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[bookmark: _Toc23421611]Purpose

This document describes the process to leverage the Capacity on Demand Wave 4 contracts for Business Services and Project Management Services to address specific Informatics Technology needs and is associated with a specific set of activities and deliverables.

The Capacity on Demand Wave 4 process is to be used by clients who require Informatics Technology professional services to support the delivery of projects for the department.


[bookmark: _Toc479858130][bookmark: _Toc23421612]Summary
[bookmark: _Toc479858131][bookmark: _Toc23421613]What is Capacity on Demand W4 (COD W4)?
In an effort to satisfy an ongoing departmental need for Informatics Technology professional services to support various initiatives the Chief Financial Officer Branch (CFOB) has awarded various task-based contracts (via PSPC as the Contracting Authority) for the following streams:

· Business Services
· Project Management Services
The contracts are structured as task-based where a Task Authorization (TA) is issued to various contractors.
The TA will identify the category of resource required, level of effort, per Diem rates and the work to be completed.
[bookmark: _Toc23421614]Vendor list and per diem rate
[image: ]
[bookmark: _Toc479858132][bookmark: _Toc23421615]Who can use COD W4?
Clients who require various Informatics Technology (IT) professional services to support the delivery of projects for the department.
The COD W4 contracts were awarded using Task-Based Informatics Professional Services (TBIPS). The TA leveraged against theses COD contracts should be related to a particular activity required to address a specific IT need or linked to an IT enabled project.

If you are uncertain about whether your work is suited for the COD W4 contracts please contact the COD Triage team. 
[bookmark: _Toc479858133][bookmark: _Toc23421616]Contact COD Triage Team 
[bookmark: _GoBack]NC-COD-CALD-GD@hrsdc-rhdcc.gc.ca


[bookmark: _Toc479858134][bookmark: _Toc23421617]Roles and Responsibilities: 
[bookmark: _Toc479858135]
[bookmark: _Toc23421618]Client
· Defines requirement;
· Works with the Procurement Planning and Advisory Services team on a Project Procurement Plan (where applicable);
· Completes Draft Task Authorization form (DTA);
· Project Authority Signs DTA form;
· Sends DTA form and Project Procurement Plan (where applicable) to 
COD Triage Team;
· Client evaluates proposed resource submitted by the Triage Team;
· Client notifies Triage Team that resource was accepted;
· Upon Triage Team approval, Client submits Purchase Requisition with completed evaluation grids, CV, DTA Form and Procurement Plan (where applicable) to Procurement via myEMS (SAP);
· Manages TA;
· Closes-out TA;
· Identifies needs for amendments in a timely fashion (where applicable), including changes of resources;
· Completes service entry sheet (SES) and pays invoices in myEMS (SAP).

[bookmark: _Toc479858136][bookmark: _Toc23421619]Procurement Planning and Advisory Services 
· Procurement Planning and Advisory Services team works with client to create or amend the Project Procurement Plan;
· Approves Project Procurement Plans; 
· Provides copy of CFOB approved Project Procurement Plan to client.


[bookmark: _Toc479858137][bookmark: _Toc23421620]COD Triage Team
· Reviews Draft Task Authorization form and verifies that the information provided by the client is appropriate and can be supported by COD W4 Contracts;
· Obtains approval from the Enterprise Project Management Office within the Investment, Procurement and Project Management directorate for requirements under the Project Management Services stream;
· Obtains approval from the Transformation and Integrated Service Management Branch for requirements under the Business Services stream;
· If it is determined that the COD W4 is the appropriate method of supply, 
Triage Team signs the DTA;
· Advises client, by email, that the request has been approved – or denied;
· Contacts vendor for CVs and Security Information;
· Route CVs from Contractor to Client and liaise between Client and Contractor as needed;
· Tracks usage against parent-contract(s);
· Ensures distribution of work satisfies the obligations in the contracts.
[bookmark: _Toc479858138][bookmark: _Toc23421621]ESDC Procurement Officer
· Reviews Task Authorization to ensure appropriate legal contract language and security;
· Actions TA in myEMS (SAP) via a Purchase Requisition from the client;
· Issues TAs to Contractor for signature;
· Provides copy of  signed TA to client;
· Actions amendments upon request from client via a Purchase Requisition;
· [bookmark: _Toc479858139]Provides copies of the TA issued by ESDC to Triage Team and PSPC.

[bookmark: _Toc23421622]Contractor
· Provides CVs and Signed Certifications upon request, within the timelines given by Triage Team;
· Reviews TA and returns signed copy to Procurement (within 2 business days); 
· Performs work in accordance with the TA;
· Provides replacement resources as required;
· [bookmark: _Toc479858140]Complies with rules and regulations of the contract.

[bookmark: _Toc23421623]Public Services and Procurement Canada (PSPC)
· Monitors burn rates of each contract;
· Actions amendments to the contracts;
· Issues TA’s over 400k (excluding taxes) to the contractors;
· Monitors “no response’ trends.


[bookmark: _Toc479858141][bookmark: _Toc23421624]Step-by-Step Process
	Step
#
	
ACTIVITY

	
Responsibility
	
Tool

	
1



2
	Client defines requirement and determines if a new or amended Project Procurement Plan is required. 

If a Project Procurement Plan is required then client works with Procurement Planning and Advisory Services at the following 
General Email Box: NC-PPAS-PASC-GD.
	
Client 



Procurement Planning and Advisory Services
	
Statement of Work 


Project Procurement Plan

	3
	Client submits Draft TA form and Project Procurement Plan (if need be) to the 
COD Triage Team at the following General Email Box for review: 
NC-COD-CALD-GD
	
Client
	
Email

	4
	COD Triage Team reviews the Draft TA form submitted by the client and determines if the COD W4 is the appropriate method of supply.
	
COD 
Triage Team
	
Draft TA form 

	5
	To ensure that capacity for particular resources does not already exist in the department, COD Triage Team will send the Draft TA form to:

1) The Enterprise Project Management Office, within the Investment, Procurement and Project Management directorate, for requirements under the Project Management Services Stream.
  
2) The Transformation group in the Transformation and Integrated Service Management Branch, for requirements under the Business Service Stream.


	
COD Triage Team
	
Email

	6
	If COD W4 is the appropriate method of supply and upon approval from step 5, COD Triage Team will advise the client by email.
	
COD Triage Team
	
Email

	7
	COD Triage Team will contact contractor and ask for:
1) CV(s);
2) Signed certification(s) (Appendix D to Annex A);
3) Security File # and expiry date;
4) Date of Birth.
	
COD Triage Team
	
Email

	8
	Contractor provides requested documents to COD Triage Team within the specified time frame.
	
Contractor
	
Email

	9
	COD Triage Team sends the signed Draft TA form and resource information to the client.
	
COD Triage Team
	
Email

	10
	Client evaluates CV(s) using evaluation grids provided.
	
Client
	
Evaluation Grid

	11
	Client notifies COD Triage Team that resource was accepted.
	
Client
	
Email

	12
	Client submits a Purchase Requisition (PREQ) to Procurement via myEMS (SAP)

Client to ensure that the following information is included in the PREQ:
· Header Text reference 
“COD W4 Contract” and name of the contractor to be used
· Approved draft TA form
· Signed certification: 
Appendix D to Annex A 
(for the successful resource only)
· CV
· Completed and signed evaluation grid (for the successful resource only)
· Security Information (i.e. Date of birth, PSPC file #)
· CFOB approved or amended Procurement Plan, if applicable.
	
Client
	
myEMS (SAP)

	13
	ESDC Procurement Officer will review the approved Draft TA and supporting documentation.

Once documentation provided by the client is complete and in order, a TA will be issued. 

A TA will be issued to the contractor with a copy (cc) to the client and COD Triage Team.
	
Procurement
	
TA 

	
14
	Contractor signs the TA and sends back to ESDC Procurement Officer by replying all.
	
Contractor
	
TA

	15
	ESDC Procurement Officer ensures that a copy of the signed TA went to the client and to the COD Triage Team for tracking purposes.
	
Procurement

	
TA


	16
	COD Triage Team tracks usage against contracts to ensure that the work is being evenly distributed, as per the terms of the contract.
	
COD Triage Team
	
Excel

	17
	Client manages TA:

· Tracks completion of deliverables and manages burn rate.
· Requests amendments in a timely manner as required.
	
Client
	
TA and myEMS(SAP)
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[bookmark: _Toc479858147][bookmark: _Toc23421629]Project Management Services 

	

Project Management Services
	Evaluation Grids
	
Tasks and Deliverables

	
Change Management  Level 3

	

	


	
Project Executive  
Level 3

	

	


	
Project Manager    
Level 3
	 


	


	
Project Manager  -     Release Manager      Level 3

	
[bookmark: _MON_1634032269] 
	


	
Project Scheduler
 Level 3

	


	


	
Risk Management Specialist 
Level 3

	


	



[bookmark: _Toc479858148][bookmark: _Toc23421630]Business Services
	

Business Services
	Evaluation Grids
	Tasks and Deliverables

	
Business Analyst 
Level 3

	

	


	
Business Architect 
Level 3

	

	


	
Business Continuity / Disaster Recovery Specialist 
Level 3

	

	


	
Business Process Reengineer 
Level 3

	

	


	
Business Transformation Architect 
Level 3

	

	


	
Technical Writer 
Level 3
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Level

ADRM/Ranstad

OA 2000147

T.E.S. 

OA 2000150

TEK systems

OA 2000149

S.I. Systems

OA 2000148

B.1 Business Analyst 3 $730.00 $727.00 $767.00 $800.00

B.2 Business Architect 3 $965.00 $857.00 $917.00 $950.00

B.4 Bus. Continuity/Disaster Recovery  3 $1,040.00 $837.00 $817.00 $800.00

B.5 BPR Consultant 3 $890.00 $853.00 $817.00 $775.00

B.7 Business Transformation Architect 3 $940.00 $859.00 $987.00 $1,000.00

B.14 Technical Writer 3 $585.00 $407.00 $437.00 $445.00

Level

Acosys/PwC

OA 2000151

S.I. Systems

OA 2000154

PwC

OA 2000152

Randstad

OA 2000153

P.1 Change Management Consultant 3 $921.00 $1,125.00 $895.00 $879.00

P.5 Project Executive 3 $1,100.00 $940.00 $1,052.00 $1,041.00

P.9 Project Manager 3 $922.00 $810.00 $894.00 $796.00

P.9 Project Manager (Release Mgr) 3 $856.00 $770.00 $830.00 $855.00

P.10 Project Scheduler 3 $650.00 $620.00 $594.00 $618.00

P.12 Risk Management Specialist 3 $837.00 $767.00 $811.00 $998.00

Business Services



Project Management Services
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Protected B when completed

CAPACITY ON DEMAND

Draft Task Authorization Form

   Please note that all fields are mandatory

Last Update: 09/2019



		Desired Contractor:





		Date:      





		ESDC Internal Order #:

(Completed by COD Triage Team)



		Task Authorization #:

(If request for amendment)



		Project Name:





		What is the IT Component?






If this does not have an impact on a system, is this an IT enabled project?







		Will this support a stage-gated project requiring an IMP procurement plan?

Yes ☐	No ☐

If yes, please  specify:



IMP project #:



Which stage of work is this for #:



2☐	3☐	4☐                   5☐





		Background

(Expand the box to add more text)















		Tasks

The consultant  will complete the following tasks to the satisfaction  of the Project Authority

(Expand the box to add more text)













		Deliverables

The Contractor  will submit the following  deliverables to the satisfaction  of the Project Authority

(Expand the box to add more text)













		Location of Work:





		Working on site full time?

Yes ☐                                            No☐





		
Amendment





		
Is this is an amendment to an existing contract?

Yes ☐                                            No☐





		
Task Authorization #:







		

Justification:













		

New Deliverables (If applicable)

What should the department expect to receive with the additional funding?













		Number of days added:

		Financial Increase($):





[image: http://hrsdc.prv/eng/pasrb/publishing_multimedia/alt/img/esdc.jpg]
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		Project Authority	



[bookmark: _GoBack]The Project Authority is responsible for all matters concerning the technical content of the work under this Task Authorization (TA). Any proposed changes to the scope of work are to be discussed with the Project Authority, but any resulting change is only effective and enforceable if a written TA Amendment is issued by the Contracting Authority.



Please print or type

Name of Project Authority: 



Telephone Number:



Signature: __________________________________________________ 



Date:      









		Initial Period of Services 



		Start Date: Click here to enter a date.

		End Date: Click here to enter a date.



		Amended Period of Services



		Start Date: Click here to enter a date.

		End Date: Click here to enter a date.



		Travel Requirements



		Yes ☐	  No ☐	                 Specify :



		[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Security Clearance Required



Reliability Status ☐             Secret ☐             Top Secret ☐             Other ☐





		Language Profile Required



Bilingual ☐             English Only ☐             French Only ☐             Other ☐









		

Category (Level)



		Per Diem

		# Days

		Cost



		



		

		

		



		



		

		

		



		



		

		

		



		



		

		

		



		

Total

		



		

Travel and Living Costs

		



		

Grand Total

		







For Administrative Use Only:





		Selected Contractor :



		Approved By:



		Date:







		Page 2 of 2
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APPENDIX D TO ANNEX A - Certifications at the TA Stage.docx
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APPENDIX D TO ANNEX A

CERTIFICATIONS AT THE TA STAGE



The following Certifications are to be used, as applicable.  If they apply, they must be signed and attached to the Contractor's quotation when it is submitted to Canada.



1. CERTIFICATION OF EDUCATION AND EXPERIENCE

The Contractor certifies that all the information provided in the résumés and supporting material  proposed for completing the subject work, particularly the information pertaining to education, achievements, experience and work history, has been verified by the Contractor to be true and accurate.  Furthermore, the Contractor warrants that every individual proposed by the Contractor for the requirement is capable of performing the Work described in the Task Authorization.   



________________________________________		____________________

Print name of authorized individual & sign above	  		Date





2. CERTIFICATION OF AVAILABILITY OF PERSONNEL 

The Contractor certifies that, should it be authorized to provide services under this Task Authorization,  the persons proposed in the quotation will be available to commence performance of the work within a reasonable time from the date of issuance of the valid Task Authorization, or within the time specified in the TA Form, and will remain available to perform the work in relation to the fulfillment of the requirement. 



________________________________________		____________________

Print name of authorized individual & sign above	  		Date





3. CERTIFICATION OF STATUS OF PERSONNEL

If the Contractor has proposed any individual  who is not an employee of the Contractor, the Contractor certifies that it has permission from that individual to propose his/her services in relation to the Work to be performed under this TA  and to submit his/her résumé to Canada. At any time during the Contract Period the Contractor must, upon request from the Contracting Authority, provide the written confirmation, signed by the individual, of the permission that was given to the Contractor of his/her availability.  Failure to comply with the request may result in a default under the Contract in accordance with the General Conditions.  



________________________________________		___________________

Print name of authorized individual & sign above			Date









4. CERTIFICATION OF LANGUAGE - English 

The Contractor certifies that the proposed resource(s) in response to this draft Task Authorization is/are:



fluent in English. The individual(s) proposed must be able to communicate orally and in writing in English without any assistance and with minimal errors.

 

_____________________________________ 			_________________

Print name of authorized individual & sign above		  	Date	

[bookmark: _GoBack]
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APPENDIX C TO ANNEX A

[bookmark: _GoBack]RESOURCES ASSESSMENT CRITERIA AND RESPONSE TABLE

WORKSTREAM 2 – PROJECT MANAGEMENT SERVICES

To facilitate resource assessment, the Contractor must prepare and submit a response to a draft Task Authorization using the tables provided in this Annex.  When completing the resource grids, the specific information which demonstrates the requested criteria and reference to the page number of the résumé should be incorporated so that Canada can verify this information.   The tables should not contain all the project information from the resume.  Only the specific answer should be provided.



P.1 Change Management Consultant - Level 3



		MTC#

		Mandatory Technical Criteria (MTC)

P.1 Change Management Consultant - Level 3

		Met/Not Met

		Contractor’s Response

(Reference to Résumé)



		MTC1

		The proposed resource must have a minimum of 10 years demonstrated experience, within the last 15 years, as a lead consultant for a nationwide, regional business or government transformation project, where the proposed resource developed transition plans with a focus on change management and communications.

		

		



		MTC2

		The proposed resource must have a minimum of 5 years demonstrated experience, within the last 15 years, with a range of transition strategies including change management, training and communications. Task preformed must have included:



(a) Identifying the most expected and potential points of resistance to change. Developing counter strategies to reduce the resistance and address the doubts and uncertainty surrounding the change to foster a positive acceptance of change;

(b) Creating specific change management plans with respect to training and orientation of employees for each major change/project;

(c) Conducting an assessment of change impact and requirements; and

(d) Developing a change management and communications strategy and plan for each project.



The proposed resource’s experience must be demonstrated using project descriptions.

		

		



		MTC3

		The proposed resource must have a minimum of 5 years demonstrated experience, within the last 15 years, documenting processes and roles and responsibilities.

		

		



		MTC4

		The proposed resource must have an internationally recognized accreditation in change management. A copy of the accreditation must be provided with the résumé.

Acceptable accreditations include:

· Certified Change Management Professional (CCMP)

· Change Management Specialist (CMS)

· Certified Problem and Change Manager (CPCM)

· Change Management Certificate Program from the Association for Talent Development

· Prosci Change Management Certification

· APGM Organizational Change Management Foundation

· AIM Change Management Certification

		

		



		MTC5

		Using 5 projects each with a minimum duration of 6 months, the proposed resource must demonstrate experience in each of the technologies, software and tools identified in the TA as essential.

Demonstrated experience must be within the last five years.
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[bookmark: _GoBack]3.1	P.1 Change Management Consultant (Level 3)



ESDC requires the services of Change Management Consultants (Level 3) to support the ESDC projects. The primary attention is to the people side of change and creating a structured change management implementation strategy so that there is consistency in adopting change for employees impacted by the change, and when appropriate the project teams. The Change Management Consultant (Level 3) must provide overall advice on all matters associated with change management associated with the specific project identified in the Task Authorization. 



3.1.1	Tasks



Working with a team of departmental staff, and project managers, the Change Management Consultant (Level 3) must support ESDC projects. The Change Management Consultant (Level 3) tasks include but are not limited to:

(a)	Identify the most expected and potential points of resistance to change. Develop counter strategies to reduce the resistance and address the doubts and uncertainty surrounding the change to foster a positive acceptance of change;

(b)	Create specific change management plans with respect to training and orientation of employees for each major change/project;

(c)	Develop a detailed work plan based on the change agenda and how the various changes will need to be implemented;

(d)	Establish parameters to measure the early adoption, effective utilization and proficiency to new change initiatives for individual employees and organizational units;

(e)	Conduct an assessment of change impact and requirements;

(f)	Identify deviations in performance from the change standards and implement strategies for corrective action to achieve full organizational adoption to change;

(g)	Establish and maintain a close engagement with specialists from the HR, training and communication branches to ensure a smooth transition to change and organization-wide successful implementation of these change initiatives;

(h)	Develop a change management and communications strategy and plan for each project; 

(i)	Transfer functional and technical knowledge to the project team and client staff through individual and group training, demonstrations, written instructions and documents on an ongoing basis throughout the life of the project; and 

(j)	Maintain all project artifacts as per established document management requirements for the department and Treasury Board (TB) policy. 



3.1.2	Deliverables



The Change Management Consultant (Level 3) must submit the following deliverables to the Project Authority:

(a)	A status report on a bi-weekly basis, documenting the progress of the work described in the work plan and above in Tasks, including difficulties which may affect overall schedule and planned tasks for the next reporting period.  The status report must include:

(i)	Activities completed within the reporting period;

(ii)	Planned activities for the next reporting period; and

(iii)	Risks/issues that will require the attention of the Project Authority; 

(b)	Development and delivery of a work plan;

(c)	Interview guides and supporting workshop materials;

(d)	A change impact assessment including a comprehensive stakeholder analysis; 

(e)	A change management strategy and plan including cost estimates, change implementation schedule and roles and responsibilities;

(f)	Executive and staff level presentations for regular communications and product launch purposes; and

(g)	Ad hoc presentations and reports as requested by the Project Authority and within the approved work plan.
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APPENDIX C TO ANNEX A

RESOURCES ASSESSMENT CRITERIA AND RESPONSE TABLE

WORKSTREAM 2 – PROJECT MANAGEMENT SERVICES

To facilitate resource assessment, the Contractor must prepare and submit a response to a draft Task Authorization using the tables provided in this Annex.  When completing the resource grids, the specific information which demonstrates the requested criteria and reference to the page number of the résumé should be incorporated so that Canada can verify this information.   The tables should not contain all the project information from the resume.  Only the specific answer should be provided.

P.5 Project Executive - Level 3



		MTC#

		Mandatory Technical Criteria (MTC)

P.5 Project Executive - Level 3

		Met/Not Met

		Contractor’s Response

(Reference to Résumé)



		MTC1

		The proposed resource must have a minimum of 10 years of demonstrated experience, within the last 15 years, working as a Senior Project Executive in an IM/IT environment.

		

		



		MTC2

		The proposed resource must have 10 years of demonstrated experience, within the last 15 years, as part of an integrated project team, in the delivery of a business transformation project or projects in a complex organizational environment.  A complex organizational environment is defined as across multi-organizational boundaries.

		

		



		MTC3

		The proposed resource must have demonstrated experience in providing project management, planning and oversight of two or more concurrent projects. The projects must have been valued at $5M or more, and have been delivered in the last 5 years.

		

		



		MTC4

		The proposed resource must hold a valid certification as a Project Management Professional (PMP) from the Project Management Institute.  A copy of the certification must be provided with the résumé.

		

		



		MTC5

		The proposed resource must hold a valid certification in Program and/or Portfolio Management from an internationally recognized institute.  Certifications that are acceptable are PgMP, PfMP, MSP, MOP, PRAXIS. A copy of the certification must be provided with the résumé.

		

		



		MTC6

		The proposed resource must have obtained a Graduate University degree from an accredited university in any of the following domains: Project Management, Commerce, Computer Sciences, Engineering, Information Management, and Information Technology. A copy of the degree must be provided with the résumé.

		

		



		MTC7

		Using 5 projects each with a minimum duration of 6 months, the proposed resource must demonstrate experience in each of the technologies, software and tools identified in the TA as essential.



Demonstrated experience must be within the last five years.
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3.2	P.5 Project Executive (Level 3)



ESDC requires the services of Project Executives (Level 3) to support the ESDC projects and project teams. The Project Executive (Level 3) must provide overall advice on all matters associated with the specific project identified in the Task Authorization.



3.2.1	Tasks



The Project Executive (Level 3) tasks include, but are not limited to the following:

(a)	Ensure the practices and processes implemented adhere to the requirements of the department’s Project and Programme Management Practice (PPMP);

(b)	Ensure effective government best practices in project management, TB guidelines, and departmental management controls are observed;

(c)	Support the development of TB submissions by providing accurate program and project level details as defined by TB policy and guidance. The information is to be made available in the specified format of the department (as applicable);

(d)	Provide oversight to the active engagement of stakeholders and change management for the successful implementation of the identified projects. This includes support to communication planning and execution to ensure stakeholders and users are kept abreast of the progress, the needs to transition towards the new changes being implemented, and the adoption of its supporting technology;

(e)	Review and provide feedback in the development of project charters and project management plans in the departmental standard formats;

(f)	Recommend the readiness for approval of each project charter and project management plan; 

(g)	Transfer functional and technical knowledge to the departmental project teams through individual and group training, demonstrations, written instructions, and documents on an ongoing basis throughout the life of the project; and 

(h)	Maintain all project artifacts as per established document management requirements for the department and TB policy. 

3.2.2	Deliverables

The Project Executive (Level 3) must submit the following deliverables to the Project Authority:

(a)	A work plan for the activities to be undertaken; and 

(b)	A bi-weekly report on activities undertaken including the following:

(i)	Activities completed within the reporting period;

(ii)	Planned activities for the next reporting period;

(iii)	Risks/issues that will require the attention of the Project Authority; and

(iv)	Corrective actions required.
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APPENDIX C TO ANNEX A

RESOURCES ASSESSMENT CRITERIA AND RESPONSE TABLE

WORKSTREAM 2 – PROJECT MANAGEMENT SERVICES

To facilitate resource assessment, the Contractor must prepare and submit a response to a draft Task Authorization using the tables provided in this Annex.  When completing the resource grids, the specific information which demonstrates the requested criteria and reference to the page number of the résumé should be incorporated so that Canada can verify this information.   The tables should not contain all the project information from the resume.  Only the specific answer should be provided.

P.9 Project Manager - Level 3



		MTC#

		Mandatory Technical Criteria (MTC)

P.9 Project Manager - Level 3

		Met/Not Met

		Contractor’s Response

(Reference to Résumé)



		MTC1

		The proposed resource must have 10 years of  experience, within the last 15 years, as a Senior (Level 3) Project Manager demonstrating the following activities:

(a) Developing artefacts such as Project Charters, Project Management Plans, Project Schedules; 

(b) Developing Project Dashboards;

(c) Developing Project Charters;

(d) Developing Project Management Plans;

(e) Developing a risk plan, risk register and risk mitigation strategies; and

(f) Conducting Project Briefings to Senior Management.

		

		



		MTC2

		The proposed resource must demonstrate experience, within the last 15 years, working as a senior project manager, leading as a minimum, a team of 3 project managers, on each of 2 government or private sector projects. The projects must relate to IM/IT, business architecture or project management in a similar environment to the one outlined in the Statement of Work, one of which was valued at $5M or more.

		

		



		MTC3

		The proposed resource must demonstrate experience, within the last 15 years, working on 5 government or private sector projects, each valued at $5M or more, where the proposed resource was required to collaborate with a number of stakeholders (both internal and external to the organization).

		

		



		MTC4

		The proposed resource must demonstrate experience, within the last 15 years, working on 2 projects, each valued at $5M or more, where the role required coaching/ mentoring of project managers or PMO staff.  One of the referenced projects must be from a government environment.

		

		



		MTC5

		The proposed resource must demonstrate experience leading the development of a Project Management Office including the development of the following artefacts:

(a) Develop a PMO charter and implementation plan;

(b) Define PMO roles and responsibilities, service offerings, project support structures and internal processes and procedures; and

Development of training support, user guides, procedure documentation for PMO processes.

		

		



		MTC6

		The proposed resource must hold a valid Project Management Professional (PMP) from the Project Management Institute.  A copy of the certification must be provided with the résumé.

		

		



		MTC7

		Using 5 projects each with a minimum duration of 6 months, the proposed resource must demonstrate experience in each of the technologies, software and tools identified in the TA as essential.

Demonstrated experience must be within the last five years.
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3.3	P.9 Project Manager (Level 3)



ESDC requires the services of Project Managers (Level 3) to provide leadership for the implementation of a variety of major projects in all ESDC branches in support of internal project teams.  The Project Manager (Level 3) is required for a coordination and planning function (for example: in support of broader branch governance, or a number of projects with interdependencies) OR may also include the setting up of a larger PMO in support of a very substantial project. The Project Manager (Level 3) must provide overall advice on all matters associated with the specific project identified in the Task Authorization. 



The approach for the Project Manager (Level 3) must be both consultative and iterative in nature and as such requires collaboration with all internal resources both within the branch conducting the project, the other stakeholder branches and the Innovation, Information and Technology Branch (IITB).



3.3.1	Tasks



Working with a team of departmental staff, the PMO, and project managers, the Project Manager (Level 3) must lead the implementation of a project or coordinates a number of projects, and provides overall coordination and assistance to the project managers. The Project Manager (Level 3) tasks include, but are not limited to:



(a)	Develop a PMO charter and implementation plan;

(b)	Define and document PMO team development objectives;

(c)	Determine resource requirements (HR and financial), PMO composition, roles, responsibilities and terms of reference for the team;

(d)	Design, implement and monitor operations of the project office against established goals, objectives and milestones as defined in the PMO charter and implementation plan;

(e)	Coach, mentor and direct PMO staff in project management processes (as defined by the Project Management Institute), good practices, methodologies, tools, and requirements as defined within the departmental IMP;

(f)	Develop a results based management framework with identified Key Performance Indicators (KPIs) to measure the effectiveness of the PMO and its supporting processes;

(g)	Create the data collection methodology, calculate and report on the KPIs identified in the results based management framework;

(h)	Contribute to the organization's strategic and business planning initiatives, including the directorate’s operational plan, if necessary;

(i)	Develop and document project office control and reporting procedures to manage changes in the PMO implementation plan;

(j)	Develop and document control and reporting procedures and the change control process for all projects (as applicable);

(k)	Develop and document the risk and issue management processes to be used by the project;

(l)	Identify, treat, and manage risks and issues;

(m)	Establish quality control processes by which the project will be managed and must adhere to;

(n)	Monitor all aspects of the project; 

(o)	Transfer functional and technical knowledge to the departmental project teams through individual and group training, demonstrations, written instructions and documents on an ongoing basis throughout the life of the project; and 

(p)	Maintain all project artifacts as per established document management requirements for the department and TB policy. 


3.3.2	Deliverables



The Project Manager (Level 3) must submit the following deliverables to the Project Authority:

(a)	Development and delivery of a project charter;

(b)	Development and delivery of an implementation plan including sub-plans on risk management, schedule, scope, cost and time management;

(c)	Development and fully documented operational processes and practices of how the projects or set of projects will operate and guidance provided to project managers on the project management processes to deliver the identified projects consistent with the departmental requirements and which support effective senior management oversight;

(d)	A quality management framework by which each project will be managed;

(e)	A monthly reporting framework for all projects; 

(f)	Establish project document management processes – consistent with TB and departmental policy requirements;

(g)	Development of a standard resource load report to be used by all project managers (as applicable by branch). This report must be designed in such a way as to identify resource loads, resource conflicts, risks, and interdependencies including but not limited to resource allocation and work analysis, and resource load so as to identify risks, gaps, conflicts, inter-dependencies not met to aid in the identification of slippage; and

(h)	A status report on a bi-weekly basis, documenting the progress of the work described above in Tasks, including difficulties which may affect overall schedule and planned tasks for the next reporting period.  The status report must include:

(I)	Activities completed within the reporting period;

(ii)	Planned activities for the next reporting period;

(iii)	Risks/issues that will require the attention of the Project Authority;

(iv)	Corrective actions required; and

(v)	Cost and schedule performance of the project and/or PMO.
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APPENDIX C TO ANNEX A

RESOURCES ASSESSMENT CRITERIA AND RESPONSE TABLE

WORKSTREAM 2 – PROJECT MANAGEMENT SERVICES

To facilitate resource assessment, the Contractor must prepare and submit a response to a draft Task Authorization using the tables provided in this Annex.  When completing the resource grids, the specific information which demonstrates the requested criteria and reference to the page number of the résumé should be incorporated so that Canada can verify this information.   The tables should not contain all the project information from the resume.  Only the specific answer should be provided.

P.9 Project Manager, Release Manager - Level 3



		MTC#

		Mandatory Technical Criteria (MTC)

P.9 Project Manager, Release Manager - Level 3

		Met/Not Met

		Contractor’s Response

(Reference to Résumé)



		MTC1

		The proposed resource must have 10+ years demonstrated experience, within the last 15 years, as a Project Manager working in an IM/IT environment.

		

		



		MTC2

		The proposed resource must have demonstrated experience, within the last 7 years, establishing, supporting and leading Release Management on a minimum of 2 projects, each valued at $5M or more. For project experience to qualify, the proposed resource must have been on the project for a minimum duration of 12 months.

		

		



		MTC3

		The proposed resource must hold a valid Project Management Professional (PMP) or other internationally recognized project management institute.  A copy of the certification must be provided with the résumé.



		

		



		MTC4

		Using 5 projects each with a minimum duration of 6 months, the proposed resource must demonstrate experience in each of the technologies, software and tools identified in the TA as essential.

Demonstrated experience must be within the last five years.
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3.4	P.9 Project Manager - Release Manager (Level 3)



ESDC requires the service of Project Managers (Level 3), in the role of a Release Manager. The Project Manager - Release Manager (Level 3) must work as part of a team of professionals to determine which project components will be delivered in each release, that the capabilities expected are present in the release, that they function as required, and that the testing is comprehensive so that the new and existing systems work when moved into production. The Project Manager - Release Manager (Level 3) must provide overall advice on all matters associated with project release management associated with the specific project identified in the Task Authorization.



3.4.1	Tasks



Working with a team of departmental staff, the PMO, and project managers, the Project Manager - Release Manager (Level 3) supports the project. Working with project component team leads, the Project Manager - Release Manager (Level 3) must develop a release management strategy and plan, which integrates multiple software updates and implements new products into multiple environments. The objective is to assist the program manager to establish and implement common procedures, standards and controls to ensure smooth and consistent release management, including managing change and release tasks.



The Project Manager - Release Manager (Level 3) must plan and manage shared elements of the release, e.g. user documentation, test planning and execution. Effectively, the Project Manager - Release Manager (Level 3) must act as overall project manager for the phases of the release where the individual projects are coming together, without releasing the responsibility of any project manager to bring their projects successfully through the common project phases.



The Project Manager - Release Manager (Level 3) tasks include, but are not limited to:

(a)	Direct and manage the activities to build and maintain software releases for their promotion to the production environment, including providing direction and guidance in the establishment of a release management strategy and plan;

(b)	Coordinate the gathering of release requirements from business line group(s) and schedules the planning phase work to review and make decisions on those requests;

(c)	Lead the release negotiation and planning process whereby the release team considers candidate ESDC projects for the release and functionality to be created by those projects and makes trade-off decisions about what to include;

(d)   	Assist the senior ESDC stakeholders in the management of on-going release management activities and processes by arbitrating resource issues, scope, content, and schedule between projects for the purpose of optimizing the overall release to meet the objectives of the project;

(e)	Involve stakeholders to reach agreement on release content;

(f)	Construct an overall release management schedule with milestones showing key dependencies between components of the release, key phase transitions for various components, how projects are integrated together, and shared test phases. Plan to also include resource requirements and a cost estimate for incorporation into the total cost and overall program management plan;

(g)	Work with various team leads in the creation and maintenance of the integrated release management schedule using the departmental software standards- Microsoft Project Professional and Microsoft Enterprise Project Server;

(h)	Organize component projects to implement each approved release;

(i)	Create and document the release management processes, including but not limited to the following:

(I)	The documentation process;

(ii)	The testing process;

(iii)	The training processes; and

(iv)	The change control process.

(j)	Work with the project managers to ensure on an ongoing basis that risks and issues are assessed and managed and that resource conflicts are identified and resolved;

(k)	Identify and track risks related to release management;

(l)	Document any possible deviation that may impact the deployment schedule;

(m)	Identify, track, and manage assigned issues to resolution or escalate for resolution, as appropriate;

(n)	Obtain on a weekly basis report status and issues from the project managers for projects involved in a release;

(o)	Assist the program executives and team leads to ensure that release management deliverables and deadlines fall within the established and approved program plan;

(p)	Prepare and deliver release management briefings, presentations and progress reports to senior management and steering committees;

(q)      	Help individual project managers determine how to best use the ESDC project life cycle given a project’s size and complexity, helping them to get maximum benefit from the process without unnecessary overhead for small projects in the release. The Project Manager - Release Manager (Level 3) and project manager must agree on what specific deliverables the release team needs from the project team;

(r)	Review the planning phase deliverables from each project to ensure there is no missing information in order to assure quality execution;

(s)	Support team leads in the development of release management related training materials in support of the ESDC projects;

(t)	Ensure that individual projects do not proceed beyond their high-level design phase without appropriate reviews with other projects affecting the same areas of system architecture and that IMP gate reviews are successfully completed at the key points in time defined in IMP before proceeding;

(u)	Evaluate the release by holding meetings with the release team including individual project managers to step back and assess the progress of the release and how well the release management process is working. The Project Manager - Release Manager (Level 3) must ensure that insights and actions from this meeting are recorded and addressed;

(v)	Conduct an end-of-release close-out meeting including a full “lessons learned” brainstorm and development of recommendations for the next release;

(w)	Ensure that any release process documentation is updated based on the recommendations stemming from the “lessons learned” sessions; 

(x)	Transfer functional and technical knowledge to the departmental project teams through individual and group training, demonstrations, written instructions and documents on an ongoing basis throughout the life of the project; and 

(y)	Maintain all project artifacts as per established document management requirements for the department and TB policy. 



3.4.2	Deliverables



The Project Manager - Release Manager (Level 3) must submit the following deliverables to the Project Authority:

(a)	A status report on a bi-weekly basis, documenting the progress of the work described above in Tasks, including difficulties which may affect overall schedule and planned tasks for the next reporting period.  The status report must include:

(i)	Activities completed within the reporting period;

(ii)	Planned activities for the next reporting period;

(iii)	Risks/issues that will require the attention of the Project Authority; and

(iv)	Corrective actions required.

(b)	Presentation materials for committee meetings including monthly dashboards;

(c)	A detailed release management plan captured and maintained in MS Project Server;

(d)	Documented release management processes; and

(e)	A report on lessons learned and improvements to be made within release management processes.
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APPENDIX C TO ANNEX A

RESOURCES ASSESSMENT CRITERIA AND RESPONSE TABLE

WORKSTREAM 2 – PROJECT MANAGEMENT SERVICES

To facilitate resource assessment, the Contractor must prepare and submit a response to a draft Task Authorization using the tables provided in this Annex.  When completing the resource grids, the specific information which demonstrates the requested criteria and reference to the page number of the résumé should be incorporated so that Canada can verify this information.   The tables should not contain all the project information from the resume.  Only the specific answer should be provided.

P.10 Project Scheduler - Level 3



		MTC#

		Mandatory Technical Criteria (MTC)

P.10 Project Scheduler - Level 23

		Met/Not Met

		Contractor’s Response

(Reference to Résumé)



		MTC1

		The proposed resource must have 10+ years demonstrated experience, within the last 15 years, as a Project Scheduler working in an IM/IT environment.

		

		



		MTC2

		The proposed resource must have demonstrated experience, within the last 10 years, working in a project scheduler role on one project within a government or private sector environment, valued at $5M or more, for a period of at least 2 years.

		

		



		MTC3

		The proposed resource must have a minimum of 10 years demonstrated experience, within the last 15 years, scoping, developing and maintaining project schedules using Microsoft Project Professional or Microsoft Project Server.

		

		



		MTC4

		The proposed resource must have a minimum of 10 years demonstrated experience, within the last 15 years, monitoring and reporting project performance.

		

		



		MTC5

		Using 5 projects each with a minimum duration of 6 months, the proposed resource must demonstrate experience in each of the technologies, software and tools identified in the TA as essential.

Demonstrated experience must be within the last five years.
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3.5	P.10 Project Scheduler (Level 3)

ESDC requires the services of Project Schedulers (Level 3) to support ESDC projects. The focus for the Project Scheduler (Level 3) will be on the development and implementation of detailed schedule and its maintenance, status monitoring and resource reporting to provide both formal and ad hoc reports to all required target audiences. The Project Scheduler (Level 3) must provide overall advice on all matters associated with project scheduling on the specific project identified in the Task Authorization. 



The initial focus of the Project Scheduler (Level 3) must be on developing an integrated approach to planning and resourcing using tombstone data of the approved projects.



3.5.1	Tasks

Working with a team of departmental staff, and project managers, the Project Scheduler (Level 3) must provide support for ESDC projects. The Project Scheduler (Level 3) tasks include, but are not limited to:

(a)	Complete development of project schedules based on available project schedule information and capture it in MS Enterprise Project Server (or whatever the ESDC project software is at the time of the Task Authorization);

(b)	Create and modify the schedule, detailing each sequence of work that is to be done at a particular time;

(c)	Maintain a master schedule, including recording the effects of work being performed on time and not performed on time for each project relative to the master schedule;

(d)	Analyze existing project documents including schedules to identify gaps;

(e)	Meet with Project Authority to validate and obtain missing information required to complete Resource Loaded View (resource allocation and work analysis, resource load and identify risks such as gaps, conflicts, inter-dependencies not met);

(f)	Develop and maintain integrated project schedules, documentation and resources as guided by the project manager and monitor the schedule’s impact on the master schedule;

(g)	Track the progress of the project including cost and schedule controls and evaluate progress of projects;

(h)	Document issues and resolutions related to the project schedule and prepare regular updates;

(i)	Communicate verbally and in writing with the project managers, branch lead, and when necessary with stakeholders to input modifications to the project schedule;

(j)	Update risk registers for each project with any schedule risks;

(k)	Communicate with the project managers, branch lead if necessary regarding project status and deliverables;

(l)	Baseline project schedules in accordance with the departmental IMP requirements;

(m)	Provide bi-weekly schedule analysis and discuss progress and find solutions to scheduling issues;

(n)	Provide graphical representations of the high level schedule milestones for a project;

(o)	Provide input in developing work schedules, as part of estimating cost of projects, illustrating project timelines and milestones;

(p)	When scheduling problems surface, help project managers in determining cause and finding solutions by providing options for resolving gaps and mitigating risks;

(q)	Assist the project manager in the development of the WBS;

 (r)	Provide planning advice and support to the PMO lead and project leads by coordinating and consulting with relevant project team members to ensure completion of proper planning before a project is started; 

(s)	Transfer functional and technical knowledge to the project team and client staff through individual and group training, demonstrations, written instructions and documents on an ongoing basis throughout the life of the project; and

(t)	Maintain all project artifacts as per established document management requirements for the department and TB policy. 



3.5.2	Deliverables



The Project Scheduler (Level 3) must submit the following deliverables to the Project Authority:

(a)	A status report on a bi-weekly basis, documenting the progress of the work described above in Tasks, including difficulties which may affect overall schedule and planned tasks for the next reporting period.  The status report must include:

(i)	Activities completed within the reporting period;

(ii)	Planned activities for the next reporting period;

(iii)	Schedule risks/issues that will require the attention of the Project Authority; and

(iv)	Corrective actions required.

(b)	A schedule analysis report; and

(c)	Development, delivery and maintenance of schedules for each project;  




image16.emf
APPENDIX C TO  ANNEX A - Risk Management Specialist Level 3.docx


APPENDIX C TO ANNEX A - Risk Management Specialist Level 3.docx
Solicitation Number: 		Amendment Number: 	Buyer ID: 

G9292-176717/A		             380zm



APPENDIX C TO ANNEX A

RESOURCES ASSESSMENT CRITERIA AND RESPONSE TABLE

WORKSTREAM 2 – PROJECT MANAGEMENT SERVICES

To facilitate resource assessment, the Contractor must prepare and submit a response to a draft Task Authorization using the tables provided in this Annex.  When completing the resource grids, the specific information which demonstrates the requested criteria and reference to the page number of the résumé should be incorporated so that Canada can verify this information.   The tables should not contain all the project information from the resume.  Only the specific answer should be provided.

P.12 Risk Management Specialist – Level 3

		MTC#

		Mandatory Technical Criteria (MTC)

P.12 Risk Management Specialist - Level 3

		Met/Not Met

		Contractor’s Response

(Reference to Résumé)



		MTC1

		The proposed resource must have greater than 10 years demonstrated experience, within the last 15 years, as a Risk Management Specialist working in an IM/IT environment.

		

		



		MTC2

		The proposed resource must hold a valid Canadian Risk Management certification from a recognized risk or project management institute.  Acceptable certifications include Canadian Risks Management CRM, PMI Risk Management Professional or Manager of Risk - Axelos certification/designation.  A copy of the certification must be provided with the résumé.

		

		



		MTC3

		The proposed resource must demonstrate experience, within the last 5 years, in the development and facilitation of risk management sessions and training at a project, program or portfolio management level.

		

		



		MTC4

		The proposed resource must demonstrate completion of Risk Assessments for 3 Project Complexity and Risk Assessment (PCRA) rated Government of Canada and/or private sector projects within the past 5 years.

		

		



		MTC5

		Using 5 projects each with a minimum duration of 6 months, the proposed resource must demonstrate experience in each of the technologies, software and tools identified in the TA as essential.

Demonstrated experience must be within the last five years.
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3.6	P.12  Risk Management Specialist (Level 3)

ESDC requires the services of Risk Management Specialists (Level 3) to support ESDC projects. The focus for the Risk Management Specialist (Level 3) will be to provide risk management expertise and support to project teams including conducting risks assessments, development of risk management plans and providing coaching and mentoring support to project teams.  The Risk Management Specialist (Level 3) must provide overall advice on all matters associated with risk management on the specific project identified in the Task Authorization. 



The initial focus of the Risk Management Specialist (Level 3) must be on development of internal project risks practices and training to improve risk management processes and transparency for executive project reporting.  



3.6.1 	Tasks

Working with a team of departmental staff, and project managers, the Risk Management Specialist (Level 3) must provide support for ESDC projects. The Risk Management Specialist (Level 3) tasks include, but are not limited to:

(a)	Conduct risk assessments;

(b)	Identify project risks and overall project risks;

(c)	Recommend alternative solutions, methodologies and strategies for risk mitigation and management;

(d)	Produce risk management plans;

(e)	Conduct risk assessments for troubled projects to quickly assess associated risks and recommend courses of action to minimize inherent risks;

(f)	Assist in prioritization and assignment of risks;

(g)	Assist in the development and/or implementation of Risk Management Plans;

(h)	Manage the implementation of Risk Management Plans to identify, analyze, plan, track and control project risks on a continuous basis throughout the project life cycle; and

(i)	Coach, mentor and train project teams in risk mitigation techniques.



3.6.2 	Deliverables

The Risk Management Specialist (Level 3) must submit the following deliverables to the Project Authority:

(a)	A status report on a bi-weekly basis, documenting the progress of the work described above in Tasks, including difficulties which may affect overall schedule and planned tasks for the next reporting period.  The status report must include:

(i)	Activities completed within the reporting period;

(ii)	Planned activities for the next reporting period;

(iii)	Risks/issues that will require the attention of the Project Authority; and

(iv)	Corrective actions required.

(b)	Development and facilitate risks management sessions for projects;

(c)	Presentation materials for committee meetings including monthly dashboards;

(d)	Documented internal risk management processes; and

(e)	A report on lessons learned and improvements to be made within risk management processes.
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APPENDIX C TO ANNEX A

RESOURCES ASSESSMENT CRITERIA AND RESPONSE TABLE

WORKSTREAM 1 – BUSINESS SERVICES



To facilitate resource assessment, Contractors must prepare and submit a response to a draft Task Authorization using the tables provided in this Annex.  When completing the resource grids, the specific information which demonstrates the requested criteria and reference to the page number of the résumé should be incorporated so that Canada can verify this information. The tables should not contain all the project information from the resume. Only the specific answer should be provided.   



B.1 Business Analyst – Level 3



		

MTC#

		Mandatory Technical Criteria (MTC)

B.1 Business Analyst – Level 3

		Met/ Not Met

		Contractor’s Response

(Cross reference to Résumé)



		MTC1

		The proposed resource must have a minimum of 10 years of demonstrated experience, within the last 15 years, as a Business Analyst in an IM/IT environment, on a minimum of 5 projects, each for a minimum duration of 6 months, in a government or private sector environment, One of the projects must have been valued at greater than $5M.

		

		



		MTC2

		The proposed resource must have demonstrated experience, within the last 10 years, in the development of a minimum of 2 distinct business cases, and 5 sets of detailed requirements documents on projects valued at greater than $5M (including tax).

		

		



		MTC3

		The proposed resource must have a minimum of 5 years of demonstrated experience, within the last 15 years, gathering business process modeling requirements including preparing for and facilitating workshops and interviews.

		

		



		MTC4

		The proposed resource must have a minimum of 5 years of demonstrated experience, within the last 15 years, leading in the elicitation of business (including stakeholder, solution and transition) requirements.

		

		



		MTC5

		The proposed resource must have demonstrated certification in business analysis from an internationally recognized organization (e.g. IIBA, PMI). A copy of the certification must be provided with the résumé.

		

		



		MTC6

		Using 5 projects each with a minimum duration of 6 months, the proposed resource must demonstrate experience in each of the technologies, software and tools identified in the TA as essential.

Demonstrated experience must be within the last five years.
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3.1	B.1 Business Analyst (Level 3)



ESDC requires the services of Business Analysts (Level 3) to support the ESDC projects. The focus for the Business Analyst (Level 3) must be on documenting business requirements, participating in the development of functional specifications, reviewing design documents, creating use cases, creating user acceptance test case scenarios, and executing User Acceptance Testing (UAT). The Business Analyst (Level 3) must provide overall advice on all matters associated with the specific project identified in the Task Authorization. 



3.1.1	Tasks



Working with a team of departmental staff, the Project Management Office (PMO), and project managers, the Business Analyst (Level 3) must provide business analysis support for the ESDC project and the Business Architect (Level 3). The Business Analyst (Level 3) must serve as the conduit between the business community (internal and external clients) and the software development team through which requirements flow.  The Business Analyst (Level 3) tasks include, but are not limited to:



(a)	Conduct a quality review and document the business requirements;

(b)	Identify gaps in business requirements and provide recommendations to the Business Architect (Level 3);

(c)	Identify opportunities for organizational improvement;

(d)	Elicit requirements using interviews, document analysis, requirements workshops, surveys, site visits, business process descriptions, use cases, scenarios, business analysis, task and workflow analysis;

(e)	Facilitate group sessions to identify requirements;

(f)	Critically evaluate information gathered from multiple sources, reconcile conflicts, decompose high-level information into details, abstract up from low-level information to a general understanding, and distinguish user requests from the underlying true business needs;

(g)	Communicate and collaborate with external and internal clients to analyze information needs and functional requirements and deliver the following artifacts as needed:

i.	Functional requirements;

ii.	Business requirements document;

iii.	Use cases, graphical user interface (GUI), screen and interface designs;

(h)	Work independently with users to define concepts with assistance from project managers;

(i)	Challenge business units on their assumptions of how they will successfully execute their plans;

(j)	Prepare a business analysis and a work flow analysis to assess difficulties in reaching goals and to determine a better strategy;

(k)	Provide support in the analysis, evaluation and control of risks, especially related to requirements;

(l)	Review and update documentation that may include, road map, project descriptions, system documentation, business/functional requirements, as-is business processes, architecture documents;

(m)	Document the business and business process requirements, using the departmental Business Process Requirement (BPR) template, for components of the assigned ESDC project, using natural (plain) language;

(n)	Participate in the development of the technical functional specification by collaborating with the Business Architect (Level 3), developers and subject matter experts to establish the technical vision and analyze tradeoffs between usability and performance needs;

(o)	Participate in the review of the design documents; 

(p)	Update the requirements traceability matrix;

(q)	Capture relevant information in the traceability matrix for each assigned project within the project, identifying gaps and provide recommendations to the Business Architect (Level 3);

(r)	Document UAT test case scenarios and document results;

(s)	Create user acceptance test case scenarios and obtain approval from the Business Architect (Level 3);

(t)	Execute test cases, document and present findings to the Business Architect (Level 3) and project team; 

(u)	Transfer functional and technical knowledge to the project team and client staff through individual and group training, demonstrations, written instructions and documents on an ongoing basis throughout the life of the project; and

(v)	Maintain all project artifacts as per established document management requirements for the department and Treasury Board (TB) policy. 

3.1.2	Deliverables



The Business Analyst (Level 3) must submit the following deliverables to the Project Authority:



(a)	A status report on a bi-weekly basis, documenting the progress of the work described above in Tasks, including difficulties which may affect overall schedule and planned tasks for the next reporting period.  The status report must include:



(i)	Activities completed within the reporting period;

(ii)	Planned activities for the next reporting period;

(iii)	Risks/issues that will require the attention of the Business Architect (Level 3) and Project Authority; and

(iv)	Corrective actions required.



(b)	Documentation, development and delivery of the business process flows for each major business activity.
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APPENDIX C TO ANNEX A

RESOURCES ASSESSMENT CRITERIA AND RESPONSE TABLE

WORKSTREAM 1 – BUSINESS SERVICES



To facilitate resource assessment, Contractors must prepare and submit a response to a draft Task Authorization using the tables provided in this Annex.  When completing the resource grids, the specific information which demonstrates the requested criteria and reference to the page number of the résumé should be incorporated so that Canada can verify this information. The tables should not contain all the project information from the resume. Only the specific answer should be provided.   



B.2 Business Architect – Level 3



		MTC#

		Mandatory Technical Criteria (MTC)

B.2 Business Architect – Level 3

		Met/ Not Met

		Contractor’s Response

(Reference to Résumé)



		MTC1

		The proposed resource must demonstrate at least 10+ years of experience, within the last 15 years, as a Business Architect in an IM/IT environment.

		

		



		MTC2

		The proposed resource must demonstrate experience integrating a business architecture developed by the proposed resource into other architectures (solution architecture / enterprise architecture) using a minimum of 5 project descriptions. These projects must have occurred within the last 15 years and have been valued at greater than $5M each.

		

		



		MTC3

		The proposed resource must have at least 5 years of demonstrated experience, within the last 15 years, in each of the activities below interviewing, assessing and documenting an organization’s business architecture:  

(a) describing the organization’s strategic goals. The goals must be further decomposed into tactical methods for achieving these strategic goals and for providing traceability through the organization;

(b) describing the organization’s business services/functionalities, and mapping these services to the business units that perform them;

(c) creating business architecture models demonstrating how products, operations and systems interoperate within the organization;

(d) describing the organization’s core business processes that transcend functional and organizational boundaries, identifying and describing external or internal entities and external or internal systems that interact with the business. The processes specification must also describe the people, resources and controls involved in the process;

(e) providing architectural oversight of  projects; ensuring requirements are in alignment with business strategies and business architecture roadmap/framework; and

(f) developing business capability mapping, value stream modelling, and organization modelling. 

The proposed resource’s experience must be demonstrated using project descriptions.

		

		



		MTC4

		The proposed resource must have at least 5 years of demonstrated experience, within the last 10 years, in each of the activities below, in the documentation of business architecture: 

(a) advising senior management on business architecture, trends and emerging technologies, methodologies, standards and tools; and

(b) coaching and mentoring business analysts on methodologies, standards, various mapping techniques and tools.

The proposed resource’s experience must be demonstrated using project descriptions.

		

		



		MTC5

		The proposed resource must have an accreditation from an internationally recognized organization such as TOGAF or Business Architecture Guild. A copy of the accreditation must be provided with the résumé.

		

		



		MTC6

		Using 5 projects each with a minimum duration of 6 months, the proposed resource must demonstrate experience in each of the technologies, software and tools identified in the TA as essential.

Demonstrated experience must be within the last five years.
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3.2	B.2 Business Architect (Level 3)



The ESDC requires the services of Business Architects (Level 3) to document the business architecture in support of ESDC major projects as identified in each Task Authorization. The focus will be on defining the business architecture for the project in order to provide a common, simplified and standardized business framework so that processes can be streamlined, automated, and managed. The Business Architect (Level 3) must work closely with the Business Analysts (Level 3), enterprise architects, and counterparts in the Innovation and Information Technology Branch. The Business Architect (Level 3) must provide overall advice on all matters associated with business architecture with the specific project identified in the Task Authorization. 



A complete business architecture must include the following: 

(a)	A clearly articulated set of goals;

(b)	A model that shows what the program looks like within its environment, including what interactions the program offers to its clients and suppliers;

(c)	A model that shows how the program needs to operate as a set of processes in order to support the interactions it exposes externally;

(d)	An understanding of the mandatory and appropriate communications between the program and its environment as well as internal communications that are relevant and important; and

(e)	An understanding of all the information, in the form of business entities that the program cares about as well as the interrelationships between program entities.

The services provided by the Business Architect (Level 3) are divided in several views. Each view will describe an aspect of the entire business. Below are the architectural views that must be part of the business architecture deliverable:



(a)	Goals View: documents the main goals of the project (including associated programs);

(b)	Facades View: documents how the project presents itself to key stakeholders (e.g. clients, suppliers, regulatory bodies, etc.) This should include an organizational view which defines roles, responsibilities and business context. It describes the business itself (the internal organization);

(c)	Communications View: the flow of information for the main interactions both externally and internally;

(d)	Processes View: documents processes that are internal to the project. These represent central capabilities of the business or have a substantial coverage of the business;

(e)	Business Entities View: documents what is manipulated, stored, and acted upon by the program and how these things relate;

(f)	Human Resource View: describes how the organization will prepare for change, i.e. where staff is located, where work will be done, required tools and skill sets;

(g)	Geographic View: describes the locations of the business units and other organizational entities (i.e. call contact centers) as well as how the organization will be affected by the business process change;

(h)	Architectural Drivers: defines the architectural goals and constraints. This would include such things as business challenges, strategic outcomes, operating performance requirements, quality, extensibility and portability targets; and

(i)	Architectural Trade-offs: describes how the architectural drivers will be realized and recommends optimal solutions in the case of conflicting drivers.



3.2.1	Assumptions

The following provides a list of current assumptions that have been factored into this Statement of Work and the associated planning to successfully document the business architecture. It should be noted that each project may involve additional assumptions. The current assumptions are:

(a)	The views created and focus of the business architecture will be to advance the projects and therefore the number of views and level of detail within the views may vary, depending on the specific requirement and intended use;

(b)	Build the business architecture on the future state (to be) model; 

(c)	Build the architecture from a top-down approach;

(d)	Build the architecture based on a tailored Rational Unified Process (RUP) methodology; and

(e)	The architecture will be consistent with the Government Service Reference Model (GSRM).



3.2.2	Tasks

Working with a team of departmental staff, the PMO, and project managers, the Business Architect (Level 3) must provide business analysis and architecture support for the ESDC projects. In particular, the Business Architect (Level 3) tasks include, but are not limited to:

(a)	Conduct an assessment of relevant current business architecture, processes and performance as it relates to the assigned projects;

(b)	Review existing documentation that may include, road maps, project descriptions, system documentation, business and functional requirements, “as-is" business processes and architecture documents;

(c)	Document the “as-is” business architecture to be used as a baseline and to identify root-cause of critical business issues;

(d)	Confirm the scope and requirement of the business architecture;

(e)	Apply a structured business architecture approach and methodology for capturing the key views of the business unit in the context of the enterprise;

(f)	Determine framework and approach to document the business architecture; 

(g)	Define and document the architectural views identified for future state;

(h)	Ensure consistency and integration with the organization's and government architectures and business strategies;

(i)	Identify appropriate tools and techniques to be used for modeling and analysis;

(j)	Evaluate the feasibility of the architecture and technologies related to a new business change, assist in the prioritization and design of improvements from an architectural perspective;

(k)	Advise senior management on business trends and the emerging technologies being deployed and their potential impact on the organization's and/or government architectures and business strategies;

(l)	Capture the tactical and strategic business goals that provide traceability through the organization and are mapped to metrics that provide ongoing governance;

(m)	Describe the primary business functions of the assigned business unit in the context of the enterprise and distinguish between customer-facing, supplier-related, business execution and business management functions;

(n)	Enumerate, analyze, catalog, and suggest improvements to the strategic, core and support processes of the business unit, as needed, to support strategic and operational goals;

(o)	Define the data elements shared between this business unit and other units in the enterprise and the relationships between those data elements and processes, people, systems, and other data elements;

(p)	Enumerate, analyze, and suggest improvements to the structural relationships of the business. This requires the creation and maintenance of an ongoing model of roles, capabilities and business units, the decomposition of those business units into subunits, and the interplay between these units in various business processes, materials, people, and systems;

(q)	Determine the architectural artifacts required to be created, maintained and stored aligning business architecture artifacts with IT architecture artifacts;

(r)	Develop recommendations and establish standards to document business processes and business requirements for these projects and align with departmental practices and standards;

(s)	Build a requirements traceability matrix to ensure it meets the business need;

(t)  	Perform business analysis of functional requirements to identify information, processes, and procedures in order to ensure system and manual processes are documented in an integrated manner;

(u)	Develop rules that allow the organization to carry out its mandate, functional responsibilities, and that govern the actual and planned capabilities in terms of data, human resources, communication and management responsibilities;

(v)	Identify risks and mitigation strategies associated with the existing or proposed architecture and technologies;

(w)	Conduct gap analysis on business processes and recommend action plans;

(x)	Prioritize and develop work plans to address gaps, recommending alternative solutions, methodologies and strategies;

(y)	Recommend changes to improve operational performance;

(z)	Provide expert advice in developing and integrating processes and information models between processes to eliminate information and process redundancies and address gaps;

(aa)	Transfer functional and technical knowledge to the project team and client staff through individual and group training, coaching, demonstrations, written instructions and documents on an ongoing basis throughout the life of the project; and

(ab)	Maintain all project artifacts as per established document management requirements for the department and TB policy. 

3.2.3	Deliverables

The Business Architect (Level 3) must submit the following deliverables to the Project Authority:

(a)	Development and delivery of work plan;

(b)	A status report on a bi-weekly basis, documenting the progress of the work described in the work plan and above in Tasks, including difficulties which may affect overall schedule and planned tasks for the next reporting period.  The status report must include;

(i)	Activities completed within the reporting period;

(ii)	Planned activities for the next reporting period;

(iii)	Risks/issues that will require the attention of the Project Authority; and

(iv)	Corrective actions required.

(c)	Development of all business architecture artifacts based on the architectural views using agreed to format and notation standard;

(d)	Prepare a report on current gaps, results of prioritization, the rationale for and recommended implementation of architectural improvements. The report must include a costed implementation plan;

(e)	Completion of the departmental business requirements template and development and delivery of any supporting business process template(s);

(f)	Documentation and delivery of the future state business process for each major business activity;

(g)	Authoring of ad hoc reports for management, as requested by the Project Authority; and

(h)	Development and delivery of the traceability matrix framework which will trace business services, business activities to business needs.
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APPENDIX C TO ANNEX A

RESOURCES ASSESSMENT CRITERIA AND RESPONSE TABLE

WORKSTREAM 1 – BUSINESS SERVICES



To facilitate resource assessment, Contractors must prepare and submit a response to a draft Task Authorization using the tables provided in this Annex.  When completing the resource grids, the specific information which demonstrates the requested criteria and reference to the page number of the résumé should be incorporated so that Canada can verify this information. The tables should not contain all the project information from the resume. Only the specific answer should be provided.   



B.4 Business Continuity/Disaster Recovery Specialist - Level 3

		MTC#

		Mandatory Technical Criteria (MTC)

B.4 Business Continuity/Disaster Recovery Specialist - Level 3

		Met/ Not Met

		Contractor’s Response

(Reference to Résumé)



		MTC1

		The proposed resource must have at least 10+ years demonstrated experience as a Business Continuity/Disaster Recovery Specialist in an IM/IT environment.

		

		 



		MTC2

		The proposed resource must have demonstrated experience as a Business Continuity/Disaster Recovery Specialist, on 2 relevant business projects, each for a minimum duration of 6 months, in a similar environment as that described in the Statement of Work, in a government or private sector environment.  Both projects must have been valued at greater than $5M.

		

		



		MTC3

		The proposed resource must have a minimum of 2 projects each demonstrating experience, within the last 5 years, in each of the activities below reviewing, assessing and documenting an organization’s business continuity/disaster recovery plans:

(a) Business continuity/disaster recovery requirements, risks, issues and gaps;

(b) Essential business functions, acceptable recovery time periods, rationale, and resource requirements for disaster recovery; 

(c) Risks and mitigation strategies related to the disaster recovery plans and processes;

(d) Defining roles and responsibilities related to the business continuity/disaster recovery plans and implicated stakeholder groups;

(e) Establishing a baseline of business continuity/disaster recovery processes, templates, and tools for the system and/or business area  leadership to use or evolve as necessary; and

(f) Identifying and documenting internal controls to ensure process is consistent, and compliant with existing policy legislation.

The proposed resource’s experience must be demonstrated using project descriptions.

		

		



		MTC4

		Using 5 projects each with a minimum duration of 6 months, the proposed resource must demonstrate experience in each of the technologies, software and tools identified in the TA as essential.

Demonstrated experience must be within the last five years.
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3.3    	B.4 Business Continuity/Disaster Recovery Specialist (Level 3)



ESDC requires the services of Business Continuity/Disaster Recovery Specialists (Level 3) in support of ESDC major projects as identified in each Task Authorization. The focus will be on developing and implementing business and technology work plans in the event of a disaster resulting in disablement of ESDC production systems and business processes. The Business Continuity/Disaster Recovery Specialist (Level 3) must provide advice on all matters associated to business continuity/disaster recovery with the specific project identified in the Task Authorization. 

3.3.1	Tasks



Working with the project team, IT Subject Matter Experts (SMEs) and business SMEs, the Business Continuity/Disaster Recovery Specialist (Level 3) must perform the following tasks which include but are not limited to:

(a)	Analyze impact on, and risk to, essential business functions or information systems to identify acceptable recovery time periods and resource requirements;

(b)	Create business continuity and disaster recovery plans from impact and risk analysis, and obtain signoff from Project Authority;

(c)	Create and administer training and awareness presentations or materials;

(d)	Create scenarios to re-establish operations from various types of business disruptions;

(e)	Develop emergency management plans for recovery decision making and communications, continuity of critical departmental processes, or temporary shut-down of non-critical operations to ensure continuity of operation and governance;

(f)	Establish, maintain, and test call trees to ensure appropriate communication during disaster;

(g)	Identify opportunities for strategic improvement or mitigation of business interruption and other risks caused by business, regulatory, or policy changes; 

(h)	Interpret enterprise requirements of disaster recovery to ensure compliance to ESDC and TB standards; 

(i)	Maintain all project artifacts as per established document management requirements for the department and TB policy; and

(j)	Transfer functional and technical knowledge to the project team and client staff through individual and group training, demonstrations, written instructions and documents on an ongoing basis throughout the life of the project. 



3.3.2	Deliverables



The Business Continuity/Disaster Recovery Specialist (Level 3) must provide the following deliverables:



(a)	Document outlining essential business functions, acceptable recovery time periods, rationale, and resource requirements for disaster recovery;

(b)	Business continuity / disaster recovery plan including known risks and mitigation strategies, compliant with ESDC and TB policies and regulations;

(c)	Report summarizing testing activities, including description of goals, planning, scheduling, execution, results, analysis, conclusions, and recommendations;

(d)	Training and communication materials based on the business continuity / disaster recovery plan; and

(e)	Call trees in the event of disaster recovery
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APPENDIX C TO ANNEX A

RESOURCES ASSESSMENT CRITERIA AND RESPONSE TABLE

WORKSTREAM 1 – BUSINESS SERVICES



To facilitate resource assessment, Contractors must prepare and submit a response to a draft Task Authorization using the tables provided in this Annex.  When completing the resource grids, the specific information which demonstrates the requested criteria and reference to the page number of the résumé should be incorporated so that Canada can verify this information. The tables should not contain all the project information from the resume. Only the specific answer should be provided.   



B. 5 Business Process Re-Engineering Consultant – Level 3



		MTC#

		Mandatory Technical Criteria (MTC)

B.5 Business Process Re-Engineering Consultant – Level 3

		Met/ Not Met

		Contractor’s Response

(Reference to Résumé)



		MTC1

		The proposed resource must have at least 10 years demonstrated experience, within the last 15 years, as a Business Process Re-engineering Consultant in a government and/or private sector setting in an IM/IT environment, where the proposed resource identified and documented potential processes for streamlining to gain efficiencies. 

		

		



		MTC2

		The proposed resource must have at least 10 years of demonstrated experience, within the last 15 years, as a Business Process Re-engineering Consultant where the proposed resource provided the following services and deliverables:

(a) Analysis of current “a-is”  business processes to identify process improvements;

(b) Current and to-be business processes, data flows and business requirements; 

(c) Provide recommendations on “to-be” processes to senior management; and

(d) Development of process improvement metrics used for benefits management realization plans.

A benefits realization plan is created by an initiative (programme or project) and provides “a consolidated view of the benefits forecast by type/ category and which represents the baseline against which benefits realization can be monitored and evaluated.”

It usually includes:

· Details of the scale of benefits forecast to be realized

· Timeline for benefits to be realized, by period

· Metrics to be used to assess benefits realization

· Actions to mitigate threats to benefits realization

· Reporting and benefit review schedule

· Any associated benefit realization budget and links to benefits maps

		

		



		MTC3

		The proposed resource must have a Business Process Mapping Certification or an accreditation from an internationally recognized organization such as TOGAF or Business Architecture Guild. A copy of the certification  or accreditation must be provided with the résumé.

		

		



		MTC4

		Using 5 projects each with a minimum duration of 6 months, the proposed resource must demonstrate experience in each of the technologies, software and tools identified in the TA as essential.

Demonstrated experience must be within the last five years.
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3.4	B.5 Business Process Re-engineering Consultant (Level 3)



ESDC requires the services of Business Process Re-engineering Consultants (Level 3) to document current and future state business processes in support of major projects as identified in each Task Authorization. The focus will be on defining current state process, identifying potential processes for streamlining, and providing a future state streamlined process. The Business Process Re-engineering Consultant (Level 3) must work closely with project authorities, business leads, and the project team to identify and outline processes, provide advice on business requirements and implementation plans. The Business Process Re-engineering Consultant (Level 3) must provide overall advice on all business process re-engineering matters associated with the specific project identified in the Task Authorization. 

3.4.1	Tasks



Working with the project team, IT SMEs and business SMEs, the Business Process Re-engineering Consultant (Level 3) must perform the following tasks, which include but are not limited to:

(a)	Review existing business processes and identify potential processes for streamlining;

(b)	Provide recommendations on to be processes based on analysis of current processes and business needs;

(c)	Work with the project team, business leads, and IT leads to identify opportunities for streamlining;

(d)	Provide expert advice on business requirements, data flows, process design, and efficiencies to be gained through various process and workflow scenarios;

(e)	Transfer functional and technical knowledge to the project team and client staff through individual and group training, demonstrations, written instructions and documents on an ongoing basis throughout the life of the project; and

(f)	Maintain all project artifacts as per established document management requirements for the department and TB policy.  

3.4.2	Deliverables



The Business Process Re-engineering Consultant (Level 3) must submit the following deliverables to the Project Authority:

(a)	Document outlining work plan based on initial analysis;

(b)	Document current business processes and work flows using ESDC tools and systems;

(c)	Document outlining to be processes and work flows using ESDC tools and systems;

(d)	Document implementation plan based on analysis;

(e)	Document associated risks and mitigation strategies for proposed implementation plan; and

(f)	Store all documentation in the project information repository in accordance with ESDC information management standards and policies.
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APPENDIX C TO ANNEX A

RESOURCES ASSESSMENT CRITERIA AND RESPONSE TABLE

WORKSTREAM 1 – BUSINESS SERVICES



To facilitate resource assessment, Contractors must prepare and submit a response to a draft Task Authorization using the tables provided in this Annex.  When completing the resource grids, the specific information which demonstrates the requested criteria and reference to the page number of the résumé should be incorporated so that Canada can verify this information. The tables should not contain all the project information from the resume. Only the specific answer should be provided.   



B. 7 Business Transformation Architect – Level 3

		MTC#

		Mandatory Technical Criteria (MTC)

B. 7 Business Transformation Architect – Level 3

		Met/ Not Met

		Contractor’s Response

(Reference to Résumé)



		MTC1

		The proposed resource must have demonstrated experience, within the last 10 years, as a Business Transformation Architect, on 2 relevant business transformation projects, each for a minimum duration of 12 months, in a government or private sector environment. One of the projects must have been valued at greater than $5M.

		

		



		MTC2

		The proposed resource must demonstrate experience, within the last 10 years, in each of the activities and artefacts below reviewing, assessing and documenting an organization’s business architecture: 

(a) Definition of roles and responsibilities related to the transformation project and implicated stakeholder groups;

(b) Establish a baseline of processes, templates, and tools for the transformation project  leadership to use or evolve as necessary;

(c) Develop new process flows and supporting documentation;

(d) Identify and document internal controls to ensure process is consistent, and compliant with existing policy legislation; 

(e) Identify implicated multi-stakeholder groups and associated cost;

(f) Architecture blueprints, business architecture requirements, business transformation strategies and plans; 

(g) Business Impact  and Gap Analysis;

(h) Workflow/Process development; business reengineering processes; 

(i) Governance Frameworks, transition and integration processes; and

(j) Business systems requirements, analysis and assessments.



The proposed resource’s experience must be demonstrated using project descriptions.

		

		



		MTC3

		The proposed resource must have an accreditation from an internationally recognized organization in organizational change management. A copy of the accreditation must be provided with the résumé.

Acceptable accreditations include:

· Certified Change Management Professional (CCMP)

· Change Management Specialist (CMS)

· Certified Problem and Change Manager (CPCM)

· Change Management Certificate Program from the Association for Talent Development

· Prosci Change Management Certification

· APGM Organizational Change Management Foundation

· AIM Change Management Certification

		

		



		MTC4

		The proposed resource must have an accreditation from an internationally recognized organization such as TOGAF or Business Architecture Guild. A copy of the accreditation must be provided with the résumé.

		

		



		MTC5

		Using 5 projects each with a minimum duration of 6 months, the proposed resource must demonstrate experience in each of the technologies, software and tools identified in the TA as essential.

Demonstrated experience must be within the last five years.
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[bookmark: _GoBack]3.5	B.7 Business Transformation Architect (Level 3)



ESDC requires the services of Business Transformation Architects (Level 3) to provide leadership and support in the development of business transformation design and architecture related to the business processes affected by the projects outlined in specific Task Authorizations. 



3.5.1	Tasks



The Business Transformation Architect (Level 3) tasks include, but are not limited to:

(a)	Lead the business transformation architecture activities;

(b)	Assist in the development of business transformation design and architecture, business transformation architecture standards definition and application of business transformation processes;

(c)	Analyze and develop architecture requirements design, process development, process mapping and training;

(d)	Identify business transformation risks and provide issue management and risk mitigation strategies;

(e)	Optimize business transformation approaches based on evolving business needs and technology capabilities;

(f)	Perform fit-gap analysis;

(g)	Develop and deliver business transformation alignment/architecture presentations to senior management; and

(h)	Provide knowledge transfer, coaching and/or training to ESDC staff as required.



3.5.2	Deliverables

The Business Transformation Architect (Level 3) must submit the following deliverables to the Project Authority:

(a)	Assess the feasibility of migrating from the current state (as is) to the target business state (to be);

(b)	Perform architecture impact analysis on new or planned changes to architectures and designs; 

(c)	Define transition steps and develop transition plan to move from current to future state;

(d)	Assist in reviewing and defining functional requirements, user interface designs and usability reviews; and

(e) 	Participate in change impact analysis and change management activities
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APPENDIX C TO ANNEX A

RESOURCES ASSESSMENT CRITERIA AND RESPONSE TABLE

WORKSTREAM 1 – BUSINESS SERVICES



To facilitate resource assessment, Contractors must prepare and submit a response to a draft Task Authorization using the tables provided in this Annex.  When completing the resource grids, the specific information which demonstrates the requested criteria and reference to the page number of the résumé should be incorporated so that Canada can verify this information. The tables should not contain all the project information from the resume. Only the specific answer should be provided.   
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B. 14 Technical Writer – Level 3



		MTC#

		Mandatory Technical Criteria (MTC)

B. 14 Technical Writer – Level 3

		Met/ Not Met

		Contractor’s Response

(Reference to Résumé)



		MTC1

		The proposed resource must have greater than 10 years demonstrated experience, within the last 15 years, as a Technical Writer in an IM/IT environment.

		

		 



		MTC2

		Using a minimum of 2 project descriptions, it must be demonstrated that the proposed resource has experience developing project related documentation to support business needs.  These projects must have occurred within the last 15 years and have been valued at greater than $5M each.

		

		



		MTC3

		Using 5 projects each with a minimum duration of 6 months, the proposed resource must demonstrate experience in each of the technologies, software and tools identified in the TA as essential.

Demonstrated experience must be within the last five years.
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[bookmark: _GoBack]3.6	B.14 Technical Writer (Level 3)



ESDC requires the services of Technical Writers (Level 2) to provide support in the development, maintenance, organization and storage of technical documentation related to projects as outlined in specific Task Authorizations. 



3.6.1	Tasks



The Technical Writer (Level 3) tasks include, but are not limited to:

(a)	Write and maintain technical documentation materials; 

(b)	Organize material and complete writing assignment according to set standards regarding order, clarity, conciseness, style, and terminology; 

(c)	Assess the audience for the documents/manuals which are required and prepare a statement of purpose and scope for each; 

(d)	Analyze production, developmental, and experimental activities to determine operating procedure and detail;

(e)	Analyze developments in specific field to determine need for revisions in previously published materials and development of new material; and

(f)	Assist in laying out material for publication and provide translation ready documentation.



3.6.2	Deliverables



The Technical Writer (Level 3) must submit the following deliverables to the Project Authority:

(a)	Review documentation standards and the existing project documentation;

(b)	Review technical specifications and gather technical information, features and functions by collaborating with project teams and developers;

(c)	Construct walkthroughs and tailor technical information to different audiences;

(d)	Author new content for guides, manuals, release notes, web pages, etc.; and

(e)	Solicit and engage client feedback on documentation.
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