Value Management Framework

Deliverable Review Process

Step

Date

Status

1 —_
Collaborative
Deliverable
Development

The Contractor deliverable owner collaborates with State
counterparts (owner(s) and reviewer(s)) as the deliverable is being
created.

The Contractor Owner schedules and facilitates meeting(s) to
review the deliverable prior to submittal.

The Contractor owner posts draft to be reviewed on [Project
Location]. Each deliverable will be posted as depicted below:
WorkFront: Attached to task/milestone with appropriate review and
approval path. Use versioning to indicate (1) Draft, (2) State
Comments, (3) QA Review

SharePoint: Team Shared Documents -> Deliverables in Process -
> DEL 001 Awareness Training (Example)

-> Draft

-> State Comments

-> QA Review

During
development

25% or
50%

1 —_
Collaborative
Deliverable
Development

The working folders will be:

-> Draft — Contractor posts the draft documents here until ready for
State review. State owner(s)/reviewer(s) may go to this location as
needed, Contractor will not send email notifications for documents
in this folder.

-> State Comments - State posts draft documents with track
changes inserted, or other documentation that provides Contractor
with comments. The State owner/reviewer will send Contractor an
email that the file is posted.

-> QA Review - Contractor posts draft document here when ready
for the Contractor PMO to submit for initial review.

During
development

25% or
50%

2 —
Contractor
QA Review

Contractor owner sends its PMO an email that the deliverable is
ready for QA review and posted in the " QA Review" folder.
Contractor PMO conducts QA review. Contractor owner
incorporates QA comments and returns to PMO for submission.

3 days
before due
date

50%

3 - Initial
Submission

Contractor PMO posts the draft deliverable WorkFront deliverable
milestone and tags state owner(s)/reviewer(s) or SharePoint
Project Deliverables Log and sends an email to the State
owner(s)/reviewer(s) with the deliverables, link to the deliverable
location in the SP Project Deliverables Log, and a deliverable
Comment Log.

Due Date

75%
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4 — Review Contractor Owner schedules a review meeting with the State Within 10
Meeting owner(s)/reviewer(s) to facilitate review process, if needed to days after
resolve comments from across the State. submittal
5 — State State owner(s)/reviewer(s) conduct their review, posting comments | Within 10 90%
Review in the Comment Log. Reviewers send their comments to the days after
corresponding State deliverable owner for consolidation. submittal
State deliverable owners consolidate comments; they will also
determine appropriateness of comments. When complete, the
State deliverable owner posts the comments log to the WorkFront
milestone/task or in the SP Project Deliverables Log and emails
the comments log to the Contractor deliverable owner.
Consolidated comments from all State Owners/Reviewers are due
to Contractor within ten (10) business days.
6 — Contractor owner makes any required updates to the deliverable, Within 5
Contractor updates comment log with resolution and confirms with State days after
Response Owner(s) that comments have been addressed receipt of
Contractor owner posts both the deliverable and the Comments comments
Log to the WorkFront task or SP Project Deliverable Log
Contractor owner emails its PMO that deliverable is ready for final
submission
7 - Final Contractor PMO sends sign off sheet to the State deliverable Contractor 95%
Approval owners for signature to provide
Contractor PMO provides State Project Director and State PMO due date in
with approved deliverable and sign-off sheet as well as updated submission

comment log via emalil

Contractor responds to State comments, if any

Contractor PMO consolidates files attached to WorkFront
milestone/task or in SP Project Deliverables log and pdfs files
State provides approval documentation to file

Contractor PMO updates actual date in WorkFront milestone/task
or in SP Project Deliverables Log

Contractor posts approval files to WorkFront or SharePoint

Deliverable Organization |

Quality deliverables are dependent on the organization
of information and collaboration effort of the people.
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