	5.2.01 (6%)

	June-08
	 $          65,050.00 
	5.2.01 (10%)

	July-08
	 $          21,550.00 
	5.2.01 (3%)

	August-08
	 $          50,550.00 
	5.2.01 (8%)

	September-08
	 $          21,550.00 
	5.2.01 (3%)

	October-08
	 $          43,500.00 
	5.2.01 (7%)

	November-08
	 $          14,500.00 
	5.2.01 (2%)

	December-08
	 $          43,500.00 
	5.2.01 (7%)

	January-09
	 $          15,406.25 
	5.2.01 (2%)

	
	 $     7,010,626.88 
	
	
	


	ALL STEPS of PHASE 2 –
HUMAN RESOURCES & PAYROLL
	 
	 
	 
	 
	 

	INITIAL PROJECT PLANNING
	City
	Ariston
	Ariston Deliverable
	Number of Instances throughout Project

	Develop Project Status Report
	ASSIST
	LEAD
	0.1.01
	29 times during Phase 2

	PREPARATION
	 
	 
	 
	 
	 

	INITIAL PROJECT PLANNING
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Finalize Project Team Organization
	ASSIST
	LEAD
	1.1.01
	5%
	 

	Develop Implementation Strategy
	ASSIST
	LEAD
	1.1.02
	10%
	

	Develop Organizational Change Management Strategy
	ASSIST
	LEAD
	1.1.03
	30%
	

	Develop Project Team Training Strategy
	ASSIST
	LEAD
	1.1.04
	5%
	

	Develop Preliminary End User Training Strategy
	ASSIST
	LEAD
	1.1.05
	5%
	

	Develop Comprehensive Testing Strategy
	ASSIST
	LEAD
	1.1.06
	10%
	

	Document Project Scope
	ASSIST
	LEAD
	1.1.07
	5%
	

	Develop Project Work plan
	ASSIST
	LEAD
	1.1.08
	25%
	

	Develop Project Charter
	LEAD
	ASSIST
	 
	 
	

	Finalize Project Team Working Environment
	LEAD
	ASSIST
	 
	 
	

	Develop Risk Assessment
	ASSIST
	LEAD
	1.1.09
	5%
	

	Develop External Audit
	LEAD
	ASSIST
	 
	 
	

	PROJECT PROCEDURES
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Define Project Oversight / Communications Plan
	ASSIST
	LEAD
	1.2.01
	15%
	 

	Develop Issue Management Plan
	ASSIST
	LEAD
	1.2.02
	10%
	

	Develop Scope Management Plan
	ASSIST
	LEAD
	1.2.03
	15%
	

	Develop Risk Management Plan
	ASSIST
	LEAD
	1.2.04
	10%
	

	Develop Quality Assurance Standards
	ASSIST
	LEAD
	1.2.05
	5%
	

	Develop Implementation Standards and Procedures
	ASSIST
	LEAD
	1.2.06
	35%
	

	Develop Knowledge Transfer Plan
	ASSIST
	LEAD
	1.2.07
	10%
	

	TECHNICAL REQUIREMENTS PLANNING
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Define Client / System Landscape Strategy
	ASSIST
	LEAD
	1.3.01
	35%
	 

	Define Client Transport Strategy
	ASSIST
	LEAD
	1.3.02
	25%
	

	Develop Technical Architecture Strategy
	ASSIST
	LEAD
	1.3.03
	40%
	

	Design and Architect SAP Infrastructure for complete environment based on architectural strategy
	ASSIST
	LEAD
	 
	 
	

	Build Solution Manager environment
	ASSIST
	LEAD
	 
	 
	

	Build Sandbox environment for mySAP Business Suite, Business Intelligence, Portal, and XI
	ASSIST
	LEAD
	 
	 
	

	Validate sizing of each SAP system
	ASSIST
	LEAD
	 
	 
	

	Provide input to CoP tools selection for Output Management, Job Scheduling, Regression Testing, Stress Testing and Archiving 
	ASSIST
	LEAD
	 
	 
	

	PROJECT TEAM TRAINING
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Refine Project Team Training Schedule
	ASSIST
	LEAD
	1.4.01
	30%
	 

	Prepare for Project Team Training
	ASSIST
	LEAD
	 
	 
	

	Conduct Solution Manager Toolset Training
	ASSIST
	LEAD
	1.4.02
	70%
	

	Conduct Level 1 Project Team Training
	LEAD
	ASSIST
	 
	 
	

	Review and Assess Post Training Skills
	LEAD
	ASSIST
	 
	 
	

	PROJECT KICKOFF
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Conduct Project Team Orientation and Kick-off
	ASSIST
	LEAD
	 
	 
	 

	Conduct Steering Committee Orientation
	LEAD
	ASSIST
	 
	 
	

	Project Team Contact List
	LEAD
	ASSIST
	 
	 
	

	Conduct Project Standards and Procedures Meeting
	ASSIST
	LEAD
	 
	 
	

	BUSINESS BLUEPRINT
	 
	 
	 
	 
	 

	PROJECT MANAGEMENT
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Review Issues and Obtain Resolution
	ASSIST
	LEAD
	 
	 
	 

	Review GAPS and Obtain Recommendation for Resolution
	ASSIST
	LEAD
	 
	 
	

	Update Risk Assessment
	ASSIST
	LEAD
	 
	 
	

	Refine Project Scope
	ASSIST
	LEAD
	2.1.01
	25%
	

	Refine Project Work plan
	ASSIST
	LEAD
	2.1.02
	75%
	

	Refine Project Management Procedures
	ASSIST
	LEAD
	 
	 
	

	Process Change Requests
	Partner
	Partner
	 
	 
	

	Track and Monitor Project Progress
	ASSIST
	LEAD
	 
	 
	

	Conduct Project Team “All Hands” Meetings
	ASSIST
	LEAD
	 
	 
	

	Conduct Project Leadership Meetings
	ASSIST
	LEAD
	 
	 
	

	Conduct Executive Governance Meetings
	LEAD
	ASSIST
	 
	 
	

	PROJECT TEAM TRAINING
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Refine Project Team Training Schedule
	ASSIST
	LEAD
	2.2.01
	100%
	 

	Prepare for Project Team Training
	ASSIST
	LEAD
	 
	 
	

	Conduct Level 2 and 3 Project Team Training
	LEAD
	ASSIST
	 
	 
	

	Review and Assess Post Training Skills
	LEAD
	ASSIST
	 
	 
	

	END-USER TRAINING
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Create training standards, templates and prototypes
	ASSIST
	LEAD
	2.3.01
	100%
	 

	Revise / Refine Preliminary End User Training Strategy
	ASSIST
	LEAD
	 
	 
	

	SYSTEMS ENVIRONMENT DEFINITION
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Create Technical Design
	ASSIST
	LEAD
	2.4.01
	100%
	 

	Initialize the IMG
	ASSIST
	LEAD
	 
	 
	

	Install 3rd Party Software
	LEAD
	ASSIST
	 
	 
	

	Build Development, and Quality Assurance (QA) environments for mySAP ERP, Business Intelligence, Portal, and XI
	ASSIST
	LEAD
	 
	 
	

	Review Technical Architecture Strategy in Preparation of Production environment for R/3, Business Intelligence, and Portal Deployment
	ASSIST
	LEAD
	 
	 
	

	Initial Setup of System Landscape
	ASSIST
	LEAD
	 
	 
	

	System Administration
	ASSIST
	LEAD
	 
	 
	

	Select Development Tools
	LEAD
	ASSIST
	 
	 
	

	Install and Integrate Development Tools
	LEAD
	ASSIST
	 
	 
	

	ORGANIZATION STRUCTURE DEFINITION
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Schedule organization structure workshops
	ASSIST
	LEAD
	 
	 
	 

	Distribute organization structure guidelines
	ASSIST
	LEAD
	 
	 
	

	Conduct organization structure workshops
	ASSIST
	LEAD
	 
	 
	

	Recommend and approve organizational structure
	ASSIST
	LEAD
	2.5.01
	50%
	

	Design Target Jobs and Organization Levels
	ASSIST
	LEAD
	 
	 
	

	Develop and Amend Policies
	LEAD
	ASSIST
	 
	 
	

	Recommend and approve organization model
	ASSIST
	LEAD
	2.5.02
	50%
	

	BUSINESS PROCESS DEFINITION
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Prepare for Business Process Workshops
	ASSIST
	LEAD
	 
	 
	 

	Conduct Global Requirement Workshops
	ASSIST
	LEAD
	 
	 
	

	Conduct Business Process Workshops
	ASSIST
	LEAD
	 
	 
	

	Conduct Detailed Requirement Workshops
	ASSIST
	LEAD
	 
	 
	

	Determine Future Business Processes
	ASSIST
	LEAD
	 
	 
	

	Identify Baseline Scope
	ASSIST
	LEAD
	 
	 
	

	Identify List of Reports and Forms
	ASSIST
	LEAD
	 
	 
	

	Complete the Business Blueprint
	ASSIST
	LEAD
	2.6.01
	100%
	

	Conduct a Business Blueprint Review and Sign-Off
	ASSIST
	LEAD
	 
	 
	

	ORGANIZATIONAL CHANGE MANAGEMENT
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Conduct Change Readiness (Change Readiness Report)
	ASSIST
	LEAD
	2.7.01
	75%
	 

	Prepare Project Communication Plan
	ASSIST
	LEAD
	2.7.02
	25%
	

	Hold Sponsor Meetings
	LEAD 
	ASSIST 
	 
	 
	

	REALIZATION
	 
	 
	 
	 
	 

	PROJECT MANAGEMENT
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Review Issues and Obtain Resolution
	ASSIST
	LEAD
	 
	 
	 

	Update Risk Assessment
	ASSIST
	LEAD
	 
	 
	

	Manage Project Scope
	Partner
	Partner
	 
	 
	

	Maintain Project Work plan
	ASSIST
	LEAD
	 
	 
	

	Conduct Management Control Processes
	Partner
	Partner
	 
	 
	

	Process Change Requests
	Partner
	Partner
	 
	 
	

	Track and Monitor Project Progress
	Partner
	Partner
	 
	 
	

	Conduct Project Team “All Hands” Meetings
	Partner
	Partner
	 
	 
	

	Conduct Project Leadership Meetings
	Partner
	Partner
	 
	 
	

	Conduct Executive Governance Meetings
	LEAD
	ASSIST
	 
	 
	

	PROJECT TEAM TRAINING
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Assess Project Team Training Needs
	ASSIST
	LEAD
	 
	 
	 

	Identify Additional Project Team Training
	ASSIST
	LEAD
	3.2.01
	100%
	

	Conduct Project Team Training (as needed)
	LEAD
	ASSIST
	 
	 
	

	Conduct Project Team Training for Productivity Pak
	ASSIST
	LEAD
	 
	 
	

	Knowledge Transfer
	ASSIST
	LEAD
	 
	 
	

	Review and Assess Post Training Skills For All Training Provided
	LEAD
	ASSIST
	 
	 
	


	SYSTEM MANAGEMENT
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Develop System Test Plans
	ASSIST
	LEAD
	3.4.01
	40%
	 

	Review Service Level Commitments
	ASSIST
	LEAD
	 
	 
	

	Verify System Administration Procedures
	ASSIST
	LEAD
	 
	 
	

	Define Production System Design
	ASSIST
	LEAD
	3.4.02
	20%
	

	Perform Capacity Planning
	ASSIST
	LEAD
	 
	 
	

	Update Transport Strategy
	ASSIST
	LEAD
	 
	 
	

	Define Production System Management  (include information about implementing service packs or patches during the project)
	ASSIST
	LEAD
	3.4.03
	40%
	

	Determine Production Support Plan
	LEAD
	ASSIST
	 
	 
	

	Setup and Test Production System
	ASSIST
	LEAD
	 
	 
	

	CONFIGURATION AND CONFIRMATION
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Develop configuration plans
	Assist
	Lead
	3.5.01
	10%
	 

	Conduct Configuration Workshops
	ASSIST
	LEAD
	 
	 
	

	Configure and Validate Scope
	ASSIST
	LEAD
	3.5.02
	50%
	

	Prepare Confirmation
	ASSIST
	LEAD
	 
	 
	

	Perform Confirmation
	ASSIST
	LEAD
	3.5.03
	40%
	

	DEVELOP CONVERSION PROGRAMS
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Perform Legacy Data Cleansing
	LEAD
	ASSIST
	 
	 
	 

	Create Conversion Extract Programs
	LEAD
	ASSIST
	 
	 
	

	Create Conversion Programs
	ASSIST
	LEAD
	3.6.01
	75%
	

	Test and Migrate Conversion Programs
	ASSIST
	LEAD
	3.6.02
	25%
	

	DEVELOP APPLICATION INTERFACE & BOLT-ON PROGRAMS
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Create Interface Program Specifications
	ASSIST
	LEAD
	3.7.01
	20%
	 

	Develop Interface Programs
	ASSIST
	LEAD
	3.7.02
	45%
	

	Test and Migrate Interface Programs
	ASSIST
	LEAD
	3.7.03
	15%
	

	Create Bolt-On Program Specifications
	ASSIST
	LEAD
	3.7.04
	5%
	

	Develop Bolt-On Programs
	ASSIST
	LEAD
	3.7.05
	10%
	

	Test and Migrate Bolt-On Programs
	ASSIST
	LEAD
	3.7.06
	5%
	


	DEVELOP ENHANCEMENTS
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Create Enhancement Specifications
	ASSIST
	LEAD
	3.8.01
	20%
	 

	Develop Enhancements
	ASSIST
	LEAD
	3.8.02
	65%
	

	Test and Migrate Enhancements
	ASSIST
	LEAD
	3.8.03
	15%
	

	DEVELOP REPORTS
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Create Report Specifications
	ASSIST
	LEAD
	3.9.01
	25%
	 

	Develop Reports
	ASSIST
	LEAD
	3.9.02
	60%
	

	Test and Migrate Reports
	ASSIST
	LEAD
	3.9.03
	15%
	

	DEVELOP FORMS
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Create Form Specifications
	ASSIST
	LEAD
	3.10.01
	20%
	 

	Develop Forms
	ASSIST
	LEAD
	3.10.02
	65%
	

	Test and Migrate Forms
	ASSIST
	LEAD
	3.10.03
	15%
	

	ESTABLISH USER ROLES & AUTHORIZATION
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Develop User Role and Authorizations Design
	ASSIST
	LEAD
	3.11.01
	80%
	 

	Review and Obtain signoff of the User Role and Authorizations Design
	LEAD
	ASSIST
	 
	 
	

	Implement User Roles and Authorizations
	ASSIST
	LEAD
	 
	 
	

	Validate User Roles and Authorizations- role to posting mapping
	LEAD
	ASSIST
	 
	 
	

	Define a User Role and Authorization Management Strategy
	ASSIST
	LEAD
	3.11.02
	20%
	

	DEVELOP WORKFLOW
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Create Workflow Specifications
	ASSIST
	LEAD
	3.12.01
	25%
	 

	Develop Workflow
	ASSIST
	LEAD
	3.12.02
	55%
	

	Test and Migrate Workflow
	ASSIST
	LEAD
	3.12.03
	20%
	

	DEVELOP BUSINESS INTELLIGENCE
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Create Business Intelligence Specifications
	ASSIST
	LEAD
	3.13.01
	25%
	 

	Implement Business Intelligence Content
	ASSIST
	LEAD
	3.13.02
	60%
	

	Test and Migrate Business Intelligence
	ASSIST
	LEAD
	3.13.03
	15%
	


	FINAL INTEGRATION TESTING
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Develop Integration Test Cases, Scenarios, and Scripts
	LEAD
	ASSIST
	 
	 
	 

	Develop Integration Test Plan
	ASSIST
	LEAD
	3.14.01
	20%
	

	Mass Migration of all Objects to QA Environment
	ASSIST
	LEAD
	 
	 
	

	Validate QA Testing Environment
	ASSIST
	LEAD
	 
	 
	

	Conduct Integration Testing
	LEAD
	ASSIST
	3.14.02
	70%
	

	Assemble Integration Test Report
	ASSIST
	LEAD
	3.14.02
	10%
	

	Review and Signoff Integration Testing Results
	LEAD
	ASSIST
	 
	 
	

	END-USER TRAINING
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Finalize End User Training Strategy / Plan
	ASSIST
	LEAD
	 
	 
	 

	Develop Detailed Learning Design
	ASSIST
	LEAD
	3.15.01
	5%
	

	Develop Training Documentation Standards and Prototype
	ASSIST
	LEAD
	3.15.02
	10%
	

	Conduct Training Material Development Boot Camp
	ASSIST
	LEAD
	 
	 
	

	Develop End-User Training Materials
	ASSIST
	LEAD
	3.15.03
	85%
	

	Design, Develop, and Deliver Instructor Training  (will Ariston provide assistance in the end user classroom?)  Ariston SME?
	ASSIST
	LEAD
	 
	 
	

	Train Power Users / Conduct Pilot Training
	ASSIST
	LEAD
	 
	 
	

	Review / Revise End-User Training Materials
	LEAD
	ASSIST
	 
	 
	

	FINAL PREPARATION
	 
	 
	 
	 
	 

	PROJECT MANAGEMENT
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Review Issues and Obtain Resolution
	ASSIST
	LEAD
	 
	 
	 

	Update Risk Assessment
	ASSIST
	LEAD
	 
	 
	

	Manage Project Scope
	Partner
	Partner
	 
	 
	

	Maintain Project Work plan
	ASSIST
	LEAD
	 
	 
	

	Conduct Management Control Processes
	Partner
	Partner
	 
	 
	

	Process Change Requests
	Partner
	Partner
	 
	 
	

	Track and Monitor Project Progress
	Partner
	Partner
	 
	 
	

	Conduct Project Team “All Hands” Meetings
	Partner
	Partner
	 
	 
	

	Conduct Project Leadership Meetings
	Partner
	Partner
	 
	 
	

	Conduct Executive Governance Meetings
	LEAD
	ASSIST
	 
	 
	


	SYSTEM MANAGEMENT
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Refine Production System Administration
	LEAD
	ASSIST
	 
	 
	 

	Complete final preparation for the production system
	LEAD
	ASSIST
	 
	 
	

	Conduct System Tests
	ASSIST
	LEAD
	4.2.01
	100%
	

	Perform a Go-Live Check Consisting of Early Watch Analysis
	ASSIST
	LEAD
	 
	 
	

	DETAILED CUTOVER PLAN
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Conduct Production Go-Live Dress Rehearsal
	ASSIST
	LEAD
	 
	 
	 

	Refine Production Cutover Plan
	ASSIST
	LEAD
	4.3.01
	30%
	

	Refine Production Support Plan
	LEAD
	ASSIST
	 
	 
	

	Develop Help Desk and Floor Support
	LEAD
	ASSIST
	 
	 
	

	Define Long Term Production Support Strategy
	LEAD
	ASSIST
	 
	 
	

	Conduct Production Readiness Assessment
	ASSIST
	LEAD
	4.3.02
	70%
	

	END-USER TRAINING
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Finalize end user training materials to include verification and final adjustments
	LEAD
	ASSIST
	 
	 
	 

	Finalize end user training logistics
	LEAD
	ASSIST
	 
	 
	

	Initialize Training Client and Load Training Data
	ASSIST
	LEAD
	 
	 
	

	Conduct and Review End User training
	ASSIST
	LEAD
	 
	 
	

	Conduct End User Readiness Assessment(s)
	LEAD
	ASSIST
	 
	 
	

	Conduct Refresher Training
	LEAD
	ASSIST
	 
	 
	

	Conduct End User Practice Labs
	LEAD
	ASSIST
	 
	 
	

	USER ACCEPTANCE TESTING
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Identify UAT Test Cases, Scenarios, and Scripts
	LEAD
	ASSIST
	 
	 
	 

	Develop UAT Plan
	LEAD
	ASSIST
	 
	 
	

	Review and Approve UAT Plan
	ASSIST
	LEAD
	4.5.01
	100%
	

	Mass Migration of all Objects to QA Environment
	LEAD
	ASSIST
	 
	 
	

	Conduct UAT
	LEAD
	ASSIST
	 
	 
	

	Review and Signoff UAT Results
	LEAD
	ASSIST
	 
	 
	


	 GO-LIVE & SUPPORT
	 
	 
	 
	 
	 

	PRODUCTION CUTOVER
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Perform implementation of production system
	ASSIST
	LEAD
	 
	 
	 

	Perform Cutover Activities
	ASSIST
	LEAD
	 
	 
	

	Verify Production Environment by completing the System Cutover Checklist
	ASSIST
	LEAD
	5.1.01
	100%
	

	PRODUCTION SUPPORT
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Conduct Go-Live and Support Review
	ASSIST
	LEAD
	 
	 
	 

	Provide Production Support
	LEAD
	ASSIST
	 
	 
	

	Train City staff to manage SAP configuration
	ASSIST
	LEAD
	5.2.01
	100%
	

	PROJECT CLOSE
	City
	Ariston
	Ariston Deliverable
	Percentage of Package
	Percentage of Phase

	Conduct Project Closing Activities
	ASSIST
	LEAD
	 
	 
	 

	Deliver Project Close Letter / Lessons Learned
	ASSIST
	LEAD
	5.3.01
	100%
	


Attachment 2:  ASAP Implementation Roadmap (V3.5)
The following table details the implementation roadmap including the activities and task for the ASAP methodology. The Roadmap is divided by phase, work package, and activities. Where possible, the deliverables have been cross referenced to the ASAP Implementation Roadmap in this section.

	

	1
	Project Preparation 

	1.1 
	General Project Management (Project Preparation Phase) 

	1.1.1 
	Phase Startup 

	1.1.1.1 
	Phase Resources Allocation 

	1.1.1.2 
	Detailed Phase Schedule 

	1.1.1.3 
	Phase Kick Off Meeting 

	1.1.1.4 
	Handoff Checklist from Pre-project activities 

	1.1.2 
	Project Initiated 

	1.1.2.1 
	Project Charter 

	1.1.2.2 
	Scope Statement 

	1.1.2.3 
	Business Case 

	1.1.2.4 
	Schedule for Project Planning 

	1.1.3 
	Project Management Plan Started 

	1.1.3.1 
	Project Management Plan 

	1.1.3.2 
	Monitoring/Controlling Plans 

	1.1.3.3 
	Project Schedule 

	1.1.3.4 
	Project Budget 

	1.1.3.5 
	Business Case 

	1.1.4 
	Phase Sign Off 

	1.1.4.1 
	Lessons Learned Log 

	1.1.4.2 
	Internal Management Phase Report 

	1.1.4.3 
	SAP PM Review Service Report 

	1.1.4.4 
	Phase Sign Off Document 

	1.2 
	Project Strategic Framework 

	1.2.1 
	Project Strategic Framework 

	1.2.1.1 
	Project Vision and Strategy 

	1.2.1.2 
	Confirmed Integration Vision and Strategy 

	1.2.1.3 
	High Level Business Requirements Definition 

	1.2.1.4 
	Business Drivers 

	1.2.1.5 
	Integration Evaluation 

	1.2.1.6 
	High Level Business Process Definition 

	1.2.1.7 
	Technology Strategy 

	1.2.1.8 
	Supporting Business Organization Definition 

	1.2.1.9 
	M : Transition from Discovery and Evaluation 

	1.2.1.9.1 
	Review Discovery and Evaluation Documents 

	1.2.1.10 
	M : Project Strategic Framework 

	1.2.1.10.1 
	Review All Required Strategic Documentation 

	1.2.1.10.2 
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