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General:

Each site at the Department of Human Services (DHS) connected to the DHS network may need upgrades and performance improvements to its site network. The DHS, Bureau of Information Systems (BIS) contracts vendors for site-specific network surveys and upgrades. It creates and submits a statement of work (SOW) to vendors to do the survey(s). A chosen vendor that agrees to the SOW performs the network survey(s).

The deliverable expected of the vendor doing the network survey(s) is a Network Design Report (NDR) for each site surveyed. The vendor uses the network assessment information in this document to create one NDR per site-specific, network survey.

See Example of a Statement of Work to a Vendor for a Network Survey and Analysis for an example of an SOW for a network survey.

See “Appendix I: ” for assistance completing this template.

The Network Assessment starts at the “Network Design Report” section and runs to the “Appendix I: Completing the Network Design Report” section of this document. 

The purpose of this document is to provide instructions for creating an NDR.

Procedure:
Network Design Report
I. Executive Summary (to be completed by DTE person)
This section is a brief summary of the overall site assessment results including costs, timelines for projection completion, summary of the work and changes to be made. The expected improvements in performance and other points will be included as well.

II. Overview (to be completed by site ITC person)
Date of the Initial Request from Program Office:

POC Name:

        Phone:


Email:

Site Contact:

        Phone:


Email:



Location: 

Address:

Address:

Phone:

Date the site assessment assigned:

BTE Person Name:

       Phone:


Email:

List of the buildings, floors, and rooms to be included in the assessment (attach additional sheet, maps, Visio drawings, if needed):

	Building/Room
	Floor
	Equipment
	IP ADDRESS

	12
	1
	Router
	xxx.xxx.xxx.xxx

	
	
	
	

	
	
	
	

	
	
	
	



Description of the major problems:

Summarize the kinds of problems users are experiencing in performance, recurring troubles, disconnections, and so on.

	Problem Name
	Problem Summary Description

	
	

	
	

	
	

	
	

	
	

	
	


III. Site Assessment Findings (to be completed by DTE) 

General Description of the Findings from the site visit:

(List persons involved by name and title.)

Environmental Issues:

(List specific problems of space, access to wiring and conduits).
Changes to Section II inventory: 

	Building/Room
	Floor
	Equipment
	IP ADDRESS

	12
	1
	Router
	xxx.xxx.xxx.xxx

	
	
	
	

	
	
	
	

	
	
	
	


List any training issues, problems or needs:

Summarize Site Assessment observations:

(A brief descriptive of the visit and any changes, suggestions and discussions. Include names, action plan responsibilities, and so on.)



IV. Site design recommendations (new or existing) (to be completed by DTE)
General description:

(Include and overview and rationale for the recommendation…how will users benefit?)

List specific recommendations for upgrades and changes:

1. Cabling and infrastructure changes:


2. Electronics recommendations:



3. List any areas not included in the plan and the reasons:

(What equipment will remain in the network and why)?

4. List the plan phases for implementation, if appropriate:

List training by title and job function with reasons:

Summarize Site Assessment recommendations:

(Include a brief descriptive of the observations and plans as listed above.)

V. Recommended Implementation stages and timeframes (to be completed by DTE)
VI. Estimates of time and materials (attach vendor quotes)
Site Preparations:

Cabling:

Electronics:

SLA and maintenance contracts:

VII. Project Costs (to be completed by DTE)
(Summarize all related costs in time, materials, and other items.)

Appendix I

Completing the Network Design Report
Use the following outline while writing the network design report (NDR). 

I. Executive Summary   

· Write a short narrative including conclusions and recommendations.

II. Overview of Work Completed

· Survey assessment process description. Include times, dates and contacts.

· Location Description: department, bureau, and so on.

· Building Description: for each building surveyed, assessed, and included in the recommendations.

· Local staff-interview summaries: findings and needs as identified.
III. Survey Assessments Findings 

· General Observations.

· Environmental Observations (include potential problems for design changes).

· Existing Infrastructure (by building and as configured to the network).

· Existing Cabling (by building and as configured to the network).

· Existing Electronics (by building and as configured to the network).

· Training Issues.

· Summary of Findings.

IV. Recommendations for Infrastructure Upgrades

· General Recommendations.

· Infrastructure Upgrade Recommendations Overview and Rational.

· Site Preparations Recommendations (by building and as configured).

· Cabling Recommendations (by building and as configured to the network).

· Electronics Recommendations (by building and as configured to the network).

· Training Recommendations.

· Summary of the upgrade recommendations.

V.  Recommended Implementation Strategies

· Site/Cabling Implementation Strategy: includes a schematic diagram and projected completion timetable.

· Electronics Implementation Strategy: includes a projected completion timetable.

· Workstation Implementation Strategy: include a projected completion timetable.
· Overall Location Upgrade Strategy: including a phased approach to allow for budget or staff support limitations, includes a projected completion timetable for each phase and interdependencies between phases.

VI. Estimate of Time and Materials (Listed)

· Site Preparations – including all incidentals (be specific).

· Cabling.

· Electronics.

· Other System Incidentals (be specific).

VII. Projected Costs

· Design

· Materials

· Labor
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