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RFP SECTION CHANGE DESCRIPTION 

Section 3.3.2 

Remedies 

Change first sentence to read as follows: 

 

If the Vendor is not able to make the system corrections within the time allotted pursuant to the 

Test Plan by the State, or the entire integrated System fails the Acceptance Test, the State may 

declare the Vendor in default and, at its option: 

Section 3.4.3 

Viruses; 

Destructive 

Programming 

Change Section 3.4.3 as follows: 

 

The Vendor shall warrant that the Software, as accepted by the State, shall not contain any 

viruses, destructive programming, or mechanisms designed to disrupt the performance of the 

Software in accordance with the specifications. 

Section 3.6.6 

State-Owned 

Documents and 

Data 

The State will modify 3.6.6 to use the term “documents” replacing “Documents” and it shall 

have its common meaning. The term “work in progress” shall refer to any item not in its final 

form. See Contract 

Section 4.1 

Contract Award 

Replace Para 2 with the following: 

 

Any resulting Contract from this RFP will be a non-exclusive Contract. The State reserves the 

right, at its discretion, to retain other Vendors to provide any of the Services or Deliverables 

identified under this procurement or make an award by item, part or portion of an item, group 

of items, or total Proposal. To ensure protection of the Contractor’s intellectual property, 

these third-party Vendors will sign a non-disclosure agreement with the Contractor, 

approved by the State.  The approval shall not be unreasonably withheld. 

Section 4.11.3 

Termination for 

Conflict of Interest 

Change the first sentence as follows: 

 

The State may terminate the Contract by written notice if it reasonably determines that a 

conflict of interest exists, including but not limited to, a violation by any of the parties hereto of 

applicable performance of Contracts.   

 

4.12.2,  

The Contractor 

Change the first sentence as follows: 

 

Subject to applicable laws and regulations, in no event shall the Vendor be liable for any 

consequential, special, indirect, incidental, punitive or exemplary damages and the Vendor’s 

liability to the State shall not exceed two times (2X) one and a half times (1.5X) the total 

Contract price set forth in the Contract Agreement Section 1.8 of the… 

 



Section 6.1.5, 

Proposed Project 

Team, 

Qualifications for 

Key Personnel 

Table, Lead 

Business Analyst 

Change the first sentence as follows: 

 

Vendor key personnel for this project are defined as one (1) project manager and one (1) Lead 

Business Analyst or pool of Lead Business Analysts. 

 

Also, under Requirements for Lead Business Analyst change first bulllet to: 

 

 Minimum of six (6) years' experience as a Business Analyst, including at least two (2) 

years associated with a late generation DMV project 
Appendix E-4,  

Hearings & 

Violations 

Requirements,  

Requirement E-4-

26 

Change: 

 Renewal notice +C11 sent date  

To 

 Renewal notice letter date 

 

A-2-33 Replace with the following 

 

The Vendor will provide detailed biweekly status reports on the progress of the Project, which 

will include but not limited to proposed scheduling changes and outstanding issues, 

implementation effort and progress to date. 

 Add as additional information File “MAAP Size Information” 

 Add as additional information File “IDMS Size Information” 

 Add as additional information File “Table C-7A Software Summary” 

 Add as additional information File “ASD System Development Methodology” 

 

1.2 Schedule of 

Events 

Change the date for Final State Responses to vendor inquiries to 5/8/2013 

 
CONTACT:  Robert Lussier  
TEL. NO.:  (603) 227-4050 

 
 
 
BIDDER _______________________________________ ADDRESS _________________________________ 
 
BY _______________________________________________________________________________________ 
   (this document must be signed) 
   _____________________________________________ TEL. NO.___________________________________ 
   (please type or print name) 
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				Record Name		Rec Length		Rec Count		NUMBER OF BYTES		SUBTOTAL            NUMBER OF BYTES

		ACCIDENT

				AC50R-ACCIDENT		112		164,790		18,456,480

				AC51R-ACC-STATS		172		95,367		16,403,124

				AC52R-ACC-INJURY		56		180,167		10,089,352

				AC53R-ACC-NAME		88		284,799		25,062,312

				AC54R-ACC-UNIT		216		165,133		35,668,728

												105,679,996

		DEALERS

				RG70R-DEALER		360		6,615		2,381,400

				RG71R-DLR-AUTH		76		7,784		591,584

				RG72R-DEALER-JCT		36		9,148		329,328

				RG73R-DLR-PLATE		84		31,804		2,671,536

				RG75R-DLR-OWNER		56		8,463		473,928		6,447,776

		DRIVER LICENSE

				DL10R-DR-LIC		172		1,345,158		231,367,176

				DL11R-DL-TYPE		112		1,464,336		164,005,632

				DL12R-DL-CLASS		108		1,804,856		194,924,448

				DL13R-DL-ENDR		48		57,918		2,780,064

				DL14R-DL-APPT		120		925,558		111,066,960

				DL16R-DL-APRV		48		2,625,329		126,015,792

				DL17R-PRIOR-LIC		72		579,059		41,692,248

				DL18R-DL-MISC		300		488,153		146,445,900

				DL60R-SB-OWNER		28		1		28

				DL65R-SB-PERMIT		132		14,512		1,915,584

				DL66R-SAU-BUS-CO		64		16,136		1,032,704

				IN10R-INSURANCE		32		258,814		8,282,048

				NW10R-NETWORK		32		1		32

				NW20R--NET-CTRL		256		75,857		19,419,392

				NW21R-NET-MSG		4620		4,743		21,912,660		1,070,860,668

		FINANCIAL RESPONSIBILITY

				DH10R-DH-NAME		80		46,786		3,742,880

				DH11R-DH-CONV		120		84,016		10,081,920

				DH13R-DH-WRDL		112		14,726		1,649,312

				VI10R-FR-NAME		216		706,342		152,569,872

				VI11R-WARN-PROB		76		54,010		4,104,760

				VI12R-SUSP-REV		184		1,949,319		358,674,696

				VI13R-INSURANCE		104		138,564		14,410,656

				VI14R-HEARING		112		166,162		18,610,144

				VI16R-MAIRL-RET		128		341,834		43,754,752

				VI17R-SEC-REQ		84		9,839		826,476

				VI18R-CERT-COPY		84		390,455		32,798,220

				VI19R-VIOLATION		176		1,351,928		237,939,328

				VI21R-APPEAL-VIO		128		7,329		938,112

				VI45R-COURT-DATE		72		157,143		11,314,296

				VS30R-MAIL-PLEA		64		278,790		17,842,560

				VS31R-SUMMONS		144		208,102		29,966,688

				VS35R-MST-APPEAR		156		825		128,700		939,353,372

		FINANCIAL

				GF30R-A17		140		21,694		3,037,160

				GF35R-CLOSE-SUMM		136		601,955		81,865,880

				GF36R-CLOSE-DETL		68		1,157,197		78,689,396

				GF37R-DSTRB-SUMM		52		3,943,461		205,059,972

				GF40R-FIN-BATCH		144		11,281,872		1,624,589,568

				GF41R-FIN-PMT		60		11,314,220		678,853,200

				GF45R-FIN-TXN		92		14,666,686		1,349,335,112

				GF46R-FEE-CALC		76		27,595,552		2,097,261,952

				GF50R-DEP-SUMM		120		224,937		26,992,440

				GF51R-DEP-DETL		36		289,031		10,405,116

				GF55R-PROTST-CHK		228		8,748		1,994,544

				GF56R-PR-CHK-TXN		120		9,061		1,087,320

				GF60R-LOC-DSTRB		60		303,335		18,200,100

				GF65R-SHORT-SLIP		216		128,317		27,716,472

				GF70R-REFUND		216		11,683		2,523,528

				GF75R-CR-MEMO		248		103,460		25,658,080		6,233,269,840

		INSPECTION STATIONS

				RG80R-INSP-STATN		260		5,979		1,554,540

				RG81R-INSP-AUTH		84		14,661		1,231,524

				RG82R-INSP-MECH		36		15,498		557,928

				RG83R-INSP-JCT		36		8,175		294,300

				RG84R-INSP-TYPE		92		7,092		652,464

				RG85R-INSP-OWNER		56		10,298		576,688

				RG90R-MECHANIC		64		22,161		1,418,304

				RG91R-MECH-TYPE		60		25,061		1,503,660		7,789,408

		INVENTORY

				GI75R-INV-OWNER		48		1		48

				GI80R-INV-TYPE		160		448		71,680

				GI85R-INV-SUMM		132		14,646		1,933,272

				GI90R-INV-PACKET		136		393,356		53,496,416

				GI91R-INV-PLATE		60		418,679		25,120,740

				GI95R-INV-TXN		164		129,221		21,192,244		101,814,400

		DRIVER HISTORY

				DH12R-DH-ACC		76		4,396		334,096

												334,096

		NAME

				GA05R-SSN-FEDID		36		1,223,453		44,044,308

				GA10R-ID-MASTER		336		2,628,812		883,280,832

				GA11R-NAME-DOB		84		3,207,540		269,433,360		1,196,758,500

		SUNDRY		GS50R-NBR-CTRL		36		255		9,180

				GA60R-TABLE		104		25,132		2,613,728

				GA70R-LIT-TABLE		108		305		32,940

				GA71R-LIT-TEXT		100		979		97,900

				GA72R-LIT-ADDTL		48		2,750		132,000		2,885,748

										GRAND TOTAL BYTES		9,665,193,804
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Sheet1

		TABLE_NAME		AVG_ROW_LEN		NUM_ROWS		SIZE

		AGENTS		54		7706		500 KB

		AGENT_BATCHES		72		366615		31 MB

		AGENT_SUSPENSIONS		40		8		44 KB

		APPLICATION_MESSAGES		93		1173		135 KB

		BATCH_PAYMT_DETAILS		45		469085		23.5 MB

		BATCH_RENEWALS		190		130673		33 MB

		BATCH_RENEWAL_EXCEPTIONS		53		143		6 MB

		BATCH_RENEWAL_OWNERS		162		170658		33 MB

		BATCH_RENEWAL_REG_IDS		42		133973		11 MB

		BOATS		122		270509		40 MB

		BOAT_HISTORIES		129		280845		45 MB

		BOAT_OWNERS		66		278209		24 MB

		BOAT_OWNER_HISTORIES		65		310579		28 MB

		BOAT_REGISTRATIONS		141		257170		40 MB

		BOAT_REG_FEES		47		1130897		100 MB

		BOAT_REG_FEE_HISTORIES		46		1759676		110 MB

		BOAT_REG_HISTORIES		160		277770		50 MB

		CARRIER_NAMES		143		507		132 KB

		CARRIER_REGISTRATIONS		136		2958		2 MB

		CARRIER_REGISTRATION_HISTORIES		145		4208		2 MB

		CLOSEOUT_SESSIONS		23		661627		22 MB

		CONTROL_AREAS		20		76		44 KB

		COUNTY_TOWN_SUM		33		8139		400 KB

		DAEMONS		174		25		44 KB

		DELINQUENCE		0		0		44 KB

		ERR_MESSAGES		93		78218		55 MB

		FIELD_ROLES		31		157		44 KB

		FIN_MEMOS		96		365388		42 MB

		GROUPS		47		57		44 KB

		HCAP_PLACARDS		68		332155		55 MB

		HCAP_REGISTRATIONS		15		26509		600 KB

		IDMS_INFO_REL_DT_TBL		202		14827		11 MB

		IDMS_MKT_WAIVR_DT_TBL		185		3752		11 MB

		INITIAL_PLATE_REQUESTS		40		52		128 KB

		JOBS		146		18645		6 MB

		LIENPROVIDERS		147		59806		10 MB

		LIENPROVIDER_HISTORIES		147		18182		4 MB

		LKP_BOAT_TOWN_FEES		81		74		44 KB

		LKP_CODE_TYPES		126		237		44 KB

		LKP_CODE_VALUES		72		17242		4 MB

		LKP_CONTROL_PLATES		16		63		44 KB

		LKP_FEE_CODES		96		723		132 KB

		LKP_FUNCTION_CODES		55		569		88 KB

		LKP_LOCATIONS		150		762		200 KB

		LKP_LOCATION_IPADDRESS		48		578		44 KB

		LKP_LOC_MACHINES		99		377		88 KB

		LKP_MERCHANTS		99		2		44 KB

		LKP_TOWN_FEES		67		236		44 KB

		LOCKS		0		0		200 KB

		MENUS		91		220		44 KB

		MIGRATION_STATS		56		41		44 KB

		MODULES		67		24		44 KB

		NAMES		235		2648848		620 MB

		NAME_HISTORIES		227		6944048		1600 MB

		NAME_MERGES_CHANGES		63		535491		44 MB

		NAME_SYNC		17		6040142		130 MB

		NMVTIS_COMP_VEH_TBL_TEMP		36		3086130		130 MB

		NM_BRANDS		131		5544		11 MB

		NM_ERRORS		114		189264		77 MB

		NM_FIELD_OFFSETS		76		194		44 KB

		NM_INMESSAGES		2134		16346		330 MB

		NM_LIENS		178		5636		6 MB

		NM_ODOMETERS		39		109648		11 MB

		NM_OUTMESSAGES		4749		96591		880 MB

		NM_OWNERS		64		24512		4 MB

		NM_PTR_HISTORIES		148		53		5 MB

		NM_REQUESTS		127		318703		110 MB

		NM_REQ_FILES		36		17		44 KB

		NM_RESPONSES		33		538724		55 MB

		NM_THEFTS		76		89		64 KB

		NM_TITLES		115		173633		55 MB

		NM_TITLE_DUPLICATES		0		0		1 MB

		NM_TITLE_HISTORIES		45		17770		3 MB

		NM_VEHICLE_CHANGES_TBL		52		23709		2 MB

		NM_VEHICLE_DESCS		80		25182		5 MB

		NM_VEHICLE_IDS		64		154455		25 MB

		NM_VEHICLE_MCO		65		25073		3 MB

		NM_VIN_PTRS		85		10330		3 MB

		OLD_TITLES_TBL		88		1081321		110 MB

		OUTSTATE_OVWT_DECALS		156		45285		9 MB

		OWNER_GROUPS_TBL		57		1625		120 KB

		OWNER_GROUP_NAMES_TBL		38		10173		520 KB

		PLATE_TYPE_GROUP		10		162		40 KB

		PROCESSED_NAMES		22		7571		320 KB

		REG_OWNERS		60		5381855		360 MB

		REG_OWNER_HISTORIES		67		14918639		1080 MB

		REPORT_DETAILS		54		578		64 KB

		REPORT_HEADERS		147		28		64 KB

		REPRINTS		45		489112		24.5 MB

		RESOURCES		71		3310		280 KB

		RESOURCE_ROLES		32		30509		1.25 MB

		RESTRICTED_FIELDLIST		47		34		40 KB

		ROLES		47		58		40 KB

		ROLE_MAPPINGS		31		50		40 KB

		RPT_BOAT_LIST_DETAILS		88		981		120 KB

		RPT_BOAT_LIST_OWNERS		119		343		80 KB

		RPT_CUST_LIST_DETAILS		126		62685		8.25 MB

		RPT_CUST_LIST_HEADERS		86		20073		1.875 MB

		RPT_CUST_LIST_OWNERS		120		67900		8.75 MB

		RPT_OWNER_CHANGES		46		12694		1 MB

		RPT_SPN_REASON_CODES		61		125003		8.25 MB

		RPT_TEMP_CONTROL_PREVS		5		5289		128 KB

		RPT_TITLE_ISSUED_SUSP		31		80842		5 MB

		RPT_TITLE_SPN_LETTERS		52		97867		5.5 MB

		SELLERS		136		521639		75 MB

		SHOPPING_CARTS		101		13879803		1500 MB

		SHOPPING_CARTS_ANNEX_TBL		96		756		120 KB

		SHOPPING_CART_ITEMS		82		18057355		1600 MB

		SPECIAL_REGISTRATIONS		0		0		64 KB

		SPECIAL_REGISTRATION_HISTORIES		0		0		30 MB

		SPN_LETTER_RECIPIENTS		64		9442		704 KB

		SPN_REASON_CODES		64		70233		5 MB

		STATE_CC_PROCESS		103		116558		13 MB

		STATE_FEES		63		30478400		2100 MB

		STATE_PAYMENTS		22		13051776		350 MB

		SUPERVISOR_LOGS		39		172803		8 MB

		TITLES		201		6490012		1350 MB

		TITLE_EXEMPT_TBL_TEMP		22		907561		25 MB

		TITLE_HISTORIES		202		9666885		2000 MB

		TITLE_LETTERS_TBL		66		29003		2.3125 MB

		TITLE_LETTER_RECIPIENTS_TBL		69		29724		2.5 MB

		TITLE_LIENPROVIDERS		47		2943091		200 MB

		TITLE_LIENPROVIDER_HISTORIES		47		659100		60 MB

		TITLE_NON_EXEMPT_TBL_TEMP		23		2176052		65 MB

		TITLE_OWNERS		66		8354236		600 MB

		TITLE_OWNER_HISTORIES		80		2040873		120 MB

		TITLE_REASON_CODES_TBL		118		32882		4.5 MB

		TITLE_SPN_LETTERS		57		49427		3 MB

		TOWN_FEES		30		19261685		680 MB

		TOWN_PAYMENTS		20		2285609		60 MB

		TRANSACTIONS		121		90		40 KB

		USERS		132		3226		512 KB

		USER_GROUPS		30		3014		160 KB

		USER_LOCATIONS		31		1018		80 KB

		USER_LOGS		62		6727685		450 MB

		USR_PASSWORD_HISTORY		32		10361		448 KB

		VEHICLES		142		5042718		740 MB

		VEHICLE_BRANDS		19		154079		10 MB

		VEHICLE_BRANDS_DATE		38		92885		10 MB

		VEHICLE_BRAND_CHANGES_TBL		21		305		40 KB

		VEHICLE_CHANGE_REASONS		24		2738258		80 MB

		VEHICLE_HISTORIES		143		20764664		1820 MB

		VEHICLE_REGISTRATIONS		236		4506788		1060 MB

		VEHICLE_REG_HISTORIES		233		11746945		2800 MB

		VINPKG_CARS		153		8861		1.5 MB

		VINPKG_LTS		169		9411		1.68 MB

		VINPKG_MANUFACTURERS		40		13977		704 KB

		VINPKG_MOTOR_CYCLES		96		22901		2.375 MB

		VINPKG_OLD_CARS		137		18846		2.875 MB

		VINPKG_OLD_LTS		153		9961		1.625 MB

		VINPKG_OLD_TRUCKS		159		5878		1 MB

		VINPKG_RVS		97		164712		20 MB

		VINPKG_TRUCKS		193		5944		10 MB

		VIOLATIONS		77		14533861		1260 MB
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policies that impact the System Testing Phase. 
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document 
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1. PURPOSE 
This document establishes a common and uniform standard for all application development for 
OIT Partner Agencies regarding the System Development Methodology (SDM).  The SDM 
expands upon the Office of Information Technology (OIT) – Agency Software Division (ASD) – 
system development life cycle (SDLC) model for system development projects.   


2. BACKGROUND 
Merging common and applicable components of existing SDM models and methodologies, ASD 
developed the SDM using the SDLC as the foundation for the methodology.  The result is a life 
cycle model and system development methodology that is appropriate across state agencies. 
 
This is a living document.  Therefore, while it provides a description of the conceptual phases for 
ASD systems development projects along with the detailed methodology processes, deliverables, 
tools, and approvals, it is not intended to be representative of a mature SDM.   A fully mature 
SDM will evolve over time as the OIT-ASD organization matures. 


3. STANDARD 
This standard describes the ASD Systems Development Methodology (SDM) that provides: 
 
1) The methodology to build consistent and standard software applications and IT systems.   
2) A systematic approach, focused on minimal rework and optimal performance that acts as the 
foundation for the design, development, test and implementation of software applications within 
ASD. 
3) Alternatives to using the templates and processes within the SDM to meet the needs of 
different types of system development projects within ASD.   
4) The ability to create homogeneous reporting points that will enable ASD to manage its 
project portfolio and resources with greater efficiency and effectiveness. 
5) A framework that is easily integrated with OIT-wide processes, to reduce redundancy and 
streamline efforts. 
6) A standard available to agencies that have yet to be phased into ASD. 
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Systems Development Life Cycle 
 
Governing any systems development methodology is the defined life cycle of that development 
process.  ASD has chosen to adopt a ten-phase development life cycle from project initiation to 
project wrap-up (shown below in Figure 1).   
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Figure 1.  The process flow delineates each SDLC phase as a box with a corresponding number indicating 
typical sequence. Arrows show how a system development project should flow between phases. 
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Roles and Responsibilities 
The success of any project is largely dependent upon the project team.  A clear understanding and 
delineation of roles and expectations of team members is a substantial yet necessary task. 
At the most generic level, OIT system development projects require the involvement of both 
agency and technical teams. Regardless of project type or vendor involvement, the anticipated 
participation rates of the agency team and technical team remain consistent; The agency team is 
heavily involved during project initiation, definition and acceptance testing while the technical 
team is mostly concentrated on developing the technical solution.  Although our Agency partners 
are working towards completing the necessary activities within the Request Initiation Phase of the 
life cycle with little input from the Technical team, in practice Technical Role participation is 
sometimes needed. 
 
Agency and OIT participation is depicted generically in Table 1 below.  Agency and OIT 
participation varies depending upon a number of factors such as the project type, size, and 
complexity and it is difficult to define a “one size fits all” approach.  It is understood that each 
Agency, ASD Team, and Project is somewhat unique and participation levels of Agency and 
Technical team members vary. 


 
Throughout the testing phases, the project requires the expertise of the Agency to fully represent 
the requested requirements and ensure that the solution will adequately address the original 
agency business need. Agency representation during the Acceptance Testing phase is vital.     
 


  Business Role Technical Role 
Request Initiation 80% 20%


Request Evaluation and Project 
Planning 40% 60%
Functional Design 45% 55%
System Design 40% 60%


Construction and Unit Testing 15% 85%
Integrated Testing 15% 85%
System Testing 10% 90%
Acceptance Testing 80% 20%
Deployment 40% 60%
Project Wrap-Up 20% 80%


 
Table 1.  OIT system development projects require both agency and technical involvement at various stages of the 
project.  It is the combined effort of both teams that ensures a successful project.   
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System development projects sometimes require outside vendor assistance within the project life 
cycle. Since vendor participation varies depending upon the project type, size, and complexity it 
is difficult to define a “one size fits all” approach.  It is understood that each Agency, ASD Team, 
and Project is somewhat unique.   
 
The three most likely project scenarios have been identified to help provide a baseline for 
establishing accurate project estimations and stakeholder expectation setting in regards to team 
member participation.  This information should be used as a guideline, not as a final conclusion. 
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OIT Development and OIT Hosting
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Figure 2.  This approach is typically used when the entire project is going to be handled without the use of 
any outside vendor partnerships.  The Office of Information Technology handles the entire technical project 
responsibilities.  The development, hosting and on-going maintenance of the technical solutions will remain 
within the state and managed by the Office of Information Technology. 
 


Vendor Development and Vendor Hosting
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Figure 3.  The Vendor Development and Vendor Hosting project scenario may be used when an IT project 
requires specialized skills and/or experience that internal technical staff do not have; the project is on a very 
tight schedule and internal resources are dedicated to other projects; or for a variety of other reasons.  This 
model is typically used when the entire project is going to be handled by an outside vendor to satisfy the 
agency need.  The Vendor will perform the development, hosting and on-going maintenance of the 
technical solutions. 
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Vendor Development and OIT Hosting


0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%


Project Wrap-Up


Deployment


Acceptance Testing


System Testing


Integrated Testing


Construction and Unit Testing


System Design


Functional Design


Request Evaluation and Project Planning


Request Initiation


Agency
OIT
Vendor


Figure 4.  This project scenario is often used when seeking a combined approach for the technical solution.  The 
Development is outsourced to a Vendor; and OIT staff provides ongoing maintenance and support.   This model is 
often used when available funds for the project are limited, Hosting is not offered by the chosen vendor, or OIT 
offers a significant advantage from the Hosting perspective.  The distinction in this scenario is that OIT participates 
in each phase of the system development life cycle, albeit to a lesser degree than with the OIT Development and 
OIT Hosting alternative. 
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OIT Interaction and Hand-off Points 
 
Project success is dependant upon addressing logistic issues during the initial phases of the 
project and not waiting until the technical specification design phase.  As the first OIT Division 
involved in many Agency project request, ASD is responsible for involving other OIT Divisions 
and Bureaus.  Involving representatives from other OIT Divisions and Bureaus ensures all subject 
matter experts have reviewed vital project components, e.g. hardware purchases, network 
requirements, operational and help desk support. 
 
The subsequent sections of this document that detail SDM standards by the ten phases of the 
SDLC also contain information that explains when and how to engage the various OIT Divisions 
and Bureaus.  These sections are titled “OIT Interactions”.   


 Please note:  All OIT Interaction and Hand-off points are indicated throughout 
the SDM by the preceding icon.   It is expected that ASD will initiate 
communication at the interaction points.  In the event that an interaction point results 
in the identification of additional tasks, these tasks are to be included in the ASD 
project plan.  ASD project managers are required to incorporate OIT Interaction activities 
into every project, either through direct inclusion or by “linking”, of these subproject tasks 
into the primary project schedule.  Team member groups such as OIT Divisions and 
Bureaus and Vendor Groups are required to provide task list submission, timelines, 
task management, resource assignment and management as well as status updates to 
the ASD project manager.  
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Request Initiation--01   
          Life Cycle Phase Detail 
 


Supporting Materials/Artifacts  
Work performed by the agency prior to OIT involvement in the 
effort. 


 


Purpose 
The Request Initiation Phase is a business driven process step that defines, from an Agency 
perspective, the purpose, goal, and scope of the project, problem fix, enhancement, maintenance, 
upgrade, or change.  The Request Initiation Phase also identifies the Key Stakeholders with the 
following main objectives in mind: 
 


• To describe clearly the request from an Agency perspective, and to document the goals, 
the justification, the risks, and the success criteria 


• To provide an understanding of the business justification for the work, showing results of 
a high-level business analysis of the request 


• To obtain approval from any existing Agency Change Approval Board/IT Advisory 
Committee/IT Managers Council/IT Steering Committee to continue with functional and 
technical specification, analysis, and planning work 


 
At this time ASD has multiple request intake tools as indicated in the Automated Toolset Listing 
on the following page.   


 


Detailed Process Flows 
Business Process documentation and/or work-flow redefining may be considered or initiated by 
the agency to more fully understand the business needs, and discover possible non-automated or 
non-technical solutions to address the business problem.  If a technical solution is likely, the 
agency may even initiate business process redefine in preparation for the business change that 
will occur with the implementation of a new technical solution.  
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Activities 


1a.  Define Business Problem/Opportunity  
• Document the business problem or opportunity and describe the request in adequate 


detail to allow analysis from an agency perspective. 
• Document the agency justification for initiating this request. 
• Describe the agency priority for this request. 


1b.  Check for duplication of requests within Agency 
1c.  Strategic Alignment 


• Verify alignment with agency and strategic information technology plan (SITP). 
1d.  Analyze business case 


• Impacts to other organizations, departments, agencies, and external entities 
• Business justification feasibility 
• Preliminary budget analysis 
• Required timeframes for application implementation/modifications 
• Preliminary technical review as needed 


1e.  Identify Key Business Stakeholders 
• Customers 
• Other partners, such as affected State Agencies and/or political subdivisions (NH 


Municipal and county governments) 
1f.  Obtain Approvals 


• Obtain agency approval from the appropriate agency unit sponsor(s) and the 
change/planning board to begin a more detailed IT evaluation and planning effort for 
this request. 


• If applicable, use existing enterprise change management process to review, validate, 
prioritize, and coordinate the request at the Agency level. 


 
*Validate these requirements with input from other OIT Divisions and Bureaus. 


Additional Information 
Automated Toolset Listing Word Processing Tools 


Infrastructure Change Request System 
Track-IT—Request Tracking System (DOS) 
MS Access—Customized request tracking systems (DOT) 
CRTS—Lotus Notes Change Request Tracking System 
(DHHS) 
 


Templates N/A 
 


Reference Materials N/A 
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Request Evaluation and Project Planning--02   
          Life Cycle Phase Detail 
 


 Supporting Materials/Artifacts 
Request must be officially submitted to ASD.  Official request 
submission may vary by requester, request intake tool and/or most 
likely impacted OIT resources.  The definition of management 
procedures and processes around request intake are being further 
defined and will emerge as the ASD matures.   


Purpose 
To evaluate and transform the Business Requirements into an ASD Development Project.  The 
focus is:  


• To ensure that the Key Stakeholders properly understand and consistently agree upon 
the detailed business requirements 


• To analyze the business requirements, the project situation, the constraints, and the 
conceptual project strategy thereby establishing project feasibility and gaining an 
initial understanding of the risks 


• To assist the Key Stakeholders in deciding whether or not to continue the project. 
• To obtain approval from whatever entity is managing the project portfolio and/or the 


change management system to initiate this project 
• To obtain approval from and provide appropriate information to the Office of the 


CIO and OIT Divisions and Bureaus utilizing Project Integration Bureau processes. 
• To ensure that the Key Stakeholders (Sponsor, Director, Commissioner, etc) buy into 


the project and are committed to its success by obtaining approval from the sponsor. 
(See Section 5, Referenced Documents – specifically, Project Collaboration Policy)    


 


Detailed Process Flows   
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Activities 
2a.  Evaluate/Refine Key Stakeholders 


• Expanded Stakeholder Identification 
• Specify roles and responsibilities 
• Start to create a resource plan 
• Start to create a communications plan 
 Other OIT Divisions are, to varying degrees, stakeholders in any given ASD project.  


Regardless of the impact the agency believes the project may have on the state’s 
technical infrastructure and/or support services, representatives from these OIT units 
should be notified at this stage.  An early review will determine their necessary 
involvement—either as suppliers of basic information such as hardware standards, or as 
consultants who become project stakeholders and are present throughout the project life 
cycle.  


 To determine the appropriate level of involvement, the proper ASD representative can 
utilize the OIT Interaction Checklist. This questionnaire guides the project leads through 
a series of communication checkpoints that will identify who to contact within other 
OIT Divisions and Bureaus.  At minimum, email exchange may be sufficient for smaller 
projects; larger efforts may require that other OIT Divisions and Bureaus be included in 
any review meetings and project planning efforts. 


2b.  Evaluate/Refine Request 
• Gather and analyze business and technical data 
• Check for duplication of Request at the OIT Enterprise level  
• Review business process design and update it if appropriate 
• Anticipated benefits analysis and resulting recommendations 
• Screen and evaluate the request at a project level – to be done by the change control 


board, the IT leader, the project review board, or the relevant project portfolio 
management entity.1 


 Other OIT Divisions and Bureaus may need to review the business requirements, 
depending on the relative impact on OIT infrastructures, support operations and 
contracting requirements.  The OIT representative, with the Agency Sponsor’s input, 
should complete the OIT Interactions Checklist to ascertain who within OIT should be 
contacted.  Relevant documentation may need to be forwarded to these OIT contacts. 


2c.  Evaluate Approach Options 
• Complete Request for Information (RFI) documentation if necessary 
• Conceptual cost/benefits and alternative analysis and resulting recommendations 
• Reference existing procurement resources on the OIT Website, 


http://toolbox.oit.nh.gov/procurement/index.html  
 Include other OIT Divisions and Bureaus, as they are valuable resources when 


determining options.  Given their broad understanding of the overall state information 
technology environment, and purchasing/contracting requirements, they are well suited 
to make cost-effective recommendations that consider best practices, state standards, 
resource sharing and economies of scale that may benefit the project.  ASD staff should 
meet with all project Stakeholders from other OIT Divisions and Bureaus to discuss 
their recommendations. 


2d.  Define Scope (High-level) 
• Specification of Business Deliverables 
• Create Project Work Breakdown Structure (WBS) construction.  Please note that this 


is separate from the Solution WBS as the Project WBS includes information on how 


                                                           
1 Existing organizational entities can address this project-level screening.  This is not a duplicate effort.  
The intent is simply to screen project requests, from a business perspective, before development work 
begins. 
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the team navigates through the design phases.  The solution WBS typically is limited 
to how the team develops the solution 


• Set up scope management processes  
• Develop quality assurance requirements and plan  
 One purpose for including other OIT Divisions and Bureaus at Phase 02 is to ensure that 


the proposed project is feasible and of reasonable risk in context with OIT standards and 
resources.  Another purpose is to ensure that the post-project scope is well defined from 
the beginning.  All OIT resource utilization after implementation must be factored into 
the overall scope and understood prior to making “go/no-go” decisions. 


 Furthermore, when other OIT Divisions and Bureaus are involved in advance planning, 
they can advise stakeholders that the proposed project: 


• Can utilize statewide contracts,  
• Requires technical edits for hardware purchases,  
• Must employ the Department of Administrative Services vendor bidding process, 
• Is within state guidelines for a viable request for proposal (RFP), and Can be 


leveraged with other agency needs to optimize resources and reduce costs. 
2e. Define Time (High-level) 


• Develop conceptual schedule constraints/targets  
2f.  Define Cost (High-level) 


• Develop conceptual budget constraints/targets  
 Other OIT Divisions and Bureaus involvement is most likely minimal during this 


activity; however, a cost-benefit analysis (completed as part of this activity) should 
include all OIT costs, including hardware purchases, installation of hardware and 
software and ongoing support (network/systems operations and help desk). 


2g.  Approvals 
• Business requirements and constraint identification/refinement, review and signoff. 
 Large projects may identify other OIT Divisions and Bureaus as project stakeholders.  


Therefore, they must be included in project planning and status reporting activities.  Any 
change in the project plan may impact other OIT Divisions and Bureaus, which may in 
turn impact other work not related to this specific project.  


 If identified as a project stakeholder (due to project size and/or impact), other OIT 
Divisions and Bureaus should review the business requirements and may participate in 
the sign-off process. 


 At a minimum, when other OIT Divisions and Bureaus have identifiable deliverables (at 
any point during the life cycle or in conjunction with post-implementation support), they 
should be considered stakeholders and be incorporated into project planning.  


 The Project Integration Bureau (PIB) should be contacted to help determine necessary 
enterprise project submissions, reviews, and approvals via OIT-wide processes.   


2h.  Define Detailed Business Requirements 
• Identify data requirements  (including logical data base design) 
• Identify input & output requirements and sources for input data (includes report 


generation requirements) 
• Identify data conversion and migration requirements * 
• Define security requirements * 
• Define performance requirements * 
• Define requirements for acceptance * 
• Start defining requirements for testing * 
• Start defining requirements for training * 
• Perform a detailed Cost/Benefits analysis 
 If other OIT Divisions and Bureaus are project stakeholders, they will need to review the 


business requirements and potentially assume a consultative role on best practices, state 
standards and other technical details that may impact the functional design.  
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Additionally, issues such as security, performance and Commercial Off-The-Shelf 
(COTS) products are directly related to other OIT Division requirements, their input at 
this phase is essential. 


 
*Validate these requirements with input from other OIT Divisions and Bureaus. 


Additional Information 
Automated Toolset Listing MS Project—Project Scheduling, Time Management and 


Resource Management 
MS Visio—Flow charting, process flow and business 
Project Concept Document Tool 
Configuration Management Tools: 


• SourceSafe 
• Harvest 
• On Delete (Executive Workstation) 
• Turnover (IBM) 
• State Network (backed-up drive) 


 
Templates OIT Interactions Checklist (see Appendix A) 


Functional Design Phase Business Requirements Document 
(see Appendix B) 
 


Reference Materials Procurement Resources on the OIT Website, 
http://toolbox.oit.nh.gov/procurement/index.html 
Project Collaboration Policy on OIT Website 
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Functional Design—03   
          Life Cycle Phase Detail 
      


Supporting Materials/Artifacts  
 
Business Requirements and OIT Interactions Checklist have 
started 


Purpose 
The Functional Design Phase takes the first step in translating the solution needs from business 
language into logical and technical system requirements by:  
 


• Translating the business requirements from business language into logical and 
technical system requirements.  Both the technical stakeholders and the project team 
analysts describe and model the automated behavior and characteristics of the system 
and verify that the business requirements are met.   


 
• Allowing the stakeholders to validate proposed technical approaches during which 


process they create a detailed description of the work for the technical 
implementation team and attempt to discover any technical constraints/risks  


 
• Constructing a detailed statement of development work, thereby providing the 


stakeholders with sufficient information to determine whether or not to continue the 
project. 


Detailed Process Flows 
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• The Project Team should decide which software development methodology will be used for 
the project.  There are many Software Development Methodology options used within the 
Industry.  The best methodology varies by project according to such things as your 
customer’s level of involvement, the technologies you are working with, time 
constraints/requirements, existing process and standards, etc….  Often hybrid methodologies 
are used which combine aspects of the major System Development Methodologies.  Some of 
the more popular System Development Methodologies include:  


o Waterfall 
o Joint Application Development (JAD) 
o Rapid Application Development (RAD) 
o Spiral Model 
o Iterative System Development 


 
Please see Appendix E for descriptions of these methodologies. 


 
Activities 
 


3a. Design Solution (High-Level) 
• Input from other OIT Divisions on architecture standards, support services, and 


contract requirements 
• Define detailed functional logic 
• Develop high-level automation logic for business workflow 
• Identify options and select the Hardware platform(s) * 
• Identify options and select the System platform(s) * 
• Identify options and select the technical architecture * 
• Identify options and select the operational support strategy * 
 Perform functional design review/signoff and validate the design against the business 


requirements If other OIT Divisions and Bureaus are to provide services and support 
(including post implementation), acceptance criteria for project requirements such as 
desktops, servers, network performance, database specifications, operational support, 
and end user support should be included in the functional design document. 


 Support solutions require an analysis of all OIT resources and should be determined in 
conjunction with other OIT Divisions/Bureaus.  Refer to the OIT Interactions Checklist 
(Appendix A) for appropriate contact information.  Additionally, if the solution utilizes 
the Help Desk for customer support, Help Desk staff training and/or the creation of test 
scripts may be required.   


3b. Refine OIT Interactions Checklist 
 This questionnaire guides the project leads through a series of communication 


checkpoints that will identify who to contact within other OIT Divisions and Bureaus.   
3c. Refine and Finalize Business Requirements 
3d. Refine Project Plan (Detailed) 


•  Start defining requirements for assembly of the technical team * 
• Refine timeline 
• Refine budget 
 Project planning may be impacted by scope, resource availability and other constraints 


within other OIT Divisions and Bureaus.  Scheduling and resource loading should be 
done with input/approval from managers within these Divisions and Bureaus. 


3e. Refine Approach Options 
• Analyze and recommend (if applicable) off-the-shelf solutions and options * 
• Analyze and recommend (if applicable) contract services and outsourcing options for 


the project *  
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 Other OIT Divisions and Bureaus must review all options under consideration to ensure 
they meet state standards for technical specifications and purchasing requirements.  If 
the Operations Division (OPS) is providing post implementation support, their 
requirements must be determined during this phase as they may have an impact on the 
functional design.  Options involving purchases and contracts from outside vendors 
must be reviewed by Logistics to ensure these transactions are within state requirements.  


3f.  RFP Documentation 
• Based upon defined approach, complete appropriate RFP documentation and 


processes. 
 A well-defined methodology and associated templates are used to create an RFP that is 


within state standards   Documentation for RFP, contracting, and procurement is located 
at http://toolbox.oit.nh.gov/, but it is recommended to contact Logistics for confirmation 
of appropriate template/process. It should be reviewed prior to contacting other OIT 
Divisions.  OIT Logistics advises agency representatives on developing RFPs, including 
the review and sign-off process.  Any project requiring an RFP must include Logistics.   


 
*Validate these requirements with input from other OIT Divisions and Bureaus. 


Additional Information 
Automated Toolset Listing MS Project—Project Scheduling, Time Management and 


Resource Management 
MS Visio—Flow charting, functional flow charting 
Visio Professional Use Cases (UML) 
Configuration Management Tools: 


• SourceSafe 
• Harvest 
• On Delete (Executive Workstation) 
• Turnover (IBM) 
• State Network (backed-up drive) 


 
Templates Functional Design Phase Business Requirements Document 


(see Appendix B) 
Functional Design Phase Functional Design Document (see 
Appendix C) 
Functional Design Phase Solution Alternatives Document 
(see Appendix D) 
OIT Interactions Checklist (see Appendix A) 
RFP (http://toolbox.oit.nh.gov/rfp/index.html) 
 


Reference Materials Software Development Methodology Reference (see 
Appendix E) 
Use Case Reference (see Appendix H) 
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System Design—04  
          Life Cycle Phase Detail 


 Supporting Materials/Artifacts  
Functional Design Phase Business Requirements 


• Stakeholder sign-off/approvals 
Functional Design Phase Functional Design 


• Stakeholder sign-off/approvals 
Functional Design Phase Solution Alternatives 


• Stakeholder sign-off/approvals 


Purpose 
Defines the planned work to facilitate efficient and flexible resource assignments by: 


• Documenting the system construction (coding) work requirements so that the team 
can identify and obtain any additional resources necessary 


• Ensuring product validation and support later in the project’s life cycle 


Detailed Process Flows 
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Activities 
4a.  Define System Design 


• Create the physical design of the database  
• Finalize technical specifications* 
• Finalize system architecture*  
• Develop security plan* 
 To the extent that OIT will be involved in hosting and operational support, other OIT 


Divisions and Bureaus should provide or review specifications (system architecture and 
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security plan) to ensure they are compatible with OIT infrastructure, resources and 
standards.  


 Technical design reviews should include project requirements related to all aspects of 
the project (not just software design).  For example, system hosting, maintenance, and 
support services incorporate requirements that address business concerns for security, 
availability, and performance.  Validate that the proposed solution meets the agency 
needs.   


4b.  Validate System Design 
• Conduct an in-depth technical design review with validation against the functional 


design and business requirements. 
• Create Prototype 


4c.  Project Plan and Management  
• Assemble the technical team and make task assignments 
• Establish a definitive timeline 
• Establish a definitive budget 
 Any staff from other OIT Divisions and Bureaus responsible for project deliverables 


should be identified in project documentation, including solution options, functional 
design, system design, and project plans. 


4d.  Conduct Testing Preparations 
• Refine testing plans 
• Refine acceptance plan 
• Design and prepare the testing environments*  
• Finalize unit test cases 
• Design and prepare the code construction and code management environments 
 If the project requires a simulated production test environment for realistic testing, other 


OIT Divisions and Bureaus can provide recommendations for creating such an 
environment within the OIT infrastructure.  


4e.  Start Implementation Preparations 
• Refine training plan 
• Begin construction of implementation plan 
• If applicable, begin disaster recovery and data recovery planning* 
• Refine Service Level Agreements (SLA’s) and any other agreements or 


Memorandums of Understanding (MOU’s) including warranty, staffing, and support 
agreements. * 


• Create procedures and design specifications for operational requirements* 
• Create procedures and design specifications for support requirements∗ 
 When Agency businesses have disaster and data recovery plans, ASD project managers 


should give consideration to adding and/or updating plans as necessary based on the 
impact of the project.  The Technical Support Services Division (TSS) and OPS should 
be contacted and considered as major stakeholders and possible resources.    


 Systems managed by OIT require TSS/OPS to provide operational and user support.  
Requirements for these post implementation functions must be collaboratively 
developed to ensure both business and technical requirements can be satisfied.  


 
*Validate these requirements with input from other OIT Divisions and Bureaus. 


 


Additional Information 
Automated Toolset Listing Database Tools:   
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Oracle Designer,  
Erwin, System Architect,  
SQL. 
Visio Professional: UML 
Visual Studio Mapping Tools 
PDF:  Web page screen flow/mock-up 
Configuration Management Tools: 


• SourceSafe 
• Harvest 
• On Delete (Executive Workstation) 
• Turnover (IBM) 
• State Network (backed-up drive) 


 
Templates System Design Phase Technical Design (see Appendix G) 


Test Plan and Test Cases (see Appendix F) 
 


Reference Materials N/A 
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Construction and Unit Testing--05  
          Life Cycle Phase Detail 
     


 Supporting Materials/Artifacts  
System Design Phase Technical Design 
Unit Test Planning 
Unit Testing Test Cases 
 


Purpose 
The focus of the Construction and Unit Testing Phase completes the criteria specifications, 
product coding, construction, and a review the Code for conformance to standards, and design 
requirements, by concentrating on: 


• Developing and documenting the Code to maximize knowledge transfer while 
meeting product requirements 


• Verifying the functionality to maximize the potential success of subsequent testing 
efforts with other application or system components 


• Conducting Unit testing and code reviews to find construction defects that may be 
missed or difficult to find in functional system testing later on 


Detailed Process Flows 
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Activities 
5a.  Convert Designs to Code 


• Translate detailed designs into program code.  
 To the extent that OIT will be involved in hosting and operational support, other OIT 


Divisions should provide or review specifications (system architecture and security 
plan) to ensure they are compatible with OIT infrastructure, resources and standards.   


5b. Refine Solution Documentation 
• Update design documents, data dictionary and test plans. 


5c. Setup Test Environment 
• Create a testing environment for unit testing of code modules and specific functional 


components of the system. 
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 If the project requires operational support for the development and testing environments 
(such as DBA, server, or network support), other OIT Divisions and Bureaus’’ services 
should be identified in earlier phases and their activities included in the project plan 


5d. Conduct Testing 
• Review the code and unit testing results as needed for compliance with the project’s 


quality assurance strategy. 
• Finalize Test Plan  
• Finalize Integration Testing Test Cases 


5e. Review and log Test Results 
• Upon successful completion, inspection, and testing of the individual components of 


the developed (or purchased) system, integration testing may begin. 
5f. Code Update 


• Make changes to the software to fix bugs and satisfy the requirements within the 
project documentation. 


 
*Validate these requirements with input from other OIT Divisions and Bureaus. 


 


Additional Information 
Automated Toolset Listing N/A 


Configuration Management Tools: 
• SourceSafe 
• Harvest 
• On Delete (Executive Workstation) 
• Turnover (IBM) 
• State Network (backed-up drive) 


 
Templates Test Plan and Test Cases (see Appendix F) 


 
Reference Materials N/A 
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Integrated Testing--06  
          Life Cycle Phase Detail 
 


 Supporting Materials/Artifacts  
Test Plan 
Unit Tested Program Code 
Test Environment 
Build of new application, or new functionality integrated into 
existing application 
Integration Testing Test Cases 


Purpose 
This phase verifies the intended interaction of the technical system components.  Integration 
testing attempts to uncover technical deficiencies that are visible only when the individual 
components integrate into a working system.  Typically, end-users are not involved. 


Detailed Process Flows 
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Activities 


6a.  Conduct Testing 
• Conduct testing with the entire unit tested system to validate that they interact as 


designed and in a manner that complies with the system and functional design 
specifications. 


• Finalize System Testing Test Cases 
 By definition, this phase focuses on testing the interaction of all system components.  As 


in Phase 05—Construction and Unit Testing, other OIT Divisions and Bureaus may be 
needed to assist in testing the entire system environment.  ASD project managers should 
work with other OIT Divisions, and other departments/agencies if applicable, during 
project planning to understand the support needs during integrated testing.6b.  Test 
Reporting 


• Review and Log Test Results 
• Triage any found issues, discrepancies, and/or bugs utilizing bug tracking procedures. 


6c. Code Update 
• Make changes to the software to fix bugs and satisfy the requirements within the 


project documentation. 
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*Validate these requirements with input from other OIT Divisions and Bureaus. 


Additional Information 
Automated Toolset Listing MS Access—Customized problem tracking system (DHHS) 


DB2 – Customized problem tracking system (DRA) 
Bugzilla—Bug Tracking (DOT) 
Various Tools (DOT) 
 


Templates Test Plan and Test Cases (see Appendix F) 
 


Reference Materials   N/A 
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System Testing--07   
          Life Cycle Phase Detail 
 


 Supporting Materials/Artifacts  
Test Plan 
Integration Testing completed 
Test Environment 
System Testing Test Cases 
Vulnerability Scanning Policy 
Application Security Procedure 


 


Purpose 
The System Testing Phase evaluates the system with actual workloads using agreed upon and 
realistic utilization characteristics, and system vulnerabilities, which include hardware and 
software.  The testers will evaluate the system for its ability to satisfy the conceptual design, the 
business requirements of the project, and identify vulnerabilities from a security perspective. 


Detailed Process Flows 
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Activities 
7a. Conduct Testing 


• After successful completion of Integration Testing, conduct System Testing with 
realistic partial or agreed upon and realistic user loads to ensure that the system 
performs as designed and that it satisfies the business requirements for the project 
from the users’ perspective. 


• Test data migration, conversion, and deployment procedures ensure a smooth 
transition to production operations. 


• Test deployment procedures 
• Test system components that were not modified/enhanced to ensure that they 


function as required. 
• Finalize Acceptance Testing Test Cases with Agency participation. 
• Obtain sign-off if Agency Partner participates in System Integration Testing. 
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 Other OIT Divisions and Bureaus may be needed during System Testing to monitor 
system performance under simulated user loads, assist with data migration, server 
configuration hardening and plan the transition into the production environment.  As in 
all other phases, it is a best practice to contact other necessary OIT Divisions early 
(Phase 02) to plan this work in advance.  


7b.  Test Reporting 
• Review and Log Test Results 
• Triage any found issues, discrepancies, and/or bugs utilizing bug tracking procedures. 


7c. Code Update 
• Make changes to the software to fix bugs and satisfy the requirements within the 


project documentation. 
7d.  Security Vulnerability Testing 


• Review Application Security Procedure and follow the Vulnerability Scanning 
Policy. 


• Fix unacceptable vulnerabilities. 
7e.   Finalize Implementation Planning 


• Complete the development of training materials to allow for progression into 
acceptance testing. 


• Discuss feasible long-term training alternative(s), decide upon the desired training 
approach(s), and initiate training planning activities.  


 
*Validate these requirements with input from other OIT Divisions and Bureaus. 


Additional Information 
Automated Toolset Listing MS Access—Customized problem tracking system (DHHS) 


DB2 – Customized problem tracking system (DRA) 
Bugzilla—Bug Tracking (DOT) 
Various Tools (DOT) 
 


Templates Test Plan and Test Cases (see Appendix F) 
 


Reference Materials Vulnerability Scanning Policy  
Application Security Procedure 
See OIT Standards Website 
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 Acceptance Testing--08   
          Life Cycle Phase Detail 
 


 Supporting Materials/Artifacts  
Integration and System Testing completed 
Appropriate Test Environment(s) built 
Acceptance Testing Test Cases 
Training Materials 
 


Purpose 
The Acceptance Testing Phase focuses on testing the system in a simulated production 
environment.  Initial work cases are planned test cases to demonstrate conformance with the 
previously defined acceptance testing criteria (See Functional Design Phase 03). 


Detailed Process Flows 
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Activities 


 
8a   Start Training 


• Familiarize End Users with the new System/Functionality to help ensure effective 
testing. 


8b. Setup Test Environment 
• Migrate a copy of real data, system (where applicable), and any supporting 


components (networks, PCs, etc.) into the simulated production test environment for 
realistic testing. 


8c. Conduct Testing 
• Demonstrate system by executing the acceptance test plan for the stakeholders and 


obtain acceptance signoff to deploy the system. 
• Retest system components that were not modified/enhanced to ensure that they 


function as required. 
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• Deliver Training materials and support procedures required for acceptance testing 
and system deployment. 


E If OIT is to support the system, other OIT Divisions and Bureaus may need training 
materials (for Help Desk Support) and documented support procedures based on user 
requirements. 


E Other OIT Divisions and Bureaus may be involved in porting the test environment to the 
production environment.  Activities may include network support, PC deployment, and 
database conversion.    


8d.  Test Reporting 
• Review and Log Test Results 
• Triage any found issues, discrepancies, and/or bugs utilizing bug tracking procedures. 


8e. Code Update 
• Make changes to the software to fix bugs and satisfy the requirements within the 


project documentation. 
8f. Customer Signoff 


 
*Validate these requirements with input from other OIT Divisions and Bureaus. 
 


Additional Information 
Automated Toolset Listing MS Access—Customized problem tracking system (DHHS) 


DB2 – Customized problem tracking system (DRA) 
Bugzilla—Bug Tracking (DOT) 
Various Tools (DOT) 
Various Tools  (WSD) 
 


Templates Test Plan and Test Cases (see Appendix F) 
 


Reference Materials N/A 
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Deployment--09  
          Life Cycle Phase Detail 
  


 Supporting Materials/Artifacts  
 
Acceptance Testing by Customer  


• Stakeholder sign-off/approvals 
 


Purpose 
This phase separates the deployment activities from the installation and training activities to 
ensure that: 


• A coordinated introduction of the system to the general user community proceeds in 
an orderly manner 


 
Product introduction to the general user community occurs only if the system meets the business 
requirements for the project  


Detailed Process Flows 
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Activities 
9a. Deploy Production System 


• Make the new production system available to end-users in an organized fashion with 
coordinated training, documentation, and support/warranty procedures as needed. 


 OIT hosted projects will require coordination of all deployment activities among other 
OIT Division stakeholders and others on the project team, including the project 
manager, development and test teams, and the Agency.  Initial and ongoing project 
planning will ensure a smooth transition from development into production.  System 
monitoring, rapid response to any technical issues that arise should, and final system 
transfer to those who will maintain the system are all activities in this phase that could 
impact a broad range of OIT resources.  ASD project leads must account for this in their 
planning, and they must include other OIT Division representatives in developing 
requirements and acceptance criteria for any system that will be hosted and/or 
maintained by OIT.      


9b.  Monitor System 
• Monitor system carefully and position development resources to respond rapidly to 


problems and technical support issues. 
9c. Complete Training 


• Conduct any agreed upon training, such as train the trainer. 
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9d.  Problem Reporting 
• Respond to problems and technical support issues. 


9e. Start System Transfer 
• Prepare for transfer of responsibility for the ongoing maintenance and support of the 


system to the appropriate maintenance group or team after the warranty period. 
9f. Customer Signoff 
 


NOTES: 
The warranty and support agreements developed prior to deployment will guide the 
execution of warranty work.  Developing warranty, support, and other agreements are 
activities that are part of the project.   
 
Execution of these agreements may continue well beyond the end of the development 
project but those activities are outside of the development project.  Once acceptance 
testing and project wrap-up are complete the project is closed and it will not address new 
requirements, new features, or functionality or the removal of a subsequently identified 
defect.  If appropriate and if approved by the change management / request review 
process, a new project may be started to address such work or the work may be 
performed as an external activity (outside the project) under the terms of the warranty or 
support agreement. 


 
*Validate these requirements with input from other OIT Divisions and Bureaus. 


 


Additional Information 
Automated Toolset Listing MS SMS 


IBM Tivoli 
ICR 
 


Templates N/A 
 


Reference Materials N/A 
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Project Wrap-up--10  
          Life Cycle Phase Detail 
 


 


Supporting Materials/Artifacts  
Application deployed/new application released  


Purpose 


This phase is on ending the project in an orderly manner.  The tasks are: 


• To maximize the capture and reuse of knowledge gained from the work performed on this 
project 


• To maximize the motivation and potential growth of the project team members to 
improve performance in the organization for the next project 


• To avoid repeating mistakes made during this project 


Detailed Process Flows 
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Activities 
9a. Review and Finalize Project Documentation 


• Review documentation, procedures, and project tracking reports to ensure that they 
are complete and accurate so they can be used to jumpstart the next project effort. 


9b. Lessons Learned 
• Capture lessons learned by debriefing all participants including developers, 


stakeholders, sponsor, and support staff. 
• Provide feedback and guidance to participants to enable future performance growth. 
 When other OIT Divisions and Bureaus are stakeholders in any project, include their 


feedback, capture their lessons learned, and update applicable project documentation.  
All stakeholders learn from project successes and shortfalls; as one OIT organization, all 
stakeholders benefit by participating in project wrap-up activities. 


9c. Project Closure 
• Formally, release or return any remaining project resources to the OIT organization 


for redeployment on other projects or activities. 
*Validate these requirements with input from other OIT Divisions and Bureaus. 


Additional Information 
Automated Toolset Listing N/A 


 
Templates  N/A 


 
Reference Materials  N/A 
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4. ACCOUNTABILITY 
The ASD Director is responsible for ensuring that systems development efforts abide by the standard. 
Exceptions are to be requested and granted through the assigned Agency IT Leader. 


5. REFERENCE LIST 
Document Name Appendix 


Letter 
Description Location 


OIT Interactions Checklist A A high-level checklist that serves several 
purposes. 
1) A "Yes" answer to any question will 
trigger involvement of support, operations 
or logistics. 
2) Effort in answering questions will save 
time of support, operations & logistics 
when they are contacted. 


Appendix A attached 


Functional Design Phase 
Business Requirements 
Document 


B The purpose of this document is to serve as 
a basis for defining the Business 
Requirements from the Users perspective.  
The requirements contained within this 
document should stipulate what is needed, 
rather than how these needs will be met. 


Appendix B attached 


Functional Design Phase 
Functional Design Document 


C 
 


This document describes in non-technical 
terms the system’s functions and features 
that are needed to satisfy the business 
requirements.  The Functional Design will 
provide further explanation of how all of 
the Business Requirements will be met.  
When completed, Customers/Users will 
understand how the system will operate so 
that it supports the agency business needs.    


Appendix C attached 


Functional Design Phase 
Solution Alternatives 


D This template defines potential solutions 
that meet the agency business needs and 
functional design of this project.  Potential 
solutions will be explored and defined 
within this document.  The solution 
alternative that best meets the needs of the 
Customer/User will be identified and 
indicated as the preferred solution.   Any 
gaps between the business requirements 
and the selected solutions’ features will be 
highlighted. 


Appendix D attached 


Software Development 
Methodology Reference 


E Contains descriptions of some software 
development methodologies, and the 
pros./cons of each approach. 


Appendix E attached 


Test Plan F The purpose of this document is to serve as 
a basis for describing the overall approach 
to testing the new application/software. 


Appendix F attached 


System Design Phase Technical 
Design 


G This document serves as a basis for 
defining the details of the Technical 
Design of the solution alternative selected 
by the Customer during the Functional 
Design Phase.   


Appendix G attached 


Use Case Reference H Provide Use Case format and 
definitions/descriptions of Use Case 
content. 


Appendix H attached 
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Procurement Resources on the 
OIT Website 


N/A  http://toolbox.oit.nh.gov/p
rocurement/index.html 


RFP Toolkit N/A  OIT Web Site 
Project Collaboration Policy N/A  OIT Standards – Web Site 
Vulnerability Scanning Policy N/A  OIT Standards – Web Site 
Application Security Procedure  N/A  OIT Standards – Web Site 
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