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Task Order (TO) Procedures




This document outlines the procedures for preparing, issuing, and managing a TO under the Statewide CAD RMS Master Contract.  The purpose of the TO is to implement CAD RMS for the TO issuing Agency.  Any questions or concerns about this task order process should be directed to the Director of the IT Procurement Office (ITPO) at itpo@doit.state.md.us.
1.1. TO Initiation


1.1. Before initiating a TO, the Agency shall identify and document its existing (As Is) dispatch and records management equipment, software, business processes, interfaces, data, reports, staff roles & responsibilities, and any other pertinent information.  The Agency shall also identify and document future (To Be) CAD RMS features envisioned by the Agency.  The Agency shall identify and document post implementation maintenance and support needs.

1.2. The Agency shall access and fill out the CAD RMS TO Template <link> to create the TO document.  

1.3. The Agency shall prepare a purchase order release against the Blanket Purchase Order (____________) via the ADPICS purchase release process to obtain a TO number.

1.4. The Agency shall identify their TO Manager and their TO Procurement Officer and include this information in the TO. 

1.5. The Agency Assistant Attorney General may approve the draft TO (optional).

1.6. The Agency shall submit the TO to the DoIT ITPO via email at itpo@doit.state.md.us.  The Agency shall make the information in 1.1 above available to ITPO for TO review purposes.

2.1. TO Review


2.1. The State Interoperability Office PMO shall review the TO and provide feedback to the TO Procurement Officer.  The agency shall revise the TO as necessary and return it to the ITPO.

2.2. The State Interoperability Office PM shall email the Agency with authorization to release the TO to the Master Contractor.  Upon release, the Agency shall make the information in 1.1 above available to the Master Contractor.
 
3.1. TO Management
3.1. Agency Responsibilities - The Agency TO Manager or designee shall perform the project management duties described below to support CAD RMS planning and implementation.  Commitment to actual CAD RMS implementation and TO payments requires Notice To Proceed (NTP) (See 3.2.3 below).


3.1. Coordinate the advance gathering of Agency information (See 1.1 above).


3.1. Serve as the Agency Project Manager and main contact for the Master Contractor.


3.1. Coordinate Master Contractor access to Agency information and facilities.


3.1. Coordinate Agency staff commitments to CAD RMS planning, implementation, 
training and ongoing support.


3.1. Coordinate Agency review and sign-off of project deliverables.


3.1. Provide written approval for the Master Contractor to begin each project task in 

3.2 below.  Approval should be based on successful completion of preceding
project tasks and deliverables.


3.1. Provide NTP to the Master Contractor if applicable after the initial planning tasks 
in 3.2 below.  NTP commits the Agency to actual CAD RMS implementation 
and TO payments.


3.1. Review and approve TO invoicing based on review and approval of project 
deliverables.


3.1. Perform other TO oversight and project support duties as needed.


3.2. Master Contractor Responsibilities - Issuance of a TO shall trigger the Master Contractor to perform the project tasks below with support and interim approvals from the Agency.  Agency commitment to actual CAD RMS implementation and TO payments requires NTP (See 3.2.3 below).


3.2. Consult with the Agency to verify its current (As Is) dispatch and records 
management equipment, software, business processes, interfaces, data, reports, 
staff roles & responsibilities, etc.  Verify future (To Be) CAD RMS features 
envisioned by the Agency and ongoing support needs.  Provide a ROM cost 
estimate (-10% to +10% of final) for CAD RMS implementation.  Deliverables: As 
Is / To Be Document and ROM Cost Estimate.


3.2. Perform a gap analysis between the State’s CAD RMS core system and the 
Agency’s current and envisioned system, including data conversion needs.  
Provide a final cost proposal for Agency CAD RMS planning, implementation, and 
support.  Deliverables: Gap Analysis 
Document and Final Cost Proposal.


3.2. Obtain written NTP from the Agency.  Deliverable: Executed NTP Document.


3.2. Upon NTP, document functional, non-functional, and technical requirements to 
implement and support CAD RMS for the Agency based on the gap analysis.  
Requirements must be numbered and cover the procurement strategy for CAD 
RMS hardware if applicable.  Document a test plan correlated to the requirements.  
Deliverables: Requirements Document and Test Plan.


3.2. Develop a project Scope of Work (SOW) describing the work requirements and 
deliverables to implement and support CAD RMS at the Agency.  Work 
requirements shall include tasks to be performed by the Agency. Deliverable: 
SOW Document. 


3.2. Develop a project schedule for CAD RMS implementation and testing with 
associated project phases and milestones based on the SOW.  Deliverable: Project 
Schedule.


3.2. Implement CAD RMS for the Agency according to the SOW and Project Schedule.  

Deliverables: 
Hardware, Software, Data Files, System Documentation, User 
Manual, Training Materials, etc.


3.2. Test CAD RMS with the Agency according to the Test Plan.  Deliverables: Test 
Results and Possible Rework.


3.2. Train Agency staff on CAD RMS.  Deliverable: Training Sessions.


3.2. Provide ongoing CAD RMS maintenance and support.  Deliverables: Trouble 
Reports and Change Implementation Notices.
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