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SCOPE OF WORK

A. Purpose

Contractor will provide Project Management and Scrum Certified Services for Covered California’s Enterprise Project Management Office (EPMO).

Covered California’s requires project managers with expertise in the health and insurance areas to help lead focused efforts to meet requirements and changes at both the State and Federal level.  Covered California anticipates projects associated with these efforts will take multiple years to fully implement.  Most of the projects will utilize the agile methodology; however, some will follow the waterfall methodology.

B. Background Clearance 

If the Contractor must access any confidential information, this provision must be completed prior to implementing any portion of this scope of work that requires access to confidential information. Contractor may perform limited duties while completing the background check process but cannot access confidential information until the process has been completed.”

Prior to accessing any confidential information, personal identifying information, personal health information, federal tax information, or financial information contained in the information systems and devices of Covered California, or any other information as required by federal and State law or guidance, all staff, including employees, contract or subcontract personnel, vendors or volunteers who perform services under this Agreement must comply with the criminal background check requirements set forth in Government Code section 1043, and its implementing regulations set forth in California Code of Regulations, Title 10, section 6456. Contractor shall bear all costs associated with obtaining clearance for each said employee.

C. Contract Amendment 

Covered California may, at its sole discretion, extend the term of the contract for up to two (2) years either as two (2) one-year amendments or as a single two-year amendment, depending on need. The total number of contract years shall not exceed five (5) years.  This contract shall be amended to include funding at the same rates provided in the Bidder’s proposal.



D. General Scope or Tasks

Activities under this contract will include any combination of the following:

Project Lead

1. Project Lead to provide weekly overall status reports that will address the following:

a. Matrix of assignments and hours worked per consultant team member per project. 

b. Overall status of activities planned and completed per consultant team member per project.

c. Overall risks and opportunities identified for the enterprise project office.

Scrum Master for Agile Projects

Scrum Master to perform the following throughout the term of this Agreement:

1. Product Vision:

a. Facilitate meetings to brainstorm and develop the product vision.

b. Resolve impediments that are preventing the agile team from accomplishing the product vision.

c. Work with the team to help determine how to meet the vision.

2. Product Roadmap:

a. Attend meetings to brainstorm and develop the product roadmap.

b. Provide feedback regarding prioritization of roadmap activities.

3. Sprint Planning:

a. Facilitate story point estimation.

b. Facilitate updates to Covered California’s agile planning tools (Covered California currently uses a combination of Atlassian’s JIRA and Microsoft’s DevOps) with team and ensure user stories are added to planning tools that reflect any work needed to meet product vision.

c. Update planning tools. 

d. Remove roadblocks/impediments (if possible) or escalate to Product Owner (business representative).

e. Facilitate discussions on incomplete activities.
 
f. Work with internal stakeholders, to identify priorities and resolve impediments, through proper channels.

g. Ensure sprints are planned prior to start consisting of stories at a level to be understood and sized to be completed within sprint.

h. Make sure user stories are clear and understandable.

i. Review backlog for “move into” current/planned sprint.

j. Identify backlog items that should be grouped together.

4. During the Sprint:

a. Set-up key ceremony meetings with agile team to address daily scrum/stand up, sprint planning, sprint review, backlog refinement, sprint retrospective, or other items as necessary.

b. Ensure proper business area is consulted to confirm state/federal regulations are met following deployment and identify any other business implications.

c. Identify and log risks and issues.

d. Collaborate with other scrum teams to ensure adequate communication and planning.

e. Identify user stories not yet started as sprint nears completion and inquire about any impediments.

f. Validate that user stories are on track and meeting the goals of our release plan.

g. Facilitate/conduct daily stand-up scrum team meetings.

h. Document sprint reviews.

i. Create sprint review presentation.

j. Facilitate sprint review.

k. Update planning tools daily.

l. Track sprint progress and help the team to achieve the given commitment.

5. Backlog Development and Refinement

a. Facilitate Backlog Refinement session, which includes guiding the team to: 

i. Break out stories and epics into smaller pieces. 
ii.	Estimate the stories.
iii.	Create, define, refine, and confirm acceptance criteria. 
iv.	Review acceptance criteria to make sure user needs are reflected. 
v. 	Ensure acceptance criteria is testable.
vi.	Change in priorities.
vii.	Addition of tasks.
viii.	Modification of effort needed/required than previously anticipated.

b. Attend and participate in the creation and/or refinement of the user stories.

c. Work with Product Owner (business representative) to identify new stories and update planning tools.

d. Help agile team with any issues creating and updating their tasks.

e. Ensure there is always 2-3 sprints worth of stories read to sprint on.

f. Ensure proper program area is consulted to confirm state/federal regulations are met following deployment and identify any other business implications.

g. Monitor team velocity and look for ways to improve on the quality of processes to work more efficiently.



6. Sprint Review:

a. Determine what tasks are complete/not complete for each story in planning tools. 

b. Facilitate with team the development of sprint review presentation template.

c. Implement action items from retrospectives in future sprints.

d. Identify and present stories that have been completed.

e. Identify incomplete user stories and determine next steps.

f. Be present at sprint review.

g. Confirm that items in sprint meet the definition of done.

h. Gather sprint metrics from planning tools at the end of each sprint and report outward in the sprint review.

i. Schedule and facilitate the review from the sprints.

j. Discuss work completed in the sprint.

k. Document sprint review sessions.

7. Sprint Retrospective:

a. Schedule and facilitate the retrospectives/lessons learned from the sprints.

b. Determine the format/style of the retrospective.

c. Identify what item can be changed for the next sprint to evaluate and make batter.

d. Look for continuous improvement out of the retrospective that you can implement as a user story in a future sprint.

8. Stakeholder Prioritization:

a. Attend and participate in stakeholder presentation.

9. Deployment:

a. Participate in design as requested.

b. Identify release level dependencies. 

c. Establish feedback channels for customers to comment on product effectiveness.

d. Ensure proper program area is consulted to confirm state/federal regulations are met following deployment and identify any other business implications.

10.  Release Planning:

a. Schedule and facilitate release planning event.

b. Attend and participate in team pre-release planning event.

c. Attend and participate in release planning event.

d. Assist product owner in publishing the release plan.

Project Manager for Waterfall Projects

Project Manager to perform the following with respect to Waterfall Projects:

1. Provide project management services and oversight for multiple projects.

2. Project Initiation:

a. Facilitate Project Kick-off with stakeholders. 

b. Assist with development of a Project Concept Statement and Project Charter. 

3. Project Planning: 

a. Define detailed project management tasks. 

b. Develop a detailed Project Plan. 



4. Execution:

a. Perform Requirements Gathering;

b. Develop Scope;

c. Manage and Update the Project Plant; 

d. Facilitate and prepare materials for Steering Committee Meetings; 

e. Create and present Project Status Reports; 

f. Create and present project Dashboards; and 

g. Interface with all levels of organization to facilitate completion of project on time, within scope and within budget. 

5. Create, update, and execute Risk/Issue Management plan.

6. Create, update, and execute Change Management plan.  

7. [bookmark: _GoBack]Create update, and execute Organizational Change Management plan. 

8. Project Closure:

a. Conduct project Lessons Learned. 

E. Reporting Headquarters Location

The Contractor is required to perform all services under this Agreement on site at Covered California, unless directed otherwise by the project representative listed in this Exhibit.  The main Covered California office is located at 1601 Exposition Boulevard, Sacramento, California, 95815.  The Covered California Service Center is located at 18777 White Rock Road, Rancho Cordova, CA, and services may also be performed at this location. Travel and expenses for reporting to these locations shall not be reimbursed.  Travel will be required to Irvine and will be reimbursed.



F. Reassignment of Personnel 

1. The Contractor shall not reassign personnel assigned to the contract during the contract term without prior written approval of Covered California. If a Contractor employee is unable to perform duties due to illness, resignation, or other factors beyond the Contractor’s control, the Contractor shall make every reasonable effort to provide suitable substitute personnel.

2. Substitute personnel shall not automatically receive the hourly rate of the individual or position being replaced. Covered California and the Contractor shall negotiate the hourly rate of any substitute personnel to the contract. The hourly rate negotiated shall be dependent, in part, on the experience and individual skills of the proposed substitute personnel. The negotiated rate cannot exceed the hourly rate stated in the contract.

3. Covered California reserves the right to request a Contractor employee be removed from performing any work on the contract and, on written notice to the Contactor, the Contractor shall assign a substitute employee.

G. Contractor’s Roles and Responsibilities

The Contractor shall: 

1. Designate a person to whom all project communications may be addressed and who has the authority to act on all aspects of the contract. This person will be responsible for the overall project and will be the contact for all invoicing and Contractor staffing issues.

2. Provide written reports for review and approval by Covered California and formally respond to Covered California review findings as necessary.

3. Meet as required with Covered California staff to discuss progress.

4. Make its best efforts to maintain staff continuity throughout the life of the project. If, however, a substitution becomes necessary, the Contractor must submit resumes for review, in advance, for all proposed personnel substitutions. All Contractor personnel substitutions must be approved in writing by Covered California Representative. Failure to receive the required approvals may result in termination of the contract.



H. Covered California’s Roles and Responsibilities

Covered California shall:

1. Designate the Covered California Representative to whom all Contractor communications may be addressed and who has the authority to act on all aspects of the contract. 

2. Provide access to business and technical documents as necessary for the Contractor to complete the tasks identified in this Agreement.

3. Ensure appropriate resources are available to perform assigned tasks, attend meetings, and answer questions.

4. Ensure that decisions are made in a timely manner.

5. Provide work areas and meeting rooms as needed. 

6. Identify and provide access to Subject Matter Experts to assist in the development of technical requirements. 

I. Contract Deliverables

1. The Contractor understands that all recommendations and contract deliverables must comply with the Patient Protection and Affordable Care Act of 2010, as well as sections 15438, 15439, and 100501 through 100521 of the Government Code; 1346.2 and 1366.6 of the Health and Safety Code; 10112.3 and 10112.4 of the Insurance Code.

2. The Contractor shall provide all deliverables within the timeframe specified and required by Covered California.  

3. The Contractor understands and acknowledges that all deliverables must be reviewed, approved and accepted by Covered California.

4. The Contractor understands that any Covered California requested revisions to any deliverable shall be incorporated by the Contractor within seven (7) calendar days from the date in which Covered California provided its feedback, unless a different timeframe is required and specified by Covered California. 



5. In the event Covered California requires additional refinements and modifications for any deliverable which occurs after that deliverable has been previously accepted by Covered California, the Contractor shall be required to make the additional revisions until the revised deliverable is accepted and approved by Covered California.

6. The Contractor shall be paid for services rendered under this Agreement in accordance with Exhibit B – Budget Detail and Payment Provisions.

J. Deliverable Acceptance Criteria

All concluded work must be submitted to Covered California for review and approval or rejection. Payment for all tasks performed under this Agreement will be based on hourly rates. It will be Covered California’s sole determination as to whether any tasks have been successfully completed and are acceptable. 

Throughout the contract, Covered California will review and validate services performed. In addition, the Covered California Representative will verify and approve the Contractor’s invoices. Signed acceptance is required from the Covered California Representative to approve an invoice for payment.

Deliverable acceptance criteria consist of the following: 

1. Deliverable-specific work was completed as specified and the final deliverable product or service was rendered.

2. Plans, schedules, designs, documentation, digital files, photographs and reports (deliverables) were completed as specified and approved.

3. All deliverable documentation and artifact gathering have been completed.

4. All deliverables are in a format useful to Covered California.

5. If a deliverable is not accepted, Covered California will provide the reason, in writing, within ten (10) business days of receipt of the deliverable.



K. Project Representatives

	Covered California Representative:
	Contractor Representative:

	Trisha Duggan
Covered California
1601 Exposition Blvd.
Sacramento, CA 95815
(916) 228-8557 T
Trisha.duggan@covered.ca.gov
	(Representative’s Name)
(Contractor’s Name)
(Address)
(City, State and Zip)
(916) XXX-XXXX T
(Email Address)


The representatives for this project, during the term of this Agreement, shall be:



(V.1117)
