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General:

This guideline provides specifics on the work order process and how work orders are processed.  Business Planning Estimate (BPE) and High Level Estimate (HLE) documentation provides information about an initiative’s costs and timeframes.  The work order dives deeper into these activities and costs via deliverable lists.  See Deliverables Management Process Guideline for additional information about work orders and their associated artifacts.
Guideline:
1) Business Planning Estimate (BPE) / High Level Estimate (HLE)

a. The Department of Human Services (DHS) issues a request for a BPE to the lead Lot 1-5 contractor of the initiative.

b. The lead contractor provides initial estimates of total costs and total hours of Lot 1-5 System Development Lifecycle (SDLC) phases and deliverables (within 5 days of request).  The BPE provides estimates of the overall costs for the entire initiative based on the then known high-level requirements.  It is developed by the lead contractor working in conjunction with the other participating contractors and DHS, coordinated through the Portfolio Manager (PfM).  The section work orders may later refine these preliminary estimates.

c. After the Business Requirements Definition (BRD) has been approved and handed off to the Lot 6 contractor to start the System Requirements Definition (SRD), before that work can begin, DHS issues a request for Lots 6 and 7 contractors to provide a HLE based on their increased understanding of the project from having reviewed the business requirements.  The HLE includes updated estimated cost ranges and timeframes for the work.  The HLE includes all estimated costs of the project, DHS costs as well as contractor costs.

2) Work Order Submission

a. Work Order

i. 16-09 requires a coordination process to initiate the request of work orders from the various Lot contractors. To achieve this coordination, the Program Management Office (PMO) sends (at the beginning of the SRD phase) the Lot 6 contractor a DocuShare link for the approved Lot 1-5 work order so Lot 6 can populate its section of the work order with the required SRD and General Systems Design (GSD) information.  Then, when it’s time for the Lot 7 contractor to submit a work order for Detailed Systems Design (DSD)-Deployment deliverables, the PMO sends Lot 7 a link to the work order completed and approved to that point.                                                                                             

ii. Contents

1. Problem definition

2. Problem solution

3. Number of hours to produce the deliverable components package and update the documentation

4. Estimated completion date

iii. Modifications/Enhancements

1. Formal review

2. Formal approval by DPW Contract Administrator

b. Detailed cost sheet 

i. Based on specific work products and deliverables (BRD, SRD, Test Plan, etc.)

ii. Identifies the resource classifications 

iii. Shows costs and number of hours to complete the work products/deliverables

c. Miscellaneous work order information

i. The work order number is a 4-digit number beginning with the lot number of the lead contractor.  If Lot 2 is the lead contractor for a particular mod/enhancement, the work order number associated with that initiative would begin with “2”, “2017” for instance.  

ii. Continuing with this example, the tracking number of a deliverable associated with that work order would begin with the digit of the lot contractor who actually submits the deliverable.  So for work order # 2017, the tracking number for the BRD submission might be something like 200017, the GSD might be 600083, and the DSD tracking number might be 700188.

iii. To view how work orders are reviewed and approved, please reference the Deliverables Management Process Guideline in Standards – Business Domain.

3) Work Order Tracking System (This will be developed during OKA)
a. Established by Lot 1-5; used and maintained by Lot 1-5, Lot 6 and Lot 7

b. The work order report will be designed jointly by Lot 1-5, Lot 6, Lot 7, and DHS 

c. Implemented by Lot 6 and 7

d. Needs to be standardized so we use a single tool for work order tracking

e. Work order report - updated weekly and available online

f. Provide a monthly report that shows expended time by each person for each work order

g. Captures detailed information from work orders

h. Maintains statuses on work order

i. Provides reports to manage work order process

j. Provides easy access to all of the documents and information related to work orders

4) Project Tracking and Management System (This will be developed during OKA)

The PTMS helps to establish reasonable completion dates and to set priorities for modifications.  This reporting allows review of resource available time, status of phase completion, and readjustment of target dates based on system staff being reassigned to new projects and priorities.

a. Work order #

b. Priority

c. Subsystem or functional area

d. Description of the change

e. Request date

f. Requester

g. Projected start date

h. Assigned primary resource

i. Target and actual completion dates

j. Estimated and actual hours

k. Hours worked to date

l. Estimated hours remaining

m. Deliverable/milestone dates 

i. Date submitted to DPW Contract Administrator

ii. Date approved

n. Project status and expected completion date

o. Tracking of changes 

i. Requirements

ii. Priority

iii. Dates

iv. Etc

5) Status Meetings to provide status on open system work orders and review deliverables related to system work orders as appropriate
6) Work Order Completion

a. Completed when DHS Contract Administrator signs off  << and >>

b. The system has run successfully in production for 30 days or through a complete production cycle  << and >>

c. All documentation has been drafted, approved by DHS, and produced and distributed in final form
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