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Department of Technology, Management, and Budget 
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CONTRACT CHANGE NOTICE 
Change Notice Number 19 

to 
Contract Number 071B3200042 

 
 

  
 

CONTRACT SUMMARY 
LARA CONSTRUCTION CODE SOFTWARE 

INITIAL EFFECTIVE DATE INITIAL EXPIRATION DATE INITIAL AVAILABLE OPTIONS EXPIRATION DATE BEFORE 
CHANGE(S) NOTED BELOW

December 27, 2012 December 26, 2017 2 - 1 Year December 26, 2019 
PAYMENT TERMS DELIVERY TIMEFRAME 

   

ALTERNATE PAYMENT OPTIONS EXTENDED PURCHASING 

□ P-Card ☐ Direct Voucher (DV) ☐ Other ☒ Yes ☐ No 
MINIMUM DELIVERY REQUIREMENTS 

 

DESCRIPTION OF CHANGE NOTICE 
OPTION LENGTH OF OPTION EXTENSION LENGTH OF EXTENSION REVISED EXP. DATE 

☐   ☐   December 26, 2019 
CURRENT VALUE VALUE OF CHANGE NOTICE ESTIMATED AGGREGATE CONTRACT VALUE 
$13,388,751.74 $0.00 $13,388,751.74 

DESCRIPTION 
Effective December 29, 2016, the parties add the attached statement of work for up to 100 hours production 
(non‐development) support for MDARD’s instance at the existing contractual hourly rate of $185/hour. All other terms, 
conditions, specifications, and pricing not modified herein remain the same. Per Contractor, Agency and DTMB Procurement 
agreement. 
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MICHIGAN DEPARTMENT OF TECHNOLOGY,  

MANAGEMENT AND BUDGET 
  IT SERVICES 

STATEMENT OF WORK 
 

Project Title: 
MDARD / Accela  – Enhancements  

Period of Coverage: 
December 2016 – April 2017 

Requesting Department:   
Department of Technology, Management and Budget 

Date:  
12/7/2016 

DTMB Project Manager:  
Rick Stankiewicz   

Phone:  
517‐241‐8011 

 
BACKGROUND: 
Statement of work defined in this agreement is for MDARD to obtain up to 100 hours of production support to be available 
upon request of the State at existing contractual rate of $185/hour, totaling $18,500.00. Hours are to be used for 
production support only.   
 
OBJECTIVE: 
At the State’s option, Accela will provide up to 100 hours of technical expertise for production support at the existing 
contractual rate.  Upon a specific request by the State’s Project Manager and an approved response and estimate by 
Accela, hours will be allocated by the Accela Project Manager to the required personnel.  To assist in planning, the 
parties will attempt to forecast the hours needed for upcoming tasks. 
 
Accela Responsibilities:  

 Within 2 business days of receiving a written SOM request, provide a brief solution approach, time 
estimate, and estimated delivery schedule. 

 Provide technical expertise, consulting or training via phone call or email. 

 Provide technical solutions and configurations as assigned. 

 Provide office hours via conference call, as requested. 

 Support Agency personnel in building release management process.  

 Provide (Jira or alternate) dashboard templates for configuration and release management. 

 Provide prompt notification, and seek approval, of any task or assignment that is expected to exceed the 
original estimate by more than 20%.  

 Provide MDARD with updates and forecasts on the hours used on a weekly basis (or more frequent if 
requested by Agency). 

 Provide monthly Deliverable Acceptance Forms for the completed tasks, as defined in the acceptance 
criteria below. 

 
Agency Responsibilities:  

 Provide forecasted workload of upcoming assignments to allow the vendor to adequately assign resources. 

 Provide specific written requests with sufficient task detail. 

 Provide approval to proceed with specific tasks and to proceed on tasks exceeding 20% of the original 
estimate. 

 Provide details and clarifications for specific tasks to be completed. 

 Provide appropriate resources for testing fixes or new functionality.  
 



Acceptance	Criteria	
On a monthly basis, Accela will provide status reports listing work performed and tasks completed.   Accela will invoice, 
no more frequently than monthly, for services and tasks that have been completed.  A SOM DIT‐185 will be completed 
and signed by Accela and the Agency signifying deliverable acceptance. 
 
Assumptions	

 The Accela personnel assigned to these deliverables will have sufficient product knowledge and SOM 
project experience so as not to require orientation or training on the MDARD configuration and business 
processes. 

 This SOW does not include any costs associated with procurement, delivery, installation or configuration of 
hardware, servers, or third party software licenses.  Agency has or will use a different/separate 
procurement vehicle to procure hardware and software, if necessary. 

 Agency is responsible for conducting review of all Deliverables within the timeframes defined in the 
mutually agreed schedule including dissemination of the Deliverable to all parties within the Agency that 
will review the Deliverable (as well as 3rd parties), consolidation of all Deliverable comments, and delivery 
of consolidated comments to Accela.  Consolidation of comments includes internal reconciliation of any 
conflicting comments so that the comments provided to Accela come from “one voice” representing the 
Agency. 

 Any additional Deliverable review cycles, interim Deliverable review cycles, or pre‐review requests from the 
Agency not built into the Work Plan schedule may, upon evaluation of project impact by Accela, constitute 
a Change Request. 

 
PAYMENT 

Deliverable  Payment  Invoice Timing 
MDARD Post Go‐Live Production Support  $185/hour, up to $18,500 Monthly, if performed 

Potential Total   Up to $18,500   

 
TRAVEL AND EXPENSES 
The State will not pay for any travel expenses, including hotel, mileage, meals, parking, etc.  Travel time will not be 
reimbursed. 
 
PROJECT CONTACTS 
Per the Base Contract. 
 
LOCATION OF WHERE THE WORK IS TO BE PERFORMED 
Work may be performed remotely, unless specifically described as being on‐site. 
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DESCRIPTION: Effective November 8, 2016, the parties add the services detailed in the attached Statement of Work 
related to the MiCaRS interface for the MDARD instance, utilizing $61,425.00 of MDARD’s $350,000.00 
contingency fund added in Change Notice 2. All other terms, conditions, specifications, and pricing not modified 
herein remain the same. Per Contractor, Agency and DTMB Procurement approval. 

 

STATE OF MICHIGAN 
ENTERPRISE PROCUREMENT 
Department of Technology, Management, and Budget 
525 W. ALLEGAN ST., LANSING, MICHIGAN 48913 
P.O. BOX 30026 LANSING, MICHIGAN 48909 

CONTRACT SUMMARY 

DESCRIPTION: LARA Construction Code Software 
INITIAL EFFECTIVE DATE  INITIAL EXPIRATION DATE 

INITIAL AVAILABLE 
OPTIONS 

EXPIRATION DATE BEFORE  
CHANGE(S) NOTED BELOW 

December 27, 2012  December 26, 2017  2 - 1 Year December 26, 2019   
PAYMENT TERMS DELIVERY TIMEFRAME 

N/A N/A 
ALTERNATE PAYMENT OPTIONS EXTENDED PURCHASING 

☐ P-card     ☐ Direct Voucher (DV)            ☐ Other ☒ Yes       ☐ No 
MINIMUM DELIVERY REQUIREMENTS 

N/A 
DESCRIPTION OF CHANGE NOTICE 

OPTION LENGTH OF OPTION EXTENSION LENGTH OF 
EXTENSION  REVISED EXP. DATE 

☐  ☐   
CURRENT VALUE VALUE OF CHANGE NOTICE ESTIMATED AGGREGATE CONTRACT VALUE 

$13,388,751.74 $ 0.00 $13,388,751.74 
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MICHIGAN DEPARTMENT OF TECHNOLOGY,  

MANAGEMENT AND BUDGET 
  IT SERVICES 

STATEMENT OF WORK 
 

Project Title: 
MDARD / Accela  – enhancements  

Period of Coverage: 
October 2016 to  ‐March 2017 

Requesting Department:   
Department of Technology, Management and Budget 

Date:  
8/25/2016 

DTMB Project Manager:  
Rick Stankiewicz   

Phone:  
517‐335‐3211 

 
BACKGROUND: 
This SOW replaces and supplements Deliverable 8B from Change Notice 2: Contractor will create this MiCaRS interface 
instead of the originally anticipated interface to Receipt Processing System (RPS). The cost of this SOW is $61,425, 
which will be paid using the $25,000 originally slated for Change Notice 2’s Deliverable 8B plus an additional $36,425 
from MDARD’s $350,000 contingency funding. 
 
ENVIRONMENT: 
Accela will provide a version of their software that will be placed into an Accela hosted test environment. When the 
software is ready for production, it will be deployed into an Accela hosted production environment. 
 
OBJECTIVE: 
The objective of this Change is for the vendor to add additional functionality to MDARD application to support the 
business needs of the agency. Contractor’s successful completion of this project also depends upon the State and Kunz 
Leigh & Associates successfully completing their work under Change Notice 6 of Contract 071B4300022, which is 
currently scheduled to occur 12/1/16 – 12/31/16. 
 
SCOPE OF WORK, TASKS AND DELIVERABLES: 
Contractor will enhance the system to support a Michigan Cashiering and Receivable System (MiCaRS) Interface 
Connection as follows: 

 Cash Receipt Tracking: Add functionality such that Accela system will create a daily batch that will call 
MiCaRS web service "GetChecks" to get all outstanding payments that have not been applied to an Accela record. 

 Accrual Receivables Tracking: Add functionality such that Accela system will maintain mapping of all fee 
items that are "Receivable" and notify MiCaRS (via a MiCaRS web service) when a new Receivable fee item is 
invoiced or paid. 

 
Accela will perform development and unit testing in their test environment. Once the change passes Accela unit 
testing, Accela will promote the change to the TEST environment, notify MDARD within 1 business day and 
MDARD will complete the verification testing and report defects to Accela. MDARD will notify Accela when 
verification testing is complete, at which time Accela and MDARD will mutually agree to deploy the changes to 
Production. 

Accela Responsibilities:  

 Provide technical expertise, consulting or training via phone call or email 
 Respond to technical inquiries by phone or email within 4 hours 
 Provide technical solutions and configurations as assigned. 
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 Execute test cases provided by the Agency during unit testing and report results. 
 Provide office hours via conference call, as requested. 
 Support Agency personnel in building release management process.  
 Participate in meetings and JAD sessions with Kunz Leigh & Associates   

 

Agency Responsibilities:  

 Provide approval to proceed with specific tasks  
 Provide appropriate resources for testing fixes or new functionality.  
 Develop the Acceptance Criteria per User Story 
 Develop test cases to verify Acceptance Criteria 

 
DELIVERY/ACCEPTANCE CRITERIA: 
Deliverables will not be considered complete until the DTMB Project Manager has formally accepted them. The 
following high-level acceptance criteria apply:   
 
Project-Specific Acceptance Criteria / Requirements: 

1. Cash Receipt Tracking 
a. Delivery of new functionality to TEST environment ready for agency testing. Accela will complete an 

internal unit test before moving into the TEST environment for agency testing. 
b. Delivery of new functionality to the production environment. 
c. The MiCaRS "GetChecks" web service will contain inspection number or transaction number AND 

MiCaRS control number (unique number for payment in MiCaRS). 
d. Scenario Number 1 to test:If the transaction exists in Accela at the time the batch is running, Accela will 

use the inspection number OR transaction number to identify the record in Accela to apply the payment.  
e. Scenario Number 2 to test: If the payment is for a new transaction that doesn’t exist in Accela, in which 

case the SoM employee gets a paper application that contains the application information and the 
MiCaRS "Control Number". The employee will key the application data in Accela then makes a payment 
referencing the MiCaRS control number (this is how it is currently done). If "GetChecks" doesn’t return 
inspection ID or transaction Number then batch skip this payment. 

f. A second daily batch that gets all payments done today with a MiCaRS reference number and update 
MiCaRS using web service "Add Reference Data" to link the new payment to MiCaRS. 

g. Tested and approved by Agency Project Manager. 
h. Accela’s scope does not include development of web services. Accela will develop the code needed to 

consume the information provided by the MiCaRS web service.   

2. Accrual Receivables Tracking 
a. Delivery of new functionality to TEST environment ready for agency testing. Accela will complete an 

internal unit test before moving into the TEST environment for agency testing. 
b. Delivery of new functionality to production environment 
c. Create a daily batch that gets all fees invoiced today and check each item if receivable then call MiCaRS. 
d. Create a second daily batch that runs after the first batch and gets all payments that came through CEPAS 

to check all fee items for receivable items. If exist, Accela will call the associated MiCaRS web service to 
notify MiCaRS that it has been paid. 

e. When pushing receivable data to MiCaRS via the MiCaRS web service, Accela will establish a customer 
and mailing address, which will be used to send delinquency letters. This will depend on the type of 
record and the data of the record. For example, a food license with "Sole Proprietor" as the owner will 
need to send the contact information of the "Sole Proprietor" contact type. 

f. Tested and approved by Agency Project Manager. 
g. Accela’s scope does not include development of web services. Accela will develop the code needed to 

consume the information provided by the MiCaRS web service and push information provided to 
MiCaRS.   
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ASSUMPTIONS 
The project will require collaboration between Accela and Kunz Leigh & Associates (KL&A). The DTMB Project 

Manager will be responsible for coordinating between KL&A and Accela.  
 Accela will participate in up to up to 30hrs  of JAD sessions run by KL&A any time required above the 

30hours may result in additional cost to the agency. 
 Accela and KL&A will work together to perform a full system test of the new functionality 
 Accela team members will be fluent in English 
 All inquiries from Kunz, Leigh & Associates to Accela will be responded to in email or phone within 2 

business days 
 The Accela personnel assigned to these deliverables will have sufficient product knowledge and SOM 

project experience so as not to require orientation or training on the MDARD configuration and business 
processes. 

 This SOW does not include any costs associated with procurement, delivery, installation or configuration 
of hardware, servers, or third party software licenses.  Agency has or will use a different/separate 
procurement vehicle to procure hardware and software, if necessary. 

 Agency is responsible for conducting review of all Deliverables within the timeframes defined in the 
mutually agreed schedule including dissemination of the Deliverable to all parties within the Agency that 
will review the Deliverable (as well as 3rd parties), consolidation of all Deliverable comments, and 
delivery of consolidated comments to Accela.  Consolidation of comments includes internal 
reconciliation of any conflicting comments so that the comments provided to Accela come from “one 
voice” representing the Agency. 

 Any additional Deliverable review cycles, interim Deliverable review cycles, or pre-review requests 
from the Agency not built into the Work Plan schedule may, upon mutual evaluation of project impact 
by Accela and the Agency, constitute a Change Request. 

 The Accela personnel are fluent in English 
 The Agency has discretion to remove Accela personnel from the project  

 
PROJECT CONTROL AND REPORTS: 
Contractor will submit weekly progress reports to the Agency and DTMB Project Managers throughout the life of this 
project.  Each progress report must contain current status, actions taken, progress made, and any risks identified since the 
previous report. It must also contain how the risks will be mitigated and a list of tasks with their expected finish dates. 
 
PROJECT CONTACTS: 
The designated DTMB Project Manager is: 

Rick Stankiewicz 
Michigan Department of Technology, Management & Budget  
Constitution Hall, 525 W. Allegan St. – Lower Level Floor 
Lansing, MI  48909 
517-241-8011 
Stankiewiczr@Michigan.gov 

 
The designated Agency Project Manager is: 

Thomas Benner 
 
The designated Contractor Project Manager is: 

David Madore 
 

LOCATION WHERE THE WORK IS TO BE PERFORMED: 
Contractor staff will work at their office location.  
 
EXPECTED WORK HOURS AND CONDITIONS: 
Work hours are not to exceed eight hours per day, forty hours per week for State employee project support.  Normal 
working hours of 8:00 am to 5:00 pm (Eastern Standard Time) are to be observed unless otherwise agreed to in writing.  
No overtime rates will be permitted. 
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EXPENSES: 
The State will not pay for any travel expenses, including hotel, mileage, meals, parking, etc. 
 
PROJECT & PAYMENT SCHEDULE: 
Price is firm fixed in three payment milestones. Payment for each milestone will be made only after the State formally 
accepts that milestone. The cost and effort breakdown are provided in the table below. This is a tentative schedule where 
Accela is dependent on the completion of work by KL&A. Price will remain firm even if schedule must be amended due to 
any delay related to the KL&A work. 
 

 Milestone Completion Date Earliest 
Start 
Date 

Latest
Finish 
Date 

Payment 

1 Successfully system tested 
version delivered to TEST 
environment by Accela for State 
verification testing 

40 business days after MiCaRS web services 
are made available by Kunz Leigh & 
Associates 

12/1/16 3/1/17 $28,650 

2 Final Version approved by State 
and delivered by Accela to 
Production environment 

10 business days after completion of 
deliverable 1.  
5 days state testing  
3 days defect correction and retesting 
2 days final move to Production and 
regression test. 

12/15/16 3/14/17  $22,775 

3 Completion of a 90 calendar day 
warranty period regarding Cash 
Receipt Tracking/ Receivables 
Tracking Functionality 

30 calendar days from date the product goes 
into the production environment. 

4/15/17 7/15/17  
$10,000 

TOTAL    

$61,425 

 
 
WARRANTY: 
The warranty period is 90 calendar days.  During the warranty period, the Accela shall be responsible for fixing severity 1 
or 2 defects related ONLY to the system configuration performed by Accela. Any issues with work performed by State or 
by another vendor will not be considered Accela responsibility.   If it is determined that a reported Warranty issue is not a 
Severity 1 or 2 Defect or otherwise was caused by changes implemented by the State, Accela will be compensated for its 
time. In addition, the State may request other non-Warranty support from Accela on an hourly basis. Non-Warranty 
support hours will be billed monthly by Accela at the $185/hour contractual rate. 
 
Commencement of the tasks laid out in this change notice will not start until the change notice has been fully executed by 
both Accela and State of Michigan procurement.  Upon receiving a fully executed change notice Accela will start work on 
the tasks listed in this agreement and will complete each item within the projected timeline above. Accela will participate 
in all Agency requested MiCaRS JAD sessions to identify requirements for integrating with the MiCaRS web service. 
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DESCRIPTION: Effective August 29, 2016, the parties add $45,000 to the contract to fix a clerical error. The parties discovered 
a numerical transposition error in the “ESTIMATED REVISED AGGREGATE CONTRACT VALUE” field on the cover page of 
Change Notice 2. There were no substantive errors in the change notice itself but the clerical error resulted in $45,000 less being 
added to the contract than should have been. This change notice fixes that error and adds $45,000 to the contract. All other 
terms, conditions, specifications, and pricing not modified herein remain the same.  Per Contractor, Agency and DTMB 
Procurement agreement. 

 

STATE OF MICHIGAN 
ENTERPRISE PROCUREMENT 
Department of Technology, Management, and Budget 
525 W. ALLEGAN ST., LANSING, MICHIGAN 48913 
P.O. BOX 30026 LANSING, MICHIGAN 48909 

CONTRACT SUMMARY 

DESCRIPTION: LARA Construction Code Software 
INITIAL EFFECTIVE DATE  INITIAL EXPIRATION DATE 

INITIAL AVAILABLE 
OPTIONS 

EXPIRATION DATE BEFORE  
CHANGE(S) NOTED BELOW 

December 27, 2012  December 26, 2017  2 - 1 Year December 26, 2019   
PAYMENT TERMS DELIVERY TIMEFRAME 

N/A N/A 
ALTERNATE PAYMENT OPTIONS EXTENDED PURCHASING 

☐ P-card     ☐ Direct Voucher (DV)            ☐ Other ☒ Yes       ☐ No 
MINIMUM DELIVERY REQUIREMENTS 

N/A 
DESCRIPTION OF CHANGE NOTICE 

OPTION LENGTH OF OPTION EXTENSION LENGTH OF 
EXTENSION  REVISED EXP. DATE 

☐  ☐   
CURRENT VALUE VALUE OF CHANGE NOTICE ESTIMATED AGGREGATE CONTRACT VALUE 

$11,729,259.74 $ 45,000.00 $11,774,259.74 
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DESCRIPTION: Effective August 12, 2016, the parties add the attached Statement of Work detailing the construction 
part of Phase 2 (Phase 2B: Implementation referenced in Change Notice 12). The $577,034.67 cost of Phase 2B 
will be paid for with existing contract funds. All other terms, conditions, specifications, and pricing not modified 
herein remain the same.  Per Contractor, Agency and DTMB Procurement agreement. 

 

 

STATE OF MICHIGAN 
ENTERPRISE PROCUREMENT 
Department of Technology, Management, and Budget 
525 W. ALLEGAN ST., LANSING, MICHIGAN 48913 
P.O. BOX 30026 LANSING, MICHIGAN 48909 

CONTRACT SUMMARY 

DESCRIPTION: LARA Construction Code Software 
INITIAL EFFECTIVE DATE  INITIAL EXPIRATION DATE 

INITIAL AVAILABLE 
OPTIONS 

EXPIRATION DATE BEFORE  
CHANGE(S) NOTED BELOW 

December 27, 2012  December 26, 2017  2 - 1 Year December 26, 2019   
PAYMENT TERMS DELIVERY TIMEFRAME 

N/A N/A 
ALTERNATE PAYMENT OPTIONS EXTENDED PURCHASING 

☐ P-card     ☐ Direct Voucher (DV)            ☐ Other ☒ Yes       ☐ No 
MINIMUM DELIVERY REQUIREMENTS 

N/A 
DESCRIPTION OF CHANGE NOTICE 

OPTION LENGTH OF OPTION EXTENSION LENGTH OF 
EXTENSION  REVISED EXP. DATE 

☐  ☐   
CURRENT VALUE VALUE OF CHANGE NOTICE ESTIMATED AGGREGATE CONTRACT VALUE 

$11,729,259.74 $ 0.00 $11,729,259.74 



INTRODUCTION 
This Statement of Work (“SOW”) sets forth a scope and definition of the professional services (collectively, the 
“Services”) to be provided by Accela, Inc. (“Accela”) to LARA (“Agency”). 
 
Contract 071B3200042 between Accela and the State of Michigan (State) provides the Accela Automation suite of 
software products as an enterprise-wide contract available to all State Agencies.  All of the terms and conditions of 
the original agreement, as modified by all prior Change Notices (“Base Contract”) will remain in effect unless modified 
herein. Change Notice 12 restructured all remaining LARA Bureau of Construction Codes (BCC) project deliverables 
(Phase 2) from a waterfall to an agile development and detailed the business and technical analysis needed to 
determine the delivery approach. This change notice defines that revised BCC Phase 2 delivery approach. The 
scope within this agreement shall replace in its entirety the scope from the remaining portions of the Base Contract’s 
BCC Phase 2, and which will now be delivered through a series of releases using an Agile Scrum framework. 
 

CRITICAL SUCCESS FACTORS 
In order to successfully execute the Services described herein, there are several critical success factors that must be 
closely monitored and managed by Accela and Agency stakeholders: 
 

 Dedicated Agency Participation and Governance– Agency acknowledges that its staff has the 
appropriate skills and subject matter expertise and that they are actively involved throughout the entire 
duration of the project to deliver the roles and responsibilities defined in this plan. The Agency must assign a 
Product Owner who is empowered to make decisions and accountable for maximizing business value 
delivered to LARA by directing the team towards the most high priority work. Lastly, project governance 
must support the team by making timely decisions, mitigating risks, and resolving issues rapidly. 

 
 Clear Business Objectives – Agency has clearly documented their business objectives before the 

commencement of the project, and shared those objectives with Accela. 
 

 Product Backlog Identified and Documented – Agency and Accela identify, document, prioritize, and 
continually manage the Agency’s technical, functional, data, and any other requirements (expressed as 
User Stories) that must be satisfied in order for the project to be considered successful by the Agency and 
Accela. 

 
 Business Process Definition and Understanding – Agency must be able to articulate the desired 

business processes, having completed lean process improvement prior to beginning project work. Time 
spent during agile scrum sprints defining the to-be process will drive down the overall team throughput, or 
delivery “velocity.” 

 
 Knowledge Transfer – To enable LARA’s long term Accela program strategy, it is critical that Agency 

resources come up the Accela product learning curve by participating in the analysis, configuration and 
deployment of the software. The Agency must be prepared to assume day-to-day operations of Accela Civic 
Platform outside of the Support and Maintenance Agreement. Key knowledge transfer areas include: 

 Configuration 
 Interfaces 
 Business Rule Automations 
 Reports and Forms 
 Release Management 

 
IMPLEMENTATION METHODOLOGY 

 



The Phase 2 team will adhere to an Agile Scrum framework tailored for the State and the Accela Civic Platform. The 
methodology to be used is similar to the one the State has published on the site Department of Technology, 
Management, and Budget - State Unified Informational Technology Environment (DTMB-SUITE) website 
(http://www.michigan.gov/suite). The methodology is an adaptation of Agile methods to work within this project’s 
unique constraints of fixed price and fixed scope, a low risk tolerance, geographically distributed development teams, 
and implementation of a COTS product.   
 
The Agile framework for this project defines a series of 3 types of sprints: 
 

1) Analysis Sprint (Sprint Zero)—upon project start, the team will begin with a Sprint Zero to further 
elaborate the Release 1 product backlog (defined in Exhibit A) with focus on elaborating the Sprint 1 
backlog items to a “ready for building” level of detail. 

2) Build Sprints – Following Sprint Zero, construction begins through a series of time-boxed build Sprints. The 
team uses the outputs from the Sprint Zero to inform the solution architecture, configure the solution 
foundation, and develop the technical components. Working software is delivered during the sprints, with 
conversions, interfaces and reports developed concurrently.  Sprints are time-boxed in order to maintain the 
integrity of the delivery timeline.  Within a sprint, development proceeds according to the established 
priorities. The product developed in each sprint is reviewed and validated by the Product Owner with 
support from Agency SMEs, often through a facilitated walk through of each use case in the system. 

3) Production Release Sprints – Completion of the planned sprints is entry criteria for Production Release 
sprint(s), during which the team completes final end-to-end and regression tests, performs the final data 
conversions, and promotes the software to production. 

 
IMPLEMENTATION STRATEGY 

 
The Phase 2 implementation strategy is to deliver the envisioned Phase 2 scope through a series of product 
releases. The strategy for Phase 2 addresses project risks experienced in Phase 1 and supports long-term success 
of the LARA Accela program through knowledge transfer. The strategy uses Agile Scrum to increase the amount of 
LARA involvement and transparency throughout the entire lifecycle of the implementation. The Agile Scrum approach 
will enable the parties to collaborate closely throughout the project promoting the knowledge transfer required to 
enable the State team to take the lead in future implementation work. 
 
This SOW defines the Agile Scrum framework, defines and prioritizes the initial product backlog, and documents the 
release plan.  
 
 

SCOPE OF SERVICES 
The sections that follow define the scope and delivery approach for this SOW, providing a detailed description of 
each item listed below. 
 

 Scope of Work 
 Release Plan 
 Management and Governance 
 Team Roles and Responsibilities 
 Delivery Approach 
 Deliverables and Payment Schedule 
 Notice to Proceed for Release 
 Warranty 
 Other General Provisions 

 



1. SCOPE OF WORK 
The scope of work consists of the items detailed in the baseline Product Backlog (Exhibit A). The Product Backlog 
includes all User Stories, associated Acceptance Criteria, and Assumptions. Each item in the initial Product backlog 
is prioritized the MoSCoW (Must have, Should have, Could have, and Would like but Won't have) framework for each 
the following business areas: 

 Complaints (Licensure) 
 Complaints (Manufactured Housing) 
 Code Official Registration 
 Program Registration 
 Elevator Permit 

 
2. RELEASE PLAN 

The scope will be deployed in two releases. 
 
Release	1 	
During Release 1, the Contractor will provide the items labeled M (Must Have) for the following business areas: 

 Complaints (Licensure) 
 Complaints (Manufactured Housing) 
 Code Official Registration 
 Program Registration 

 
Release	2 	
During Release 2, the Contractor will provide the items labeled M (Must Have) for the following business area: 

 Elevator Permit 
 
 

MANAGEMENT AND GOVERNANCE 
 
This section defines the project management practices, governance bodies, and associated processes. The sections 
that follow describe these elements in detail. 
 

 Status Reporting 
 Issue, Risk, and Action Item Management 
 Project Schedule 
 Definition of Done and Deliverable Acceptance 
 Change Control 
 Project Tools 
 Project Governance Framework 

  
Status	Reporting	
 
The Accela Scrum Master/Project Manager will provide a written weekly status report to the LARA Project Manager 
and Product Owner. The Accela Scrum Master/Project Manager will publish the weekly status using an online 
collaboration tool (refer to Project Tools section for tool information). 
 
The weekly report will include the percentage of completion for each Product Backlog Item (User Story), the pass 
rate for the Story Tests, key Project delivery milestone status, and estimated completion date for each milestone as 
compared to the planned schedule, as well as other information relevant for the delivery of the project as may be 
agreed upon between the parties’ Product Owner and Scrum Master.  



 
This online collaboration tool will be also used to track risks, action items, and issue escalations between the Accela 
Scrum Master, the LARA Project Manager, and LARA Product Owner.  
 
The project management team will meet weekly to discuss the status and review the report using the online tool. 
 
Issue,	Risk, 	and	Action 	Item 	Management	
	
Accela will use an online collaboration tool to document project issues, action items, and risks. The project 
management team will review these items during the weekly management calls to assign owners, drive to due dates, 
and escalate to the appropriate individuals or governance body where required. The Accela Project Manager/Scrum 
Master will identify issues blocking team progress and impacting team velocity. If blocking issues are not resolved 
within 1 business day, the Accela PM/SM will escalate to the Accela Director and the LARA/DTMB oversight team for 
resolution. 
 
Project	Schedule	and	Velocity	
 
Release 1 will be delivered following the Agile Scrum methodology and is anticipated to require 4 build sprints of 2-
week duration each. A team velocity of 220 is needed to stay on schedule. Release 2 will also be delivered following 
the Agile Scrum methodology and is anticipated to require 8 build sprints of 2-week duration each. A team velocity of 
220 is needed to stay on schedule. Exhibit B provides the full schedule for all Releases.  
 
For the purposes of this document the Velocity, also known as the Sprint Velocity, is defined as the number of story 
points associated with all of the Backlog items that are completed during a particular sprint. The schedule is derived 
by estimating the Sprint Velocity achievable by the assigned Scrum team to determine the number of Build Sprints 
required to deliver the total points assigned for the Must Have Product Backlog Items. 
 
Points assigned to Must Have Stories in Exhibit A along with the Exhibit A Fixed Requirement Story Points comprise 
the baseline total Story Point Allowance for Phase 2.  
 

Must Have Story Points 1,589 
Fixed Requirements Story Points 1,888 
Total Phase 2 Story Point Allowance 3,477 

 
 
If both releases are complete and all Must Have backlog items are complete, Accela will deliver the remaining Story 
Point Allowance (if any), through a set of “add on” sprints to deploy additional deferred product backlog to the already 
live system. Fixed requirement story points cannot be allocated to non-fixed backlog items until all of the “Must Have” 
backlog items have been completed. Each add on sprint must include the minimum sprint allocation of Fixed 
Requirement Story Points as defined in Exhibit A.   
 
The state, at its discretion, may perform some of the ‘must have’ backlog items and re-assign the equivalent story 
points for Accela to complete other product backlog items. Changes must be documented and signed off by both 
parties.   
 
The framework and process for changing product backlog items, managing scope against the overall point 
allowance, and changing task assignments is defined by the Change Control process documented herein. 
 
 
Definition	of	Done	and	Deliverable	Acceptance	



 
Meeting quality assurance standards during each sprint is the responsibility of the Scrum team. Quality assurance 
standards are defined in the Definition of Done for a Sprint and a Release. Confirmation of the Definition of Done for 
the Sprint Backlog constitutes the Acceptance Criteria for a Sprint deliverable, as follows: 
 

 Team member completes the Project Backlog Item (PBI) work 
 Associated configurations and code is deployed to the development environment against current version in 

source control, where applicable 
 Item/task has passed unit test 
 Item has been peer reviewed to confirm meeting development standards 
 Backlog Item test cases (based on the Acceptance Criteria defined for the PBI) written and tests passed. 

Testers must complete testing for each PBI within the timeframe defined by the team during Sprint Planning 
for the sprint. 

 No Severity 1, 2, or 3 defects remain for the PBI.  The State’s Product Owner may, from time-to-time and at 
her sole discretion, find it reasonable to accept items with defects and create new backlog items to address 
defects.  

 Relevant specification documentation/diagrams produced and/or updated, as needed for the PBI 
 Product Owner has reviewed and moved to “done” 
 Remaining story points for item/task set to zero and task closed in JIRA 

 
For a Release, deliverable acceptance conditioned upon meeting the following Definition of Done: 

 Sprints planned for the release are complete  
 The Product Backlog Items scheduled for the release are complete 
 Code is deployed to the Production environment 
 Severity 1, 2 and 3 Defects identified during the build sprints are resolved. The State’s Product Owner may, 

from time-to-time and at her sole discretion, find it reasonable to accept items with defects and create new 
backlog items to address defects. 

 The steady-state operations team is ready to assume responsibility for supporting the deployed 
configuration.  

 
Definition of Defect, Defect Severities 
 
A Defect is defined as a deviation from the established acceptance criteria for a PBI. The table below elaborates the 
severity levels for Defects. 
 

Severity 
Level 

Description 

1 This is a “must fix” problem, a “showstopper.” The problem is causing a major system error, fatal error, 
serious database corruption, serious degradation in performance, major feature malfunction, or is preventing 
a major business goal from being realized. The problem does not have a workaround that is reasonably 
acceptable to the corresponding end-users. 

2 This is a problem that is causing significant loss of feature functionality but the system can recover from the 
problem and it does not cause total collapse of the system. The system does not meet a business goal or a 
portion of a business goal; performance degradation is minor, but not within established exit criteria; or minor 
database issues may exist (e.g., single rows or fields may be locked). The problem does have a workaround 
that is reasonably acceptable to the corresponding end-users. 

3 This is a problem that is causing minor loss of feature functionality. Optional workarounds reasonably 
acceptable to the corresponding end-users are available. Minor issues, misspellings, cosmetic changes, etc. 

 



 
Change	Control	
	
Both parties recognize that there will be change throughout this project.  Change is defined as any of the following: 
 

 New Product Backlog Items – The addition of a new Epic, User Story, or Product Backlog Item (PBI) is a 
project change. The Product Owner must approve the addition of a new PBI. The Scrum Team will estimate 
the new PBI and assign Story Points. Exhibit A defines the baseline Product Backlog Phase 2. 

 Change to Existing PBI – Change to an existing PBI that impact the level of effort to complete it (estimate 
and story points) is considered a project change and is represented by the Product Owner adding a new PBI 
to define the change. For example a change to the Acceptance Criteria or a specification that impacts the 
complexity constitutes scope change. Changes impacting PBIs/user stories completed in a previous sprint 
may require additional rework. If rework is required, the rework changes will be added to the Product 
Backlog as a new PBI/user story. 

 Change to Definition of Done – Changes to the Definition of Done for a Sprint or Release may impact the 
level of effort for completing PBIs and delivering a release, impacting overall delivery velocity. Accela and 
LARA will assess proposed changes to the Definition of Done and document the impacts in a Change 
Notice (e.g., change impacts schedule, scope, or costs). 

 Change in Projected Team Velocity – The velocity of the team is dependent on all team members fulfilling 
their assigned tasks or actions within the timeframes agreed during Sprint Planning. The team will monitor 
projected velocity against actual velocity. If actual velocity falls below the projected velocity, the team will 
assess the root cause of this velocity impact. If the root cause is attributed to Accela team member 
performance or management issues, the project change and associated impact will be borne by Accela, and 
will be subject to liquidated damages in the amount of 10% of the point value of the specific story due in 
credits to the State. If the velocity impact is attributed to LARA team member performance or management 
issues (such as delays in decisions or issue escalation/resolution), the project change/impact will be borne 
by LARA. In either case, the Product Owner will document the change and impact with support from the 
Scrum Master. For velocity changes that impact the overall project costs or overall release timeline, LARA 
will process a Change Notice adjusting the deliverables/payment amounts to incorporate the additional cost.  

 Exceedance of Sizing Factor Limits – Sizing factor limits define the maximum product backlog size and 
allowances for a predefined set of configuration items within a Release. These sizing factors are provided in 
Exhibit A. Examples of sizing factors include the baseline allowance of Story Points for the release and 
assumptions associated with a Story in Exhibit A (such as number of Accela record types, 
number/complexity of reports, number of event scripts, and number and complexity criteria for legacy data 
source conversions). 

 Non-Productive Time – Accela’s fixed price for this SOW is based on the assumption that the Accela team 
will have complete, timely, and accurate information and other deliverables and dependencies from the 
LARA team, enabling the team to be productive during working hours throughout the course of the project. 
Issues impacting Accela team members’ productive time will be escalated to Change Control Board (CCB) 
and a mutually agreed resolution must be in place within twenty-four (24) hours of the initial escalation. If an 
issue impacting Accela productive time is not resolved within this time period, the project schedule and 
pricing may be affected. The Accela Scrum Master will create a new PBI for the purpose of accounting for 
non-productive time, invoke the change control process, and perform an impact analysis. 

No changes shall be made to Sprint Backlog (user stories/PBIs) during the current Sprint, for both PBIs/user stories 
already delivered but not yet accepted and PBIs/user stories accepted.  
 
The Product Owner can address Standard Changes (see below for process) within the Agile Scrum framework 
without impact to the overall project (with agreement from the Scrum Master and Scrum Team) by re-prioritization of 
the Product Backlog. For example, if a new “must-have” user story is identified during Sprint 2, the Product Owner 



can schedule the new user story for Sprint 3 as long as a user story of equivalent size (hours, story points, and sizing 
factors) is removed from the Product Backlog.  
 
Furthermore, the LARA team may complete work that is currently assigned to Accela and included on the Must Have 
backlog.  Any story points not completed by Accela will be credited back to LARA so that additional work, with a 
corresponding level of effort, may be assigned to Accela. 
 
Changes to the backlog and associated sizing factor allowances defined in Exhibit A or otherwise affecting the overall 
project scope, level of effort, or timelines for the Release must be approved following the Extraordinary Change 
Request process set forth below.  
 
Standard Change Request Process – Standard changes are items that can be addressed through reprioritization of 
the Product Backlog without impacting the overall scope, delivery timeline, or costs. The decision makers required for 
standard changes include the Accela Scrum Master and LARA Product Owner and LARA Project Manager.  
 

 For each change where Accela and LARA agree to define as a new PBI/user story, the LARA Product 
Owner completes the definition of the story. 

 The Accela team will analyze the change during the next scheduled Sprint Planning session to estimate and 
size (story points) the new PBI and check against available sizing factor allowances. If the change applies to 
an already implemented PBI/story then any rework or impacts to other stories required will be added as 
another PBI/story. 

 The LARA Product Owner must attend this analysis session. 
 The LARA Product Owner must make the decision concerning the change. There are two possible options: 

 Accept the change into the Product Backlog and decide which PBI/story (or stories) are to be 
removed in order to offset the added size (hours, points, sizing factors) or 

 Reject the change. 
 Finally, the LARA Product Owner will prioritize the new PBI/story (if added) against the Product Backlog. 

 
Extraordinary Change Request Process – If a change will exceed the baseline product backlog size (as defined by 
story points or other sizing factors) or otherwise impact the planned number of sprints and Release date set for the 
project, then the LARA Product Owner will:  
 

 Prepare a preliminary Project Change Request Form to identify the nature of the requested change. 
 The Accela Scrum Master will work with the team to perform an assessment/review to determine the full 

impact on the project, including cost and timeline impacts if applicable. 
 Escalate this assessment to the Change Control Board (CCB). The LARA Executive Steering Committee 

performs the CCB role. 
 
Project	Management 	Tools	
The daily Scrum sessions will be held via WebEx and be driven by the “Scrum Board” which will be managed using 
Jira. Jira will also be used for defect management. 
 
Weekly status using including risk and issue management, velocity, and schedule will be documented in a tool called 
“Smartsheet”.  
 
 
Project	Governance	Framework 	
 
Project Governance occurs at multiple levels with the goal of maximizing business value and mitigating risks for the 
project. 



 
 Project Level – Project level governance is performed by the project management team consisting on the 

Accela Scrum Master, LARA Product Owner, and State Project Manager. This team is empowered to make 
day-to-day decisions within the constraints of the project SOW. This team meets weekly to review project 
status, identify and mitigate risks, resolve issues, and monitor action items. This team is responsible for 
escalating issues to the Program Level governance team where unable to reach resolution or otherwise 
avoid impacting the project scope, timeline, resources, or costs. 

 Program Level – Program level governance is performed by the Accela Services Director, DTMB/LARA 
Program Manager, and DTMB Contract Compliance Inspector. This team meets on a bi-weekly basis and 
handles issue escalations, supports risk mitigations, and makes decisions. This group is responsible for 
rapidly addressing blocking issues escalated from the Project Team. 

 Agency Level – Agency level governance is performed by the LARA Executive Steering Committee. This 
team meets on a monthly basis and its membership includes the Accela Services Director, Accela Services 
Vice President, LARA  Director, LARA Product Owner, DTMB/LARA Program Manager, DTMB Business 
Relationship Manager, DTMB Project Manager, DTMB Contract Compliance Inspector.  

 
The graphic below depicts the governance framework for the project.

 
 
 



TEAM ROLES AND RESPONSIBILITIES 
 
A joint team comprised of Accela and State of Michigan resources will deliver this SOW.  Team size and composition 
may vary based on the Release scope. Due to the fixed price nature of this SOW, it is the responsibility of Accela to 
deliver of required scope on specified date and as a result Accela will assign the required resources to the team, 
which may change during the course of a Release in response to project demands. LARA will provide the necessary 
personnel to perform its responsibilities in support of the joint team.  
 
General	Accela	Responsibilities	
 

 Development and Unit Test - Perform software configuration and development for the PBIs assigned 
to Accela staff in a given build sprint.  Test and assure that the work meets known requirements and 
functions properly prior to submitting to the State for acceptance testing.  Accela will make available to 
the State for review the issue logs from Accela’s testing. 

 Defect Correction - Resolve Severity 1, 2 and 3 defects (related to PBIs assigned to Accela staff) 
discovered during sprint testing within the sprint, or according to an alternate timeline mutually agreed 
with LARA Product Owner. At the discretion of the Product Owner, severity 3 defects discovered 
during UAT, may be treated as new PBIs and prioritized by the Product Owner according to the 
Change Control process defined above. 

 Backlog Grooming Support - Support the LARA Product Owner in backlog grooming activities by 
providing consultative support for defining Accela solution approaches, for up to 6 hours of backlog 
grooming working sessions per sprint. Any additional backlog grooming tasks assigned to Accela 
resources (outside the allocated 6 hours per sprint for consultation) will be treated as a new PBI and 
prioritized by the Product Owner according to the Change Control process described above.  

 Data Conversion – LARA will be responsible for all data cleansing and providing a text delimited file. 
Accela will perform the test and production conversion runs from the staging schema into the Accela 
schema, as defined in Exhibit A. 

 Scrum Master, Project Management, Project Oversight – Accela will assign a Scrum Master to the 
project to facilitate the Scrum processes such as release and sprint planning, sprint reviews and 
retrospectives, and daily Scrum meetings. In addition, the Accela Scrum Master will perform general 
project management tasks to monitor Accela resources’ work, assignment of tasks, and other project 
management disciplines. Accela will also assign a Director to provide oversight and act as the initial 
escalation point beyond the day-to-day project team. 

	
General	LARA	Responsibilities		
 

 Development and Unit Test - Perform software configuration and development for the PBIs assigned 
to LARA staff in a given build sprint. 

 Defect Correction - Resolve defects (related to PBIs assigned to LARA staff) discovered during sprint 
testing within the sprint, or according to an alternate timeline mutually agreed with LARA Product 
Owner.  

 Backlog Grooming – The Product Owner will lead continuous backlog grooming and is responsible 
for delivering a sprint backlog that meets the Definition of Ready prior to the sprint planning meeting. 
LARA program area personnel and subject matter experts will perform backlog grooming activities as 
directed by the Product Owner.  

 Testing – LARA resources will perform acceptance testing and backlog items per the timeframes 
defined during Sprint Planning, this includes development and execution of test cases that incorporate 
PBI Acceptance Criteria as well as confirm adherence to the Definition of Done. 



 Data Conversion – Perform data quality assessment, cleansing, and enrichment for legacy data 
sources. Complete the data mapping to the target/staging schema format. Transform and load data to 
the staging schema for test and production runs, as per Exhibit A. 

 Provide Space and Supplies – LARA will make available team workspace for all sprint cycles and 
daily Scrum meetings. 

 
Specific 	Team	Roles		
 
State of Michigan Roles 
Product Owner – This is a State Agency business lead with the following responsibilities: 

 On-going revision and re-prioritization of the product backlog (grooming) 
 Identification of the prioritized sprint backlog prior to Sprint Planning 
 Adherence to the “Definition of Ready” for the targeted sprint backlog before the Sprint Planning meeting 
 Participation on behalf of LARA in scrum planning and review meetings 
 Direct LARA testers to confirm completion of sprint backlog items  
 Only the Product Owner may move completed items to “Done” on the scrum board before the Sprint Review 
 Review and sign-off on all project deliverables 

 
Subject Matter Expert / Tester 

 Primary LARA person supporting the Product Owner in creating/updating the story/task details in the 
Product Backlog 

 Provides detailed answers for business questions posed by scrum team members 
 Documents and executes the test cases 
 Attends scrum meetings and is a member of the scrum team 

 
Data Owner 

 Subject matter expert for legacy data set targeted for conversion into Accela 
 Responsible for identification and cleansing/enrichment of data issues at source 
 Responsible for data mapping, transformation, and loading to the interim schema format 
 Responsible for data conversion testing 

 
Project Manager 

 Provides DTMB project and budgetary oversight and status 
 Provides State backup for Accela software Scrum Master 
 Attends scrum meetings and holds the Daily Scrum standup meeting 

 
Business Analyst 

 Contributes to backlog grooming activities per direction of Product Owner 
 Provides detailed answers for business questions posed by team members 
 Attends scrum meetings and is a member of the scrum team 

 
Automation Script Developer 

 Provides junior level coding of selected automation scripts within a given software sprint 
 Attends scrum meetings and is a member of the scrum team 

 
Report Developer 

 Provides junior level coding of selected report tasks within a given software sprint 
 Attends scrum meetings and is a member of the scrum team 

 



 
Accela Roles 
Accela Solution Architect(s), Implementation Consultant(s), and Business Analyst(s) 

 Accela resources available to provide backlog grooming support to the Product Owner  
 Define and validate Accela solution approaches and tasks during sprint planning and throughout the sprint 

cycle 
 Perform and test configuration tasks assigned to Accela team during the build sprints 
 Attends scrum meetings and is a member of the scrum team 

 
Accela Scrum Master 

 Facilitates the use of the scrum methodology 
 Organizes and leads the Daily Scrum standup meeting, Sprint Planning, Sprint Review, and Sprint 

Retrospective 
 Works with DTMB PM to remove Scrum team roadblocks and escalate issues as needed 
 Monitors team velocity and prepares weekly status reports 
 Prepares mitigation plans for project risks and performs general project management discipline-related 

tasks 
 
Accela Automation Script Developer 

 Provides senior level coding and testing of assigned automation scripts within a given software sprint 
 Attends scrum meetings and is a member of the scrum team  

 
Accela Report Developer 

 Provides senior level coding and testing for assigned report tasks within a given software sprint 
 Provides knowledge transfer and support to LARA report writers 
 Attends scrum meetings and is a member of the scrum team 

 
Accela Data Conversion Developer 

 Supports data conversion analysis and detailed data mapping 
 Responsible for loading converted data from the interim data schema to the target (Accela) database 
 Responsible for unite testing the converted data. 
 Attends scrum meetings and is a member of the scrum team 

 
DELIVERY APPROACH 

The releases will be delivered through a series of Agile sprints, each 2 weeks in duration. Before the first sprint of 
each Release the team will dedicate 1 full day to backlog grooming and elaboration in preparation for the first build 
sprint. The final sprint prior to each release is allocated to production readiness and “hardening”, performing the final 
code promotion, data migration, and end-to-end testing (UAT) prior to production use. The subsections below 
describe 

 Product Backlog Elaboration, 
 Build Sprints, and 
 Software Release to Production. 

 
 
Product	Backlog	Elaboration		
 
Before starting the build sprints for any Release the team will dedicate 1 full day backlog grooming and elaboration. 
The purpose of this elaboration phase is for the LARA product owner and the project team to create / elaborate 
enough Product Backlog detail to plan Sprint 1. The Product Owner will conduct subsequent Product Backlog 



elaboration continuously, throughout each release, elaborating enough detail to drive the subsequent Sprints. The 
Product Owner is responsible for identifying and prioritizing product backlog targeted for the next sprint and 
elaboration work required to confirm the sprint backlog meets the Definition of Ready prior to the Sprint Planning 
session. 
 
Definition of Ready 
The criteria listed below define what the team considers readiness of backlog items for scheduling into a sprint during 
Sprint Planning. 

 Story/PBI contains actors, problem, and value 
 Story should fit in a sprint 
 Story should be appropriately documented and is ready for building (Does it require wireframes, a solution 

design, use cases, or journey maps?) 
 Value should be obvious, if not, it should be explicitly stated 
 Story should have verifiable, explicit acceptance criteria 
 Test scenarios for the story is written 
 Story should focus on problems, not solutions 

 
During backlog elaboration and grooming, the Product Owner (with support from the scrum team) performs the 
following activities 
 

 Builds product backlog by entering the Epics, User Stories and Acceptance Criteria into a mutually agreed 
tool (such as JIRA).  

 Prioritizes each PBI using the MoSCoW (Must have, Should have, Could have, and Would like but Won't 
have) framework.  

 Defines and prioritizes new product backlog items (see Change Control section above for process) 
 Identifies changes needed to existing backlog items (see Change Control section above for process) 
 Continuously monitors relative priorities against the release plan (i.e., which PBIs are targeted for each 

sprint) and applies changes to the release plan (in collaboration with the Scrum Master) 
 Identifies PBIs for the next sprint and elaborates sufficient details and tasks to confirm the sprint backlog 

meets the Definition of Ready prior to the Sprint Planning meeting 
 Directs the scrum team in creation of test cases  

 
The diagram below depicts the elaboration flow of Product Backlog to Sprint Backlog through working software 
increments. 
 



 
 
 
Software development sprints shall begin after the completion of the product backlog elaboration activities. The 
Product Owner in collaboration with the Accela Scrum Master and scrum team shall select sufficient work from the 
current Product Backlog for Sprint 1. Based on this selected work, the team will develop an initial sprint backlog, and 
enter into the build sprint phase of the release. 
 
Build	Sprints	
Build sprints commence following the elaboration phase and continue until the release backlog is complete and ready 
for the Release Readiness or “hardening” sprints. 
 
Prior to the actual configuration or development occurring in a sprint, the team performs Sprint Planning to review the 
Product Backlog items assigned to the sprint, identify additional details surrounding each item and establish the 
tangible tasks to be completed by the team. The Scrum team establishes the sprint backlog based on Product Owner 
priorities and by an assessment of the team’s capacity during the sprint and performance (delivery velocity) from 
previous sprints. During Sprint Planning, the team commits to deliver a distinct set of user stories/product backlog 
items. Items not completed during the time-boxed sprint (as per the jointly defined Definition of Done and Acceptance 
Criteria) remain on the Product Backlog for scheduling in a future sprint. 
 
Once the sprint begins, the sprint backlog cannot be changed. The Product Owner can add new requirements such 
as changes to a user story or changes/additions to Acceptance Criteria, to the Product Backlog, but not to the 
backlog items scheduled for completion within the sprint currently underway. If the new product backlog items 
causing the backlog to exceed the total initial product backlog size, equivalent items can be deprioritized (moved off 
the backlog) or a change order processed to incorporate additional build sprints into the project. 
 
Throughout a sprint cycle, daily standup meetings will be scheduled with the implementation team to discuss what 
team members accomplished the previous day, plan to accomplish that day, and discuss any issues or roadblocks.  
At the end of sprint, final meetings will occur as a review and retrospective to discuss the completed sprint and 
determine what could be changed that might make the next sprint more productive.  
 



During backlog refinement (or grooming), the Product Owner can change the backlog (add, change, remove items) 
as long as the total effort (story points) does not exceed the initially planned backlog size. 

 
 
 The following outlines each of these key build sprint elements: 
 

1. Sprint Planning Meeting – No longer than 4 hours, held at the start of each sprint to discuss details for the 
tasks to be completed as part of the sprint’s backlog.  The following are the key objectives of this meeting: 

a. Product Owner communicates the scope of work for the sprint, reviewing “ready” product backlog 
items to be done 

b. The team assesses the work and negotiates with the Product Owner on which PBIs can be 
completed in the sprint. 

c. The entire team prepares the sprint backlog by detailing the work (i.e., tasks) needed to finish the 
selected product backlog items. This includes  

i. Breakdown of the item into individual tasks, 
ii. Estimate of the time required to complete each task, 
iii. An allocation of the tasks within the development team.   

 
2. Configuration, Development, and Unit Testing – the team configures and/or develops based on the tasks 

assigned in the sprint backlog, then tests the results to confirm correctness. 
 

3. Functional Testing – LARA resources confirm the unit tested backlog items conform to the acceptance 
criteria defined for the user story. If an item passes functional testing, it is promoted by the Product Owner to 
indicate it is “done” and considered completed for the sprint.  

 
4. Daily Scrum Meetings – each day during a sprint, the team holds a daily scrum meetings 

a. All team members must come prepared 
b. The meetings should occur at the same time and place each day 
c. The meetings should be limited (i.e., time boxed) to fifteen minutes 
d. Each team member answers the following questions 

i. What did I do yesterday that helped meet the sprint goal? 
ii. What will I do today to help meet the spring goal? 

iii. Do I see any impediments that prevent me or the team from meeting the spring goal? 



 
Any impediment (stumbling block, risk or issue) identified in the daily scrum should be captured by the 
Scrum Master and an agreed person designated to working toward a resolution (outside of the daily scrum 
meeting). No detailed discussions should happen during the daily scrum. 
 
The Daily Scrum enables the Scrum Master to track a sprint burndown chart that measures the current 
estimate of outstanding work required to complete each task in the sprint backlog against the total available 
time remaining in the current sprint. If there is a discrepancy, the development team and the Scrum Master 
must propose a corrective action plan to the product owner. 
 

5. Sprint Review– the team presents the completed work to the Product Owner during the sprint review 
meeting held at the end of a sprint.  The meeting is recommended to be no more than two hours in duration.  
The following key objective should be met: 

a. The team reviews the work that was completed in the sprint duration. For items that have passed 
functional testing, the Product Owner assigns a completed status (“done”).  

b. The team also reviews planned work that was not completed.  The Product Owner determines 
(outside of the sprint review meeting) how to re-prioritize any incomplete work for future sprints. 
 

6. Sprint Retrospective Meeting – the sprint retrospective meeting is also held at the end of the sprint and is 
facilitated by the Scrum Master.  The purpose of this meeting is to foster continuous improvement within the 
team. This meeting should also be no more than two hours in duration.  The following questions should be 
asked to the entire team: 

a. What went well during the sprint cycle?  
b. What went wrong during the sprint cycle?  
c. What could we do differently to improve? 

 
As part of the release planning and backlog grooming, the backlog will be logically sequenced to address 
dependencies between technical components (conversion, interfaces, and reports).  For example, the team will 
complete the base configuration of the license types during initial sprints (e.g., Sprints 1, 2 and 3). In subsequent 
sprints, the team will build the next logical layers such as automations, conversions, interfaces, and reports. The 
following list provides key considerations. 

 Solution Foundation – Early build sprints will focus on configuring the base solution, or foundation. This 
base configuration solidifies the record types, data fields, and workflows for a given license process. It 
serves as the basis for data conversion mapping, automations, reports, and interfaces. 

 Automations – Automations are built against the base configuration. In some cases, the automation tasks 
related to a user story may be scheduled for a later sprint to enable the base configuration to be finalized 
prior to writing automation code. 

 Reports and Interfaces– Reports and interfaces are also built against the base configuration and are 
scheduled for sprints after the foundation is done.  

 Data Conversion – Data cleansing can begin in early sprints concurrent with solution foundation. Data 
conversion relies on the base configuration in order to map to the new target fields. Often, the base 
configuration is also impacted by data conversion decisions, so data mapping occurs concurrently with the 
solution foundation sprints. While elements of data conversion analysis can be tasked concurrent with base 
configuration, the conversion routine development and test conversions require the foundation and mapping 
to be finalized.  

 
A given sprint may include one or more of the following: configuration, conversion activities, interface activities and/or 
reports. The goal is to deliver increments of working product functionality within each sprint. If a product backlog 
item/user story cannot be accomplished within a sprint, the team must break it down to units of work achievable 
within a sprint. In some cases, this may not be practical, for example an entire life cycle of a data conversion or 
interface being built within the duration of a single sprint.  In these cases, the team will either break the work down 



into distinct increments or each sprint may have pieces of the conversion and interface activities, such as Data 
Mapping occurring in an early sprint, conversion development occurring in the next sprint, and a test conversion run 
in a later sprint.  

 
	
Software	Release	to	Production 	
 
Once the product backlog items targeted for a Release are complete, the scrum team will enter the final two week 
Production Release sprint to complete release testing, code promotion to production, and final data conversion. 
During this project stage, final release testing (often referred to as “hardening”) is the goal of testing activities. This 
effort is focused on confirming that the product increments delivered in each sprint interoperate as designed and that 
no new regression errors were introduced. Release sprints ready the results of the completed build sprints, enabling 
promotion of a new set of configurations into production release, encompassing the following activities: 
 
 Code and configuration promoted to final staging environment 
 Release hardening and regression tests 
 Code promotion to production 
 Final data conversion 
 Production release and smoke test 
 
Release testing cycles are managed in sprints similarly to how they are managed in a waterfall methodology.  Once 
within the Release testing sprint, the team will perform end-to-end hardening test for the new configurations and 
regression tests where applicable against previously released functionality. The Product Owner is responsible for 
prioritizing the team’s work on go-live critical defects in order to complete the project stage within the allocated 
sprint(s) (time box). 
 
Like all of the previous testing done in the implementation approach, testers will utilize the test derived from the User 
Stories and Acceptance Criteria. 
 
The acceptance criteria for the Software Release sprints is conformance with the Release Definition of Done (which 
includes no Severity 1, 2 or 3 defects open).    Defects are deviations from the Acceptance Criteria defined for the 
product backlog item. During the Release Sprint, defects will be prioritized. Out-of-scope issues will be closed or 
deferred to a future release or post-production support backlog.  All defects discovered during UAT, pre-go-live, and 
post go-live will be prioritized by the Product Owner and added to the Product Backlog for remediation.   
 
 
Post	Production	Support	
Accela will work with LARA to identify and address issues during this 2-week period using a Post Production Issues 
List. This list will be comprised only of issues related to the defined deliverables listed in this SOW, which will be 
addressed by Accela. Issues that are not remaining work or directly related to development completed by Accela 



during this implementation will be the responsibility of LARA. Examples of issues LARA is responsible for include 
development work performed by agency, training issues, functional changes beyond the scope of this Statement of 
Work, cosmetic changes, and procedures and/or custom documentation related to the use of Accela Automation. 
Specifically, Accela will not be developing or creating additional reports, conversions, interfaces, records types and 
workflow processes that were not included in the scope of this project. 

 
After the first 7 calendar days of go-live, Accela will disable the issue tracking list for new issues and work to resolve 
all remaining in scope issues. Once all issues that are not classified as a software bug are resolved, a formal meeting 
will be scheduled with LARA, Accela Delivery Team, and Accela CRC for the purpose of transitioning support of 
future issues, questions, and known bugs to Accela CRC. All requirements identified in the Statement of Work will be 
met before transitioning to the Accela CRC. This deliverable will repeat for both release 1 and release 2. 
 

 
PAYMENT MILESTONE DELIVERABLES 

 
Accela will perform the Services on a Deliverable payment basis. Accela’s total price to perform the Services and 
provide the Deliverables described in payment schedule below is $577,034.67 (the “Fixed-Fee”). The Fixed-Fee price 
is based on the information available at the time of signing and the assumptions, dependencies and constraints, and 
roles and responsibilities of the Parties, as stated in this SOW.  Invoices will be sent as soon as Accela’s Deliverable 
Acceptance Form is signed by the Agency.  Please note, the deliverable amount is not a one to one indication of the 
level of effort (LOE).  Each deliverable is burdened with Management time and the amounts are designed to provide 
overall cash flow for the LOE of the project deliverables and duration. 
 
Payment will be made on a deliverables basis.  DTMB will pay CONTRACTOR upon receipt of properly completed 
invoice(s) which shall be submitted to the billing address on the State issued purchase order not more often than 
monthly. DTMB Accounts Payable area will coordinate obtaining Agency and DTMB Project Manager approvals.  All 
invoices should reflect actual work completed by payment date, and must be approved by the Agency and DTMB 
Project Manager prior to payment. The invoices shall describe and document to the State’s satisfaction a description 
of the work performed, the progress of the project, and fees.   
 
Payment shall be considered timely if made by the DTMB within forty-five (45) days after receipt of properly 
completed invoices.  
 

Phase 2, Payment Schedule 

Deliverable Acceptance Criteria Payment 

Deliverable 2: Release 1 
Kickoff/Product Backlog 
Elaboration Complete 

LARA product owner and the project team has 
completed/ elaborate enough Product Backlog details to 
plan Sprint 1 
(For more detail see Product Backlog Elaboration) 

$20,121 

Deliverable 3: Completion 
of story points 0 - 435  

Accela has completed tasks from the Product Backlog 
that total or exceed the value designated in this 
deliverable                                                                            
(For definition of complete  see Definition of Done and 
Deliverable Acceptance) 

$51,125 

Deliverable 4: Completion 
of story points 436 - 870 

Accela has completed tasks from the Product Backlog 
that total or exceed the value designated in this 
deliverable          
(For definition of complete  see Definition of Done and 
Deliverable Acceptance) 

$51,125 



Deliverable 5: Software 
Release 1 (Go Live) 

Release 1 is LIVE in the production environment and 1 
week post production support is completed.   
 (For more detail see Software Release to Production  & 
Post Production support) 

$50,000 

Deliverable 6: Release 2 
Kickoff/Product Backlog 
Elaboration Complete 

LARA product owner and the project team has 
completed/ elaborate enough Product Backlog details to 
plan Sprint 1 for release 2  
(For more detail see Product Backlog Elaboration) 

$20,000 

Deliverable 7: Completion 
of story points 871 - 1305 

Accela has completed tasks from the Product Backlog 
that total or exceed the value designated in this 
deliverable          
 (For definition of complete  see Definition of Done and 
Deliverable Acceptance) 

$51,125 

Deliverable 8: Completion 
of story points 1306 - 1704 

Accela has completed tasks from the Product Backlog 
that total or exceed the value designated in this 
deliverable           
(For definition of complete  see Definition of Done and 
Deliverable Acceptance) 

$51,125 

Deliverable 9: Completion 
of story points 1705 - 2175 

Accela has completed tasks from the Product Backlog 
that total or exceed the value designated in this 
deliverable           
(For definition of complete  see Definition of Done and 
Deliverable Acceptance) 

$51,125 

Deliverable 10: Completion 
of story points 2176 - 2610 

Accela has completed tasks from the Product Backlog 
that total or exceed the value designated in this 
deliverable          
(For definition of complete  see Definition of Done and 
Deliverable Acceptance) 

$51,125 

Deliverable 11: Software 
Release 2 (Go Live) 

Release 2 is LIVE in the production environment and 1 
week post production support is completed.  
(For more detail see Software Release to Production pg. 
23 & Post Production support) 

$75,000 

Deliverable 12: Completion 
of story points 2611 - 3045 

Accela has completed tasks from the Product Backlog 
that total or exceed the value designated in this 
deliverable           
(For definition of complete  see Definition of Done and 
Deliverable Acceptance) 

$51,125 

Deliverable 13: Completion 
of story points 3046 - 3508 

Accela has completed tasks from the Product Backlog 
that total or exceed the value designated in this 
deliverable           
(For definition of complete  see Definition of Done and 
Deliverable Acceptance) 

$54,038.67 
 

Total $577,034.67  
 

ASSUMPTIONS 
 

 
TRAVEL  

 There will be approximately 12 onsite trips for the duration of the project.  



 Scrum Master 2 trips (Kick off for each release) 
 Project Manager 4 trips (Kick off, and UAT for each release) 
 Lead implementation Consultant 6 trips (Kick off/UAT for each release and 2 as requested 

development trips) 
 The Agency will not be billed for travel expenses or travel time.  The Agency will not receive expense 

reports or receipts. Should the Agency require more onsite trips than the assumption above, a Change 
Order will be required in advance of the travel? 

 
WARRANTY 

 
See base contract 071B3200042 for details. 

OTHER GENERAL PROVISIONS 
 
Projects Put on Hold: 
It is understood that sometimes Agency priorities are revised requiring the Agency to place the Accela 
implementation on hold.  In such a case, the Agency must send a formal written request sent to Accela in order to put 
the project on hold.  A project can be on hold for up to 90 days without invoking the termination clause (see Services 
Agreement). After that time, Accela can choose to cancel the Statement of Work. If the Agency chooses to re-engage 
at a later date, Accela will provide a new Statement of Work with revised pricing.  
 
When a project is put on hold, a Change Management process will be invoked to: 

 Manage the ramp off of resources and safe-keeping of project artifacts 
 Pro-rate and invoice for partially completed deliverables 
 Transition and re-engagement of resources at the end of the hold period 

 
When a project goes on hold, project resources will be re-deployed and Accela will need a forty-five (45) calendar 
day notice to re-staff the project. Resumption of the project will be dependent upon Accela resourcing timelines. 
 
Expiration 
If the project has not begun within sixty (60) calendar days of SOW signature date, the current scope and terms may 
be renegotiated.  
 
Final Acceptance 
Final Acceptance is defined as Agency turnover to Accela Customer Support for ongoing support and maintenance, 
once the entire project has been accepted by LARA. This occurs post go-live, when the duration of post go-live 
support as defined in deliverable has been completed.   
 
EXPENSES: 
The State will NOT pay for any travel expenses, including hotel, mileage, meals, parking, etc. 
 
PROJECT CONTACTS: 
The designated Agency Product Owner is: 
Barbara Kunkel (LARA) 
<KunkelB1@michigan.gov> 
 
 
The designated Project Manager is: 
Robert Stelter (DTMB)  
<StelterR@michigan.gov> 
 



LOCATION OF WHERE THE WORK IS TO BE PERFORMED: 
Contractor shall perform any on-site work stated herein in Lansing, Michigan. Otherwise, Contractor shall perform 
work remotely. 
 
EXPECTED CONTRACTOR WORK HOURS AND CONDITIONS: 
Work hours are not to exceed eight (8) hours a day, forty (40) hours a week. Normal working hours of 8:00 am to 
5:00 pm are to be observed unless otherwise agreed to in writing. No overtime will be permitted. 
 
 

  



EXHIBIT A - BACKLOG 
 
 
 

BACKLOG STORY POINTS SUMMARY 
 
BACKLOG  Must Have (M)  Should Have (S)  Could Have (C)   Won't Have (W)  TOTAL 

Complaints (Licensure)  97  77  155  0  329 

Complaints (Mfd Housing)  87  280  26  0  393 

Code Official Registration  220  235  0  0  455 

Program Registration  117  276  205  0  598 

Elevator Permit Backlog  1068  288  304  246  1906 

SUBTOTAL  1589  1156  690  246  3681 

Fixed Requirements  1,888 

TOTAL  3477 

 
 
 
 
Project Budget  3508 

Must Have & Fixed Requirements  3477 

Discretionary Non‐M Requirements  31 
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Priority (M
oSC

oW
) 

Story 

A
cceptance C

riteria 

A
ssum

ptions 

C
onfig. (Story 

Points) 

Scripting (Story 
Points) 

R
eports (Story 

Points) 

Total 

M  As a clerk I need to be able to 
create a new complaint 
record so that we can 
investigate and process the 
complaint 

* New record is 
created 
* Record has 
unique number 

* 1 record type 
* Not more than 
20 ASI fields. 5 
ASIT columns 
combined. 
* Not more than 
2 Inspection 
types 

34  13    47 

M  As a citizen I want to be able 
to submit a complaint against 
a licensure so that the state 
can investigate it. 

* able to submit a 
complaint that 
results in the 
creation of a 
unique complaint 
record 

* 1 ACA page 
flow created 

13  34    47 

M  As complaint clerk, I want to 
be able to review the 
complaint so that I can accept 
it or reject it. 

* New complaints 
should show in 
the staff's "Task 
List" 

*No Scripting 
* Out of the box 
auto assign to 
Clerk user group 

3     3 

          

S   As complaint clerk, I want to 
be able to contact the 
licensure to tell him he has a 
violation submitted against 
him. 

* An automated 
email is sent to 
the contact(s) on 
the license 

* License being 
complained 
against is part of 
Accela system 
already 
* Clerk will use 
the information 
from the 
complaint to 
lookup the 
license in the 
system. 
* Clerk will then 
link the 
complaint to the 
license using the 
related records 

3  13    16 



tab. 
* After the 2 
records are 
linked, set a 
workflow task 
status on the 
complaint record 
to trigger 
notification to 
the contacts on 
the license 
record. 

S  As a complainant, I want to be 
able to attach documents to 
my case to support my claims. 

* Documents are 
uploaded against 
the complaint 
record 
* doc types are 
configured 

* Out of the box 
feature 
* doc types are 
configured in the 
system 

3     3 

S  As a complainant, I want to be 
able to submit my complaint 
anonymously so no one 
knows it was me. 

* A complaint 
record is created 
with no 
complainants 

* Enable this 
record for 
anonymous users 
* Out of the box 
functionality 

1     1 

S  As a clerk, I would like to be 
able to look up complaints by 
complainant or respondent so 
I can answer phone calls. 

  * Global Search 
* Out of the box 
feature 

1     1 

S  As an agency, I want to be 
able to link the complaint to 
the license if the violation is 
proven so I can look up 
violations against licenses. 

* There is a direct 
link between 
license and 
complaint 
* License can be 
found by 
searching the 
complaint and 
vice versa 

See S1 above      0 

S  As a clerk, I want to be able to 
take a paper complaint so I 
can create an electronic 
record. 

  * Paper 
complaint will be 
mailed in 
* State staff 
receives the 
application and 
enter it from 
back office. 
* Out of box 
feature. 

1     1 



S  As a complainant, I want to be 
able to check the status of the 
complaint online so I don’t 
have to talk to the 
department. 

* after submittal a 
registered user 
will know the case 
# 
* lookup in ACA 
by case # shows 
ONLY the status 
of the case 

* Complaint is 
not anonymous 
* Complaint was 
submitted from 
ACA 
* Standard 
functionality. 
* only STATUS 
can be seen by 
public after 
submittal 

1  8    9 

S  As staff, I want to be able to 
communicate back and forth 
with the complainant and the 
licensure to get the 
information I need to process 
the application 

  * Turn on "Send 
back” feature to 
send the 
complaint back to 
complainant if 
there is any 
missing info. 
* Communication 
with the 
licensure will be 
done manual by 
email. 

3     3 

S  As a clerk, I want to be able to 
lookup the respondent if it’s 
part of Accela so I can plug it 
back in the complaint.  

  See S1 above      0 

S  As a clerk, I want to be able to 
forward part of the complaint 
to another local code 
enforcement agency at the 
same time continue with the 
part of the complaint 
pertaining to BCC. 

  See number C1 
below 

    0 

S  As a respondent, I want to be 
able to respond to a 
complaint submitted against 
me so I don't get fined. 

  * The respondent 
is a license in 
Accela already. 
* When clerk 
links complaint to 
license, it should 
show in 
respondent ACA 
* Using 
application 
status, control 
who can see the 
complaint 
(Respondent or 

3  3    6 



Complainant)  
* Use "Send 
back" feature. 

S  Staff would like to be able to 
generate a Case report 

* case report 
from data fields 
and workflow 
journaling 

* 1 report     31  31 

S  Staff would like to be able to 
ensure that all fines/fees have 
been paid before a case can 
be closed 

*apply validation 
for zero balance 
checks to 
workflow 

* assumes up to 
3 validation 
points 

3  3    6 

        

C  As a clerk, I want to be able to 
add the fee/fine from the 
“Final Order” so that the 
respondent can pay it. 

  * Fee is added 
from UI 
* NO SCRIPTING 

1     1 

C   As a clerk, I want to be able to 
suspend a license so that the 
license owner cannot 
continue work 

  * Using 
conditions 

3     3 

C  As a clerk, I want to be able to 
revoke a license so that the 
owner may never use it again 

  * Using record 
status 
* No Scripting 
* Status changed 
manually from 
status tab or 
from workflow 

1     1 

C  As a clerk, I want to be able to 
submit a complaint from the 
AIR (Annual Inspection 
Report) so that the 
respondent can fix the issues 
that the inspectors found. 

  * Clerk creates 
record manually. 

1     1 

C  As a clerk I need to be able to 
generate an AIR report 

  * ad hoc report     13  13 

C  As a clerk I want to be able to 
create a Request for 
Information letter, reflect this 
status in the system and set a 
due date so that we can track 
the process correctly 

* create a Req. for 
Information letter 
* change record 
status to reflect 
request 
* apply a due date 

* 1 letter 
* 3 quick queries 
* 1 aging report 
* config. and 
scripting to 
implement 

3  8  31  42 



to the request 
* create a quick 
query to easily 
see these 
requests 
* create a report 
to track aging 

C  Staff would like to send a 
notification via email when 
BPL is assigned the case 

* align 
assignment with a 
workflow 
task/status 
* send email to 
standard account 
* allow task 
assignment 

* BPL sets a 
standard email 
account 
* BPL user is a 
previously 
defined Accela 
user 

3  5    8 

C  Staff would like to create and 
send a Closure letter 

* email closure 
notification 
* set record 
status 
* generate 
closure letter 
template as Word 
doc 

* assumes 
information from 
complaint record 
is put into a letter 
template so that 
Clerk can adjust 
accordingly 
* can be attached 
to record via 
EDMS 

3  5  13  21 

C  Staff would like to generate 
and send a Formal Letter of 
Complaint 

* email  
notification 
* set record 
status 
* generate letter 
template as Word 
doc 

* assumes 
information from 
complaint record 
is put into a letter 
template so that 
Clerk can adjust 
accordingly 
* can be attached 
to record via 
EDMS 

3  5  13  21 

C  Staff would like to have due 
dates tracked so that 
response times can be 
tracked 

* create an aging 
record for record 
status 

* assumes a 
single report that 
tracks aging for v 
tasks and status 

3  5  18  26 

C  Staff would like to be able to 
generate a hearing report 

* information 
collected in either 
ASI and/or task 
details 

* 1 report     18  18 

      Totals  90  102 137  329 
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M Staff would like to be able to create a 
new complaint record in the back 
office 

* Single Record Type 
created for MH 
complaint 
* Basic attributes of the 
custom fields, 
workflow, fee 
schedule, etc. defined 
Should be able to 
provide complainant 
contact information for 
follow up 
• Should be able to 
provide general 
information about 
issue such as date, 
description, park 
location, etc. 
• Should be able to 
submit the complaint 
and then track 
resolution on line once 
a case is created 
• A unique case should 
be created for the 
complaint with a 
unique case number 

* no automation 
included in the 
framework other than 
basic license scripting 
for expiration 

34 0  34 

M Complainant would like to be able to 
create a new complaint record on line 

• Complainant should 
be able to fill out a 
complaint with 
necessary information 
and have a unique 
record created 
• should be in sync 
with a record created 
using the back office 

* 1 ACA page flow 
and help / 
instructional text 

34 13  47 

M Complainant would like to be able to 
submit a complaint anonymously 

• All facets of a case 
submittal should be 
able to be 
accomplished by a 
citizen anonymously. 

 5   5 



M As staff I need the ability to receive a 
paper complaint and generate a 
system case 

• A paper complaint 
should be able to be 
entered by hand 
through the back office 
by staff. 
• Upon submittal a new 
case should be 
assigned a unique 
case number 
• A case created by 
staff should be able to 
accommodate either a 
specified or 
anonymous 
complainant 

* assumes paper 
complaint is 
accommodated using 
basic record creation 
in back office 

1   1 

M Staff would like to have a workflow that 
is a simple task structure 

• Be able to create a 
new case with the 
workflow structure in 
tact 
• Be able to step 
through the workflow 
using all tasks and 
status  provided 
• Be able to “cycle” 
through workflow as 
necessary 
• Be able to override 
workflow as supervisor 
when appropriate 
• Be able to close a 
case and it’s workflow 

* Workflow and tasks 
included in main 
record creation. 

0   0 

          

S As Staff I would like to be able to 
lookup complaint by complainant or 
respondent so I can take action on a 
case 

• Complaint type 
should be captured at 
submittal 
• Complaint type 
should be modifiable 
by staff to ensure 
proper categorization 
• Complainant 
information should be 
captured at submittal 
• System searches 
should be incorporated 
into the training and as 
appropriate the 
solution 

* standard out of the 
box functionality to be 
used 
* Uses ASI, contact 
type, and record type 
information that is to 
be configured for 
searching 

3  0 3 

S As a complainant It would be ideal to 
have a unique case and case number 
assigned for each new submittal 

* record type is created 
with a unique record 
number 
• The case number 
should be able to be 
searched for by the on 

* assumes base 
functionality 

0   0 



line users (when not 
anonymous) and by 
State staff 

S As staff I would like to be able to 
create a new case and attach 
documents and evidentiary information 
as necessary 

• Staff should be able 
to attach electronic 
docs (pictures, letters, 
pdf, word, etc.) to a 
case 
* Categories for 
attachments created 
as described by SME 

* attachment 
categories configured 
* turn on Elect Doc 
Mgmt. for record type 

5 5  10 

S As a complainant I would like to be 
able to create a new case submittal 
and attach documents and evidentiary 
information as necessary 

• On line users should 
be able to attach 
electronic docs to a 
case (photos, letters, 
etc.) 
• Electronic docs 
attached to the case 
should be able to be 
categorized (photo, 
other?) 

* registered users 
could attach docs at 
any time 
* anonymous users 
may attach only at 
submittal 
* system max 
thresholds and doc 
type limitations as set 
by agency apply 

1 3  4 

S The complainant would like to be able 
to look up the status of the case 
without having to bother the dept. 
(online) 

• Case number should 
be provided to the 
complainant upon 
submittal 
• Complainant should 
receive email (when 
not anonymous) that 
confirms case number 
• Case number search 
in ACA should be 
provided and return 
ONLY certain aspects 
of the case 

* ACA should only 
show status after 
submittal to a 
complainant 

5 5  10 

S As staff I would like to be able to send 
an email or letter to the complainant 
requesting more information 

• If an email is 
specified for an online 
account, send an email 
to the complainant 
when additional 
information is 
requested 
• Create a letter for 
requesting more 
information that can be 
sent to complainant 
• Change status of 
case to reflect more 
information has been 
requested 

* 1 simple report 
(letter) to be created 
* 1 simple email to be 
created and 
automated to send 
based on workflow 
* create report as a 
word doc 
* allow staff to save to 
EDMS as necessary 
after editing 

8 8 18 34 

S Staff would like to be able to evaluate 
and as necessary reassign internally 
or externally 

• The workflow process 
of the case should be 
able to be assigned to 
specified staff  

* system security 
restrictions may apply 
* manual assignment 
and due date using 
workflow 

2   2 



S Staff would like to be able to search for 
related complaint information and 
license information in the system when 
evaluating a case 

• Be able to search for 
related records 
(including complaints) 
based on: 
• Address 
• Licensed 
Professional 
• Case Number 
• Contact 

* assumes standard 
production 
functionality - out of 
box 

1   1 

S Staff would like to have a letter 
template for sending to complainant 
and copy respondent with a Closure 
Letter. 

• Create a notification 
letter  
• Create a closure 
letter 

* assumes two letters 
to be created 
* assumes word doc 
template to be 
created 
* assumes that docs 
can be attached to 
record EDMS 

2  31 33 

S Staff would like to be able to forward 
case information to a “local 
jurisdiction” as necessary (is there a 
standard format for this?) 

• Create a case log 
report that can be used 
to send to external 
jurisdictions when 
necessary. 
• Be able to attach the 
report to the case 

* assumes 1 case log 
report to be created  
* assumes only basic 
crystal report queries 
to be used without 
complex logic 
* subject to crystal 
report formatting.  If 
formatting must be 
compliant with a 
prescribed format 
then formatting may 
become more 
complex. 

  18 18 

S Staff would like to be able to generate 
a formal letter of complaint template 
from system collected information. 

• Create formal letter of 
complaint 
• Be able to modify the 
letter of complaint as 
necessary in word 
• Be able to attach the 
modified letter to the 
case 

* 1 simple report 
(letter) to be created 
* create report as a 
word doc 
* allow staff to save to 
EDMS as necessary 
after editing 

  13 13 

S Staff would like to have due dates 
tracked for response times after 
complaint letter is sent. 

• Create a status for 
the case that reflects 
when requests or 
notifications have been 
made of complainant 
or respondent. 
• Set a due date for 
timely response 
• create a quick query 
for easily displaying 
records waiting for 
requests / notifications 
* create a report  

* assumes 2 quick 
queries 
* 2 reports 

5  31 36 

S Staff would like to have a way to list 
cases that have due dates that are 
ready for response/action or overdue 
etc. 

* create a report for 
each case status to 
track 

* assumes each 
status to be tracked 
will be a separate 
report 

  31 31 



* assumes 2 status 
reports 

S Staff would like to be able to document 
the Hearing Report / Results on the 
case as well as the Final order. 

• Using workflow tasks 
staff can make brief 
notes about rulings 
• Electronic docs that 
are published by 
commissions, 
inspectors, courts, etc. 
should be able to be 
attached to the case 

* assumes that a 
simple asi group, task 
notes to be used 
* assumes that doc 
types are to be 
created  
* assumes using 
Agency standard 
EDMS 

5   5 

S Staff would like to be able to create 
and send to the complainant and 
respondent a letter “The Final Order” 

• Should the final order 
come from information 
collected on the case 
or a hearing body or 
other? 
• We can generate a 
template based on 
information in fields 
and allow the staff to 
augment as necessary 
with other information 
• Should be able to 
attach the final version 
of this doc that is sent 
to the complainant to 
the case  

* assumes one report 
to be created based 
on information 
contained in the 
record 
* assumes word doc 
format so that it can 
be edited 
* Uses Agency 
standard EDMS 

  18 18 

S Staff would like to be able to assess 
and invoice fees 

• Create a simple fee 
schedule that utilized a 
single manual fee 
assessment 

* assumes this simple 
fee strategy is 
included in main 
record creation 

0   0 

S Staff needs to be able to assess, 
invoice and pay fine/fees 

• Checks should be 
submitted to finance 
and use the C3 
process 
• CC payments should 
be redirected to 
finance and use C3 
process 
• Finance dept. should 
provide receipt of 
payment to customer  
• <this needs to be 
discussed further!!> 

* assumes no ACA 
ability to pay will be 
provided 
* assumes payment 
made via check to 
Finance and uses C3 
process 
* assumes Staff will 
indicated payment in 
AA back office 
* assumes that 
workflow will include 
automation that 
verifies payment 
when fines are 
assessed 

5   5 

S Staff needs to be able to generate an 
AIR (annual inspection report) for the 
year based on the violation from all 
parks based on the system information 
gathered. 

• Create an adhoc 
report that will list all 
annual inspections for 
the year 

   13 13 



S Staff would like to be able to control 
who has permission to Lock/Hold and 
change the status of a License 

• Ensure that only staff 
with proper security 
can control 
lock/hold/notice 

* create a User Group 
for the Complaints 
staff 
* only allow 
Complaints staff to 
see details of a 
complaint 
* only staff that are 
part of the licensing 
agency or who are 
authorized to place / 
update a 
lock/hold/notice 

13   13 

S Staff needs to be able to issue one 
letter to the respondent to advice of 
the violation before expediting the 
process to a formal hearing. 

• Create a notice of 
violation report that 
can be sent by mail to 
respondent 
• Be able to attach the 
letter to the case 
• Be able to reflect the 
notification in the 
workflow of the 
process 
• Be able to set a due 
date for response by 
the respondent 
• Be able to track when 
a response has not 
been received and 
take the next step 

* report for notice of 
violation 
* report for tracking 
NOVs 

  31 31 

        

C As staff I would like the complainant to 
receive an email verifying the receipt 
of a complaint with the unique case 
no. 

• Except for 
anonymous users, 
email information 
should be collected at 
submittal 
• When an email is 
present then 
confirmation of the 
case will be sent via 
email to the 
complainant. 
• The email should 
verify basics of the 
case incl. case number 
• The email should be 
sent automatically by 
the system when the 
case is created 
• A follow up email 
should be sent to 
confirm that staff initial 
review has been 

* assumes 2 different 
emails at 2 points in 
workflow 
* assumes no reports 
(letters) 
* assumes very 
limited information to 
be provided (security) 

8   8 



performed 
• A follow up email 
should be sent when 
(other points of 
workflow?) 

C Staff would like cases that should be 
directed to BPL or another State 
Agency to be sent to a standard email 
account 

• Define a strategy for 
using the Reference 
Contact data set that 
specifies a CONTACT 
TYPE for case 
escalation.  These 
contacts should 
include email and mail 
information that can be 
used when escalating 
a case 
• Send an email to this 
contact when 
escalation occurs 

* This is an optional 
idea considered 
during workshops 
that may help track 
and streamline 
working with 
agencies that are 
external to Accela 
* story points are 
unqualified estimates 
ONLY as the full 
scope of this strategy 
has not been 
evaluated 

5 13  18 

C Staff needs the ability to take action on 
the license. 

• Allow authorized staff 
to be able to place 
lock/hold/notice on a 
license when it is 
determined that a 
complaint warrants 
such activity 
• Who should be 
notified? 

* assumes manual 
ability for staff to 
place lock / hold / 
notice 
* assumes manual 
ability for staff to 
relate a complaint to 
a license 
* no notification 
included to licensee 
at this time 

0   0 

   Totals 142 47 204 393 
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M 

Staff would like to be able to 
have all Code Officials 
Registered in the system with a 
unique registration number 
that reflects applicable 
information  

* Code Official 
Registration 
Record created 
* Unique Record 
Identifier  

* 2 rec types 
created 
(application / 
registration)  

31  31 

62 

M 

Staff would like Code Officials 
to be able to apply online to 
make the application process 
more efficient 

* Code official can 
submit 
information and 
create a new 
application 

* 1 page flow for 
ACA application 

31  31 

62 

M 

Code Official can pay for 
application online 

* include the 
redirect to CEPAS 
* include the 
paper check and 
CEPAS payment 
process as 
implemented for 
plan review 

 
13  18 

 
31 

M 

Staff should be able to charge 
$75 for a 3 year registration or 
a prorated amount based on 
years remaining in the cycle 

* create basic fee 
schedule   

2  3 
 

5 

M 

As staff I need to have access 
to legacy data from our current 
system.   Assumes state 
will provide a delaminated text 
file. Which can be converted 
into ORA SQL tables.  
 
 

 

Assumes this will 
be from a CSV file 
and will be 
approx. 2,000 
records. Will 
have to create an 
Accela account 
for each. State 
will handle 
notifying public 
 

  60    60 

               

S  Code Official would like to be 
able to renew registration on 

* Code Official can 
renew registration  

* 1 page flow for 
ACA application 

31  18    49 



line 

S  Applicant would like to be able 
to provide license info or work 
history as electronic 
attachments with the 
application 

* include EDMS 
* configure doc 
groups 

* configure doc 
types 
* applicant can 
submit anytime 
* notify Staff 
when new info 
submitted 

3  8    11 

S  Ensure that payment is made in 
full before review and approval 

*key points in 
workflow validate 
payment of 
assessed fees has 
been completed 
before continuing 
* if online 
application 
specifies paper 
check then ensure 
a record status 
reflects  
*  

* 2 workflow 
validation scripts 
* 

3  3    6 

S  Staff needs to be able to 
contact an application and 
request move information 

* send email 
* send letter 
* update record 
status 
* set due date for 
applicant 
* create a report 
to track requests 
for info 
* create a quick 
query 

  36  13    49 

S  Staff would like to be able to 
issue an approval letter 

* generate an 
approval letter  
* create the letter 
as a word doc 
* allow modified 
letter to be 
attached as 
electronic doc 
* tie approval 
letter to workflow 

* quick query for 
approved 
* word doc letter 
(report) 
* use out of box 
EDMS 

16  8    24 

S  Staff would like the renewal 
process to be automated to 
occur every 3 years  

* develop a 
renewal process 
that includes 
(expiration, batch 
processing, and 

*2 batch 
processes 
* report to show 
expired 
registrations 

21  31    52 



online renewal)  * quick query to 
show about to 
expire and 
expired 
registrations 

S  Staff would like Code Officials 
to receive a letter notification 
for expiration 

*about to expire 
letter 
*expiration letter 

*2 letters 
* 2 emails 

44     44 

      Totals  231  224  0 455 
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R
eports (Story Points) 

Total 

M  Staff would like a Record 
created in the system that will 
allow for all attributes of an 
elevator to be tracked for the 
permit 

* Single Record 
Type created for 
Program 
Registration 
* Basic attributes 
of the custom 
fields, workflow, 
fee schedule, etc. 
defined 

no automation 
included in the 
framework other 
than basic license 
scripting for 
expiration 

34  34    68 

M  Coordinator would like to be 
able to submit an application 
for a program online to 
streamline the application 
process 

• Coordinator 
should be able to 
fill out an 
application with 
necessary 
information  
• Only 
coordinators with 
required 
qualifications 
should be able to 
apply (don’t think 
there is any real 
way to do this 
today!) 
* One Online Page 
Flow is designed 
for permit 
application 

* 1 ACA page 
flow and help / 
instructional text 
* assumes that 
there is not an 
ability to pre‐
qualify 
coordinator 

34  13    47 

M  Coordinator would like to be 
able to create an online 
account so they can manage 
their business on line 

* Coordinator 
should be able to 
login and create 
an account 

core product 
functionality 

2     2 

          



S  Staff would like to ensure that 
New Code changes can be 
worked into existing Programs 
so that program qualifications 
are kept up to date 

• Staff should be 
able to search 
programs based 
on what code 
applies (BLD, ELEC, 
MECH, PLUMB) 
• Staff should be 
able to manually 
mark programs 
that need to be 
verified based on 
a code update 
• Staff should be 
able to 
automatically run 
a batch that marks 
programs for 
verification 
following a code 
update 

* In order to 
automate this, it 
will be necessary 
to collect 
required data on 
application 
* any data 
converted must 
be in the same 
format as 
designed for 
future use 

13  34    47 

S  Staff needs the ability to 
contact Companies to advise of 
changes to ensure coordinators 
keep qualifications up to date 

• Staff should be 
able to send an 
email to 
coordinators when 
a program needs 
to be updated 
after a code 
change 
• Staff should be 
able to send a 
letter 
An amendment / 
renewal should be 
created for 
programs 
requiring update 
online  

* Once a program 
has been marked 
as requiring an 
update due to a 
code change, A 
Batch can send 
an email to the 
company / 
coordinator.  
* A distinct 
record type for 
the renewal will 
be needed 
* A distinct 
record type for 
the amendment 
of a program will 
be needed 

34  34    68 

S  Coordinator would like to be 
able to provide course material 
/ example as electronic 
attachments with the 
application to ensure all 
information is provided for 
application 

• Coordinators 
should be able to 
attach electronic 
documents 
• Coordinators 
should be able to 
mark the 
attachments as 
certain types of 
documents 

* configuration to 
include proper 
categories 
* only allow 
attachments to 
be submitted at 
specific points in 
the online 
process 
* when a doc is 

13  13    26 



(course material, 
syllabus, example, 
etc.) 

submitted / 
updated staff 
needs to be 
aware of the 
activity 

S  Coordinator would like to be 
able to pay online at the time 
of application submittal to 
simplify the payment process 

• Coordinators 
should be able to 
submit payment 
as part of the 
application 
• Coordinators 
should have fees 
assessed based on 
fee schedule 

* use the 
functionality for 
CEPAS that exists 
for plan review 
today 

13  21    34 

S  Staff needs to be able to 
accommodate a paper 
submittal even after system 
deployment so that customers 
without online access are 
supported 

• Checks sent by 
applicant should 
be directed to the 
finance dept. and 
as part of the C3 
process then 
redirected back to 
the staff 
• When an 
applicant submits 
on line and sends 
a paper check, it 
needs to be clearly 
marked via status 
until payment is 
received 

C3 and CEPAS 
functionality 

1     1 

S  Staff needs to be able to issue 
an approval letter for an 
approved course to ensure that 
the coordinator receives 
proper notification easily 

• Change the 
status of the 
program to reflect  
approval 
• Send letter to 
coordinator 
Send email to 
applicant 

* record status 
and task update 
* create an 
approval letter 
* email applicant 
* set expiration 
of program for 36 
months 

8  8  13  29 

S  A Coordinator needs to be able 
to specify that a course applies 
to multiple categories for a 
submittal to ensure that all 
relevant trades are associated 
and tracked for review 

• Capture the 
necessary 
categories on 
application 
submittal 
Allow staff to see 
the categories and 
verify 

* include 
appropriate 
checkboxes for 
online intake 

1     1 



S  Staff needs to charge $150 per 
course submittal in order to 
comply with the fee schedule 

Apply the fee for 
each application 

* create basic fee 
and allow for 
manual 
application 

1     1 

S  Staff would like course reviews 
to occur simultaneously to 
ensure that reviews are done 
efficiently and completely 

• Define system 
workflow tasks so 
that reviews occur 
simultaneously 
Define system 
workflow to 
ensure that all 
reviews are 
approved before 
continuing with 
process 

* Basic parallel 
processing used 
by system 

1     1 

S  Staff needs to be able to keep 
track of code changes and the 
need to reflect for a course to 
be updated so that effected 
programs can be notified and 
updated when appropriate 

Include the 
tracking of code 
changes and 
renewal for trades 

* for a more 
formal tracking 
process a record 
that mandates a 
renewal (early) 
due to code 
change will be 
necessary 
* distinct record 
that also set the 
expiration based 
on due date for 
compliance 

34  34    68 

        

C  Staff would like to ensure that 
payment in full online is 
completed prior to application 
review to ensure that payment 
is not overlooked 

• Before a 
program is 
assigned to staff 
for review, the 
payment should 
be paid in full 
• The system 
should clearly 
mark by status the 
applications that 
are ready/not 
ready for review 
• The system 
should purge 
partial 
applications after 

* incorporated 
basic fee 
payment at 
points in the 
workflow ‐ i.e. 
submittal 
* include record 
status that 
reflects submittal 
with and without 
payment 
*create a batch 
program that will 
detect TEMP 
records that have 
not been 

13  21    34 



they age (how 
long?  6 months? 
Other?) 

completed and 
are older than 6 
months and 
purge 
* create unique 
TMP record 
identifier 

C  Staff would like to ensure that 
payment can be made for 
multiple course submittal at 
once to make payments easy 
for customers 

• ACA shopping 
cart should be 
able to be used as 
system designed 

* core system 
functionality  
* uses existing 
CEPAS 
functionality 

1     1 

C  Staff needs to be able to 
contact a coordinator asking 
for additional information via 
email to ensure that missing 
information is collected 

• Change the 
status of a 
program record to 
clearly note that 
more info is 
required 
• Sends email to 
the applicant 

*create a 
notification letter 
* base on 
Workflow 
* update status 
* email applicant 

8  8  13  29 

C  Staff needs to ensure that an 
application applies to only 1 
course at a time so that there is 
no misunderstanding in the 
application and approval 
process. 

• Staff can review 
the application 
and verify 
manually that 1 
course is 
described 
Informational text 
should direct the 
applicant to only 
submit 1 course 
per application 

* this is a manual 
review 

1     1 

C  Staff needs to direct reviews to 
Chiefs based on the categories 
specified (Code Inspector / 
Official Classification) so that 
all applicable trades are 
reviewed for program 
qualifications 

• Allow the staff 
to manually 
determine the 
chiefs to provide 
reviews 
Automate the 
system to 
determine the 
reviews required 
based on the 
categories 
selected 

* this assumes 
automated 
review based on 
checked 
categories 

1  8    9 



C  Staff needs to be able to 
process Trade reviews within 7 
business days 

• When trade 
reviews are 
assigned set the 
review due date to 
be 7 business days 
• Create a global 
quick query where 
overdue reviews 
can be easily 
identified 
Assign the review 
to the correct 
group / individual 
as necessary 

* set due dates 
for reviews when 
assigned 

8  8    16 

C  Staff needs to be able to 
generate a current course list 
(with basic course info) so that 
they can post the information 
online. 

Create a report 
that shows what 
programs are 
current – PDF XML 
or Word Doc 

*report for 
course list to be 
produced in PDF, 
Word or XML 
format 

   13  13 

C  Staff needs to be able to put 
renewals through a review 
process so that the renewal 
process for review is in sync 
with that of original application 

• Create an 
amendment 
process that 
occurs on a 
periodic basis 
• Ensure that 
program status is 
updated to reflect 
renewal 
Ensure that 
program status 
can show expired 
programs 

* ensure that 
renewals 
submitted by the 
coordinator have 
been paid for 
prior to review 
* 

34  34    68 

C  Staff would like the ability to 
notify all course coordinators 
that their course may require 
updating based on the trades 
implementing a code change to 
ensure the programs are 
updated efficiently 

• Send mail to 
program 
coordinators 
advising of course 
update 
verification 
• Send email 
• Update program 
status 
Set a due date for 
coordinators to 
comply or the 
course may be 
marked as out of 
date 

* create a report 
(letter) for all 
coordinators that 
lists what code 
discipline has 
been updated 
and the courses 
they have active 
that are affected. 
* develop a batch 
solution for this 
process that will 
email all 
coordinators 

  34    34 

      Totals  255  304  39  598 
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Total 

M As an inspector I need the ability 
to verify witnessing an 
acceptance test.  

*click a box - pass or 
fail 

ASI added to an 
inspection 
summary and then 
may need to be 
scripted to copy 
back to a table for 
tracking 

3 5    8 

M As an Owner/User I should be 
able to submit an Accident report 
online for an elevator so that it is 
received and reviewed by the 
division more timely for evaluation 
purposes than mail email.  

* An owner/user  can 
go on line and create 
an accident report 
for a Serial 
* The Accident is 
related automatically 
to a serial 
* Work flow process 
is executed when an 
accident report is 
submitted that 
ensures timely 
review of the 
accident 
* A notice is sent 
immediately to 
internal State Staff 
that alerts them of 
the accident 
submittal 

* A Unique Record 
Type must be 
created that can be 
related to a Serial  
* Online ACA page 
flow to be created 
* no fees or 
inspections are 
associated to this 
process 

34 13   47 

M As management I would like an 
elevator accident report 
notification immediately so we 
can track and ensure accidents 
are addressed properly 

TBD * An adhoc report 
that lists accidents 
for a serial along 
with location 
information and 
accident 
information 

    13 13 

M staff would like the ability to find 
historical accident information  

*Data is loaded and 
visible per the 
approved mapping 
document 

* assumes the 
accident 
information is 
contained within the 
permit information 
today 
* does this need to 

      0 



be extracted and 
isolated? 

M As an Inspector, I need accident 
report notification automatically 
assigned to my tasks like permits 
and have a comment field to be 
able to make comments  

Standardized 
comments (click 
boxes) 

Need to understand 
what the 
assignment would 
be based on. 

0 15   15 

M As management I need the 
system to create an 
account/billing number when a 
new serial device is added or 
allow user to select an existing 
account # 

Is this a request to 
create and use trust 
accounts?  

NEED MORE INFO 0      0 

M As staff,  I need the ability to 
search by account number and 
location number 

What is the account 
number? 

NEED MORE INFO 0      0 

M As an inspector I need the ability 
to record my mileage in AMO at 
each inspection or stop 

turn on product 
functionality related 
to inspection 
mileage tracking 

* No scripting, just 
config. 

3     3 

M As an Inspector I need the ability 
to record detailed information for 
each inspection  

* create standard 
comments 

* product provides 
a text box as a 
standard 
component of 
inspections that 
allows an inspector 
to capture / journal 
result information 
from an inspection 

5      5 

M As an Inspector I need the ability 
to record if an elevating device 
has been Sealed Out of Service 
(SOS) 

*BD - Building Torn 
Down 
*Do - Dormant 
*NC - 
noncompliance of 
Correction Orders 
*NP - nonpayment of 
invoices 
*OW -  Owner's 
Request 
*Safety Violations 
*UO - Unit Torn Out 

* did not discuss 
during workshops 
so I may be missing 
something, but I'm 
making assumption 
that would require 
1) new record 
status 2) 
lock/hold/notice 3) 
not sure how to or if 
automation is 
possible 

3      3 

M As a Contractor I need the ability 
to request a device to be used for 
temporary purposes  via a 
template/form  to be submitted to 
the division  

  * is this simply a 
standalone device 
type? 

20      20 



M As a Contractor I need the ability 
to request overtime for an 
inspection via a template /form to 
be submitted to the division  

  This could be done 
today by a 
contractor placing a 
note on the 
inspection request - 
or data could be 
collected for a more 
automated solution 

10      10 

M As Staff I need the ability to verify 
an inspector is keeping current by 
recording their weekly inspection 
activity 

  *ad hoc report for 
activity 
*quick query to 
easily show 
inspections for a 
time period 

3   13  16 

M Staff would like to ensure that a 
Periodic Renewal process is 
automated for all Serials to 
ensure that elevators are 
scheduled for inspections and 
renewal in a timely fashion 

* each record type is 
defined with an 
accurate renewal 
period 
* each record type 
has an associated 
amendment for 
Renewal created 
that controls the 
Active / Expiration 
status of the Serial 
* each record type 
has a batch process 
that executes daily 
to automate the 
expiration 
* each amendment 
facilitates the 
expiration and 
inspection process 
for renewal 
* each renewal 
notifies the 
Contractor / Owner 
by email 
* each renewal 
notifies the 
Contractor / Owner 
via on line account 
status 
* each renewal 
notifies the 
Contractor / Owner 
by letter 

* assumes that the 
renewal process / 
amendment / 
notifications are 
created for multiple 
record types  that 
include a single 
device type 

89 55   144 



M As an inspector I should be able 
to add a correction order violation 
to the serial so there is proper 
tracking 

* create a new 
record that is 
attached to the 
Serial Record 
* create a notice on 
the Serial that 
specifies the 
violation until 
resolved 
* ensure that the 
violation can stop 
the SERIAL from 
being renewed 

* assumes that the 
creation of the 
violation can be 
related to the 
SERIAL, a 
PERMIT, or a 
Contractor using 
system related 
record functionality 

34 34   68 

M As an Inspector, I need a 
correction order with a severity of 
3 to show up in my tasks for 
follow up.  

  script to evaluate 
correction order 
severity and auto 
create an 
inspection and 
assign 

  5    5 

M As an inspector I need  the ability 
to issue a correction order with 
the capability to email issued 
correction orders to owner/site or 
have it printed and mailed from 
the office 

  * correction order 
letter 

    13  13 

M As an inspector I need  the ability 
to comply corrections orders at 
time of inspection 

  * based on type of 
inspection and the 
result create up to 3 
versions of this 
compliance 
automation 

  5    5 

M As an Inspector, I need the ability 
to indicate the severity of a 
correction order 

system to default to 
a severity of 1= low 
severity - follow up 
by inspector not 
required- 2= 
moderate severity 
follow up required at 
next inspection, 3 = 
severe - follow up 
required (no COO 
issued) 

Severity Custom 
Field <dropdown> 

1     1 

M As management I need the 
system to create an  invoice after 
an inspection is performed which 
can  be emailed or mailed to the  
elevator owner/billing  

  * invoice report     18  18 



M As management I need the 
system to create an  invoice after 
an inspection is performed which 
can  be emailed or mailed to the  
elevator owner/billing via Inter-
Account Billing  thru the State of 
Michigan  

  * invoice report IAB 
* assumes the 
basic invoice is 
adjusted 

    13  13 

M As management I need the 
system to create a past due 
invoice if the owner has not paid 
the original invoice after an 
inspection is performed which can  
be emailed or mailed to the  
elevator owner/billing  

  * past due invoice 
report 
* assumes the 
basic invoice is 
adjusted 

    5  5 

M As management I need the 
system to create an  invoice if 
billing information is updated and 
inspections need to be rebilled 
which can  be emailed or mailed 
to the  elevator owner/billing  

  * should not require 
any config or report 
development 

1      1 

M As management I need the 
system to utilize existing account 
numbers converted from BRIDGE 
to create an invoice to be emailed 
or mailed to the  elevator 
owner/billing after the inspection 
is performed 

  * is this accounted 
for in the data 
conversion? 

0      0 

M As management I need the 
system to create account  
numbers per for owner/billing 
address so all elevators 
owned/managed by one entity 
can be batch invoiced 

  All invoices will be 
associated to a 
contact so this 
should be handled 
by the out of box 
functionality 

0      0 

M As an inspector I need the ability 
to delay invoicing until all 
elevators at the same location are 
inspected.  

Assumes invoicing is 
automatic after 
inspection entered, 
but the inspector can 
check a box to delay 
until all completed. 

more information 
needed 

0      0 

M As an inspector, I need "delayed 
invoicing" selections needs to 
stay in my tasks. 

  more information 
needed 

0      0 

M As staff I need the ability to run a 
current or specific timeframe 
query for all Delayed billing for 
evaluation 

   This will be a quick 
quarry that can be 
run at will. It more 
of a training task 
that State can 
tackle 

0      0 

M As an owner I need the ability to 
pay my invoice partially or in full 

  partial payments 
cannot be handled 

10     10 



on line with a credit card. via CEPAS today -  

M As a Contractor I should be able 
to create an Online Account so 
that I can manage my business 
with the State 

Shall allow a 
contractor to 
associate with state 
licenses 

* No Scripting.  
* Shall utilize 
standard system 
functionality to 
allow for an 
account to be 
created that is 
secure  
* Uses the out of 
the box sign up 
functionality. 

1     1 

M As management I need the 
system to utilize existing location 
numbers for each serial to 
associate existing contact 
information and facilitate location 
name changes 

Staff needs the 
ability to change a 
location name for all 
elevators at the 
same location by 
changing 1 location  
# 

Need more 
information - 
Location 
information is 
collected - why do 
we need to number 
the location? 
Believe this will be 
handled with the 
out of box 
functionality of 
Accela 

0     0 

M As management I need the 
system to create a location 
number when a new serial device 
is added or allow user to select 
an existing location # 

  Need more 
information - 
Location 
information is 
collected - why do 
we need to number 
the location? 
Believe this will be 
handled with the 
out of box 
functionality of 
Accela 

0     0 

M As a contractor I should be able 
to submit an application online for 
an installation/alteration permit  to 
an elevator so that I can 
efficiently conduct permitting 
business with the State 

* This amendment 
(Alteration) should 
be against the 
SERIAL and not the 
original construction 
permit. 
* The amendment 
should be created 
and automatically 
related to the Serial 

* assumes that a 
single amendment 
can work for either 
single / multiple 
serial types. 

34 34   68 



M If  an alteration permit is selected 
a serial # will not be created but 
existing serial#  will be required 
information on the permit  
Staff would like a Record created 
in the system that will allow for all 
attributes of an elevator to be 
tracked for the permit 

* multiple Record 
Types (one per 
device type) capable 
of specifying the 
device type and 
corresponding 
attributes 
 is issued 
* The ACA Page 
flows will require 
minimal scripting to 
only show/collect 
appropriate 
attributes  

* This is the single 
record type strategy 
and  

89 34   123 

M Staff would like the information 
from the historical permits to be 
synchronized to fit with the new 
permit record design 

* Multiple executions 
of the data 
conversion have 
been executed 
allowing the team to 
refine the data 
mapping 

 
This will be handled 
via data 
conversions 

      0 

M When Applying online for a permit 
I expect to be able to pay online 
with cc  

* Implement ACA 
payment consistently 
with existing 
functionality found 
with Plan Review 
process 
* Redirect to CEPAS 
successfully 
* Include user 
instructions that help 
an applicant 
understand next 
steps 
* Submit and create 
a real record that is 
accessible in the 
back office with 
appropriate status 
reflecting payment 

* significant 
workshops are 
typically necessary 
for users to refine 
messaging online 
* each individual 
rec type will require 
this LOE in order to 
implement the page 
flow process 
properly 

13 13   26 



M Staff would like the ability to find 
historical permit information in the 
system for research ability 

*Data is loaded and 
visible per the 
approved mapping 
document 

* client will provide 
data that has been 
scrubbed, 
normalized, etc. for 
the creation of 
oracle sql tables 
* all historical 
information from 
different datasets 
must be migrated 
into an Oracle SQL 
table 
*Standard Accela 
staging tables 
would be created 
from the 
information Loaded 
into Oracle SQL 
tables 
* Using the data 
from the staging 
tables fields will be 
mapped using the 
data conversion 
tool 

      0 

M As a contractor I need the ability 
to review all my permits and their 
status they are in with sorting 
capabilities. 

 general product 
functionality 
determines User 
experience 
including sorting 

1      1 

M As a contractor I would like all my 
permits to associate with my 
Online account 

  general product 
functionality 

1      1 

M As an Inspector, I need the ability 
to "reinstate" or keep a permit 
from auto closing 

  Product provides 
an expiration portal 
that allows users in 
the back office to 
change the 
expiration date 

1     1 

M As a Contactor, I need the ability 
to "reinstate" or keep a permit 
from auto closing 

  If this is necessary, 
we need to 
understand under 
what conditions this 
would be permitted.  
It would require an 
amendment record 
type to be created 
for approved 
contractors 

21 34   55 



M As an inspector I need to the 
ability to issue an approval/ denial 
with the capability of emailing the 
permit holder (contractor) or have 
it printed and mailed from the 
office 

  * Inspector can 
result an inspection 
which triggers the 
auto email of 
contractor when an 
email is available. 
* approval letter 
* denial letter 

2 3 26  31 

M As staff I expect that all 
necessary application information 
will be is collected in the system 
via required fields  

*  Address, Parcel, 
Owner information is 
configured 
* Applicant 
information is 
configured 
* custom fields and 
tables are configured 
that are based on 
existing application 

* application, 
reports, and data 
conversion 
information will be 
evaluated to 
determine what 
data is to be 
collected, made 
required, saved for 
historical 
perspective, etc. 

5     5 

M As a Contactor/Journeyperson, I 
need the ability  to record safety 
tests on the serial record and 
attach the report  to the serial # 

*Licensee enters 
serial # 
* Location name, 
address, device type 
and capacity are 
displayed 
*licensee verifies he 
has the right serial # 
*enters test type/s 
performed, 1, 2, 3 or 
4 
*uploads test form to 
serial device 

*Safety Test should 
be developed as a 
standalone record 
type so that it 
retains full archival 
information and can 
be initiated via web 

21 34    55 

M Report for overdue safety tests   * aging report to 
print out all safety 
tests by device type 

    18 18 

M Staff would like a Distinct Serial 
Record to be created that 
describes the attributes of an 
elevator 

* The Serial Record 
should be able to be 
created as a distinct 
record 

* A Serial Record is 
the parent of any  
installation permits, 
accident reports, 
annual inspections, 
maintenance 
submittals, safety 
tests, correction 
orders and 
alterations 
performed for an 
elevator 
* Except for a 
permit to construct, 
all on line activities 
applied for by a 

34 13   47 



contractor should 
be on the Serial 

M As an inspector and staff, I need 
the ability to review inspection 
history on each device 

  Inspection History 
is saved for all 
resulted inspections 
- this is Product 
functionality and 
there is no work 
involved 

1      1 

M As Staff I need to be able to add 
an elevating device without a 
permit for  existing devices found 
without serial  

  Assumes a Serial 
Record would be 
created manually 

2     2 

M As staff I need to have access to 
legacy data from our current 
system. 

 Assumes state will 
provide a 
delaminated text 
file. Which can be 
converted into ORA 
SQL tables.  
 
Assumes 
conversion size is 
limited to one data 
source and 18 flat 
files provided by 
Allan Parker during 
analysis session. 
 

210   210 

        

S  As Staff, I would like to see all 
records that have been closed 
for X period of time be 
automatically moved to a 
status of “Inactive” 

When all records 
meeting this 
criteria are auto 
marked inactive 

Assumes this will 
be a Med/High 
complexity script 
and workflow is 
in place 

4  16    20 

S  As staff I would like to be able 
to create an accident record 
from a mailed in report from 

TBD  * Create a 
complaint record 
type that is 

0     13  13 



Owner  ‘Accident’ and 
allows accidents 
for a serial to be 
tracked 

S  As staff I would like an Owner 
to be able to create an 
accident report online to 
expedite the submittal/review 
process 

TBD  * Online create a 
complaint type 
that an 
owner/contractor 
can submit that 
tracks an 
Accident 

      13  13 

S  Staff would like the ability to 
have historical accident report 
information that is still in 
progress available in  
historical queries immediately 

* Multiple 
executions of the 
data conversion 
have been 
executed allowing 
the team to refine 
the data mapping 

This will be 
handled via data 
conversions 

         0 

S  As management I would like 
an Inspector Activity report 
created that  shows inspector 
production over time 

TBD  *  An ad hoc 
report that shows 
annual fiscal year 
information for 
an individual 
inspector by 
inspection 
category, and 
monthly 
inspections with 
yearly totals 

      13  13 

S  As an Inspector using AMO, I 
should be able to sort the 
inspections by zip code so I 
can go through the 
inspections easier. 

 * Inspections are 
sorted ASC or 
DESC according to 
zip codes. 
* Shall Incorporate 
and Train 
Inspectors using 
standard AMO 
functionality 

 * Using out of 
the box features 
available. No 
customization. 

1        1 

S  As an owner I need the ability 
to print my certificate of 
operation after I have made 
payment online 

   *create a COO 
permit and make 
it accessible on 
line for owners 

2     13  15 



S  As a Contractor/Licensee I 
need the ability to verify in 
ACA compliance of correction 
orders  

*Licensee enters 
serial # 
* Location name, 
address, device 
type and capacity 
are displayed 
**licensee enters 
date Correction 
order was written 
and date 
correction order 
was compiled…   

* Standard ACA 
functionality lists 
all associated 
records for which 
a Correction 
Order is a unique 
record type.   
* product user 
experience for 
searching is 
standard 
functionality 

         0  

S  As Staff, if correction order is 
for safety tests only‐ auto 
comply when safety tests 
performed/entered 

   script that would 
verify the type of 
test and auto 
close based on a 
"pass" result 

   5     5  

S  As an Inspector, I need to be 
notified when a correction 
order is complied 

   script that emails 
inspector with 
inspection/result 
info 

   5     5  

S  As an inspector, I need the 
ability to search correction 
orders by severity and zip 
code. 

   report for listing 
correction orders 

      18   18 

S  As an Inspector, I need the 
ability to review past 
correction orders issued by 
date, zip code, serial#, or 
location 

   * report for 
correction orders 

      18   18 

S  as an Inspector I should be 
able to result a Correction 
Order with the correct status 
so that our inspection results 
are recorded properly 

* Inspection can 
be resulted as 
either Compliant 
or Non‐Compliant 

   1        1 

s  As Staff, I need the capability 
to add notes to any invoices 
regarding payment  

   more information 
needed 

0         0 

S  As management I would like 
an elevator IA Billing Report 
to be created to track billing 
over time 

TBD    * An adhoc 
report that shows 
only IAB activity 
by dept. name, 
invoice number, 
serial number, 
inspection date, 
and invoice 
amount 

      13  13 



S  As an inspector I need to be 
able to assess additional 
inspection fees when 
necessary 

* inspector can 
reschedule an 
inspection 
* Inspector can 
schedule a follow 
up inspection  
* Inspector can 
assess a fee 
manually when 
necessary 
* System ensures 
that workflow 
processing verifies 
that appropriate 
fees and 
inspections are 
complete before 
allowing 
continuation of 
tasks such as 
Issuance, COO, 
etc. 

* basic zero 
balance and fee 
completion 
validation 

3  5     8 

S  As a Contractor I would like to 
associate my Online Account 
with existing State Licenses 
that are available in AA for 
consistency and ease of use 

Shall allow a 
contractor to 
associate with 
state licenses 

* Scripting and a 
process that 
ensures account 
ownership has 
been developed 
by Scott and 
Accela using the 
"PIN" strategy. 

3        3 

S  as management I would like 
an inspector Activity by 
Month (inspections) Quick 
Query to be created so we 
can see at a glance how many 
inspections have done per 
Inspector 

   1 Quick Query     3     3  

S  as management I would like 
an inspector Activity by 
Month (inspections) Quick 
Query to be created so we 
can see at a glance how many 
inspections have done by all 
Inspectors 

   1 Quick Query     3     3  



S  As a contractor, I need the 
ability to schedule permit 
inspections on ACA 

*contactor can 
view available 
days only  
*contactor can 
request day for 
inspection 
*inspector must 
accept inspection 
*charge a fee for 
changes and 
cancellations (is 
this allowed per 
Statute?) 

Inspection 
schedule request 
is a standard 
product feature 
for ACA 

3        3 

S  As an inspector, I would like 
to have new elevator 
installation inspections 
assigned to me when 
appropriate 

* When an 
inspection is 
assigned to an 
inspector, they 
should be able to 
see the inspection 
in job list and be 
able to take action 
on it. 

* using out of box 
product 
functionality 
associated with 
AA inspection 
portlet, AMO, 
App. 
* provide Quick 
Query views for 
inspections based 
on rec type, 
device type, 
assigned, 
unassigned 

2  5     7 

S  As Staff I should be able to 
determine what  when Plan 
Reviews are required based 
on information provided in 
the application  

* Allow Staff to 
review application 
and manually 
specified reviews 
required 
* Allow reviews to 
be conducted 
simultaneously 
* Allow the denial 
of a review to 
cause the 
applicant to be 
notified 
* Ensure that 
more information 
can be requested 
of the applicant as 
necessary 
* Allow for all plan 
reviews to be 
skipped when 

* assumes basic 
workflow 
configuration to 
be used and does 
not require 
scripting 
* assumes 
notification by 
email 

5  5     10 



appropriate 

S  Staff would like the ability to 
find and work on permits that 
are open following the data 
conversion 

* historical 
permits reflect 
their current 
status at the time 
of conversion 
(Open / Closed) 
(Issued / Review in 
Progress / etc.) 
and are able to be 
processed by staff 

* information 
provided to the 
data conversion 
team must 
already include 
unambiguous 
status 
information so 
that it can be 
easily mapped 
into Accela 
permit 
information 

         0 

S  As Staff I would like to be able 
to identify and notify owners  
and contractors via email or  
mail when their permit or 
Serial is overdue 

* Create a 
notification Letter 
for a Serial that is 
overdue 
* Create a 
notification letter 
for a Permit that is 
overdue 
* configure the 
permit so that it 
will expire in 
accordance with 
code 
* create a Global 
Quick Query that 
will show permits 
that are overdue 
* create a Global 
Quick Query that 
will show serials 
that are overdue 
for inspection 
* create an aging 
report for Serials 
* create an aging 
report for permits 

* there are 
several items 
identified for 
expiration and 
aging 
management 
here 

18  18  21  57 



S  As staff I would like for an 
Applicant to be able to specify 
multiple addresses as 
appropriate so that it is clear 
how the addresses are used 
to communicate 

* Collect Device 
Location 
* Collect Applicant 
address 
* collect Owner 
address 
* Collect 
Contractor 
address 

* configuration to 
use standard 
addressing 
features of 
product 

2        2 

S  Staff and inspectors need the 
ability to have historical 
safety test information 

   * report for 
safety tests 
performed for a 
serial 

      31  31 

S  As Staff I would like to be able 
to search the system for 
related permits, licenses, etc. 

      2        2 

S  As a contractor I should 
automatically be issued a 
Unique Serial  # upon 
successful completion of an 
installation  

* When Approval 
COO is issued on a 
new permit a 
corresponding 
SERIAL record 
should be created 
* The permit and 
SERIAL record 
should be related 
and the SERIAL 
should be set as 
the parent 

future work to be 
completed on the 
elevator should 
be amendments 
against the serial 

8  13     21 

S  As an inspector or mgmt., I 
would like to have a Quick 
Query for all elevating devices 
that are in Sealed out Service 
status.  

   Quick Query 
based on either a 
status and or up 
to one ASI field 

2         2 

S  As an inspector, I would like 
to have new elevator 
installation inspections 
assigned to me when 
appropriate 

   The Inspection 
Portal will show 
inspection 
assignments. 
Product 
functionality 
exists for 
inspection 
assignment 

1        1  

        



C As management I would like 
an elevator inspection activity 
report created so we 
understand inspection work 

TBD *  An adhoc 
report that shows 
inspection 
activity by 
inspection type 
for each month in 
a previous 12 
months with 
totals and is to 
include travel 
time and working 
time 

    13 13 

C  As management I would like 
Inspectors to be able to track 
inspection and travel time so 
we can understand the costs 
associated with inspections 

TBD  *  Using AMO, 
inspectors should 
be able to 
capture time 

      13  13 

C  As management I would like 
an Elevator Certificate Control 
Report to be created monthly 
so we understand what 
certificates have been issued 
and are active 

TBD DO WE NEED? 
Probably not, we 
can make the 
determination by 
querying Accela  

*  An adhoc 
report that 
provides serial 
number, device 
capacity, location 
info 

      13  13 

C  As management I would like 
an Elevator Certificate Control 
Report to be created that 
shows our certificates for a 
selected period of time 

TBD DO WE NEED?  * An adhoc 
report that 
provides serial 
number, device 
capacity, location 
info 

      13  13 

C  As management I would like 
an Elevator Correction Order 
Report to be created so we 
can see what issues have 
been identified for a period of 
time 

TBD  * An adhoc 
report that 
provides serial 
number, issue 
number, rules, 
test dates 

      13  13 

C  As Management I would like 
an Elevator Open Correction 
Order  Quick Query to be 
created so we can see our 
business at a glance 

TBD  * Quick Query for 
selecting Open 
Correction 
Orders 

3        3 

C  As management I would like 
An Elevator Overdue 
Correction Order Quick Query 
to be created that allows 
overdue orders to be seen at 
a glance 

TBD  * Quick Query for 
selecting overdue 
Open Correction 
Orders 

3        3 



C   as management I would like 
An Elevator Open Correction 
Order Report created to track 
our business  

TBD  *  Ad Hoc report 
for listing 
due/overdue 
correction orders 
by overdue, serial 
number location, 
device type, due 
date 

      13  13 

C  As management I would like 
an Elevator Correction Order 
complied report to be created 
that helps us track corrections 

TBD  * Create an 
adhoc report that 
lists serials by 
number, 
inspector, issue 
date, complied 
due date and 
complied date 
* Create an 
adhoc report that 
lists NON 
compliant serials 
by same 
information 

      21  21 

C  As an Inspector I would like to 
be able to use the Inspector 
App to make tracking an 
inspection in the field efficient 

Shall incorporate 
and train 
Inspectors to use 
standard Inspector 
App functionality 

* Using out of the 
box features 
available. No 
customization. 
* Inspections are 
assigned 
manually. No 
auto assignment. 

1        1 

C  As management I would like 
An elevator Invoice Control 
Report created so we can 
understand financial 
expectations for elevator 
permits 

TBD  * An adhoc 
should be able to 
show invoices by 
number, serial 
number, 
inspection date, 
invoice amount 

      13  13 

C  As management I would like 
An elevator IA Billing Report 
created so I can see inter 
agency billing 

TBD  * An adhoc 
report that shows 
only IAB activity 
by dept. name, 
invoice number, 
serial number, 
inspection date, 
and invoice 
amount 

      13  13 



C  As management I would like 
an Elevator Revenue Report 
created to understand 
financial information 

TBD  * An adhoc 
report that shows 
annualized 
information for 
fee codes, the fee 
code description, 
broken down by 
monthly and 
quarter revenue 
with totals and 
subtotals 

      13  13 

C  As management I would like a  
Past due inspection Report to 
be created for tracking our 
business progress 

TBD  * An adhoc 
report that 
provides days 
past due, annual, 
biannual, and 
total inspections 
past due 

      13  13 

C  As management an Accounts 
Receivable Report should be 
created so that we can track 
expected receivables 

TBD   
* An adhoc 
report that 
provides 
summary 
information for 
monthly invoices 
and totals issued 
for the last year 
by month 
*  If adhoc 
reporting is used, 
the example 
provided may 
need to be 
adjusted for 
summary and 
presentation 
formatting 

      21  21 

C  As management I would like 
an Elevator Revenue Overdue 
Report to be created so we 
can track late payments 

TBD  * An adhoc 
report that 
provides days 
overdue, serial 
number, location, 
inspector, 
county, invoice 
date and invoice 
number 

      13  13 



C  as management I would like a 
Past due inspection Quick 
Query to be created so we 
can see at a glance what 
inspections are over due 

TBD  * A global quick 
query providing 
inspections past 
due 

3        3 

C  As management I would like 
an elevator "outstanding 
permits by inspector" report 
created for tracking our 
business 

TBD  * An adhoc 
report that lists 
for each 
inspector their 
corresponding 
serials with 
details for date 
received, ctr, 
location, 
inspector, device, 
permit, and serial 
number 

      13  13 

C  As management I would like 
an elevator "outstanding 
permits by contactor" report 
created that shows aging for 
permits 

TBD  * An adhoc 
report that lists 
for each 
contractor their 
corresponding 
serials with 
details for date 
received, ctr, 
location, 
inspector, device, 
permit, and serial 
number 

      13  13 

C  As management I would like 
An elevator "Permits Issued" 
report so we can see permit 
activity for  a period of time 

TBD  * For a given time 
frame create an 
adhoc report that 
can break 
permits into 
device categories 
for each month 
along with totals 
for the time 
period 

      13  13 

C  as management I would like 
An Elevator" Permit" Control 
Quick Query to be created so 
we can see our permit control 
at a glance 

TBD  * Global Quick 
Query in the 
Record Portlet 
should provide 
basic information 

3        3 

C  As management I would like 
an Elevator Permit Control 
Report to be created so we 

TBD  *  An adhoc 
report should be 
able to meet the 

      13  13 



can track permitting over a 
period of time 

criteria listed in 
the example 
including permit 
number serial, 
device type, 
capacity, and 
location info 

C  As a contractor, the system 
will only allow me to submit 
requests for elevator permits 
if I have the required 
qualifications  

* System should 
verify contractor 
licenses 
qualifications 
against the device 
type and allow 
only if the 
contractor is 
qualified for that 
device type. 
* clerk should not 
receive 
applications when 
contractor is not 
qualified 
* if for some 
reason an 
application is 
received by the 
clerk and deemed 
improper then the 
clerk needs to be 
able to deny the 
application via 
status 

* A qualification / 
permit matrix will 
need to be 
developed 
* Scripting to 
evaluate 
application type, 
contractor qual, 
and matrix will be 
required 
* Scripting to 
handle the 
rejection / 
request for more 
information of a 
submittal will 
need to be 
created 

5  8     13 

C  As a contractor, when 
applying online for a permit I 
would like to  see only the 
information that is applicable 
to the permit   

* Custom fields 
that are necessary 
for the permit 

should be present 
in the online 
application. 

* Address, Parcel, 
location name, 

Owner, Applicant, 
and other 

standard State 
sections should 
follow existing 
standards 

*ACA expressions 
utilized to 

* only necessary 
if single record 
type approach is 
implemented 

   28     28 



show/hide/require 
fields are 

implemented 
*ACA page flows 

created  

C   As management I would like 
An elevator breakdown by 
inspector report created for 
tracking our business 

TBD  * An adhoc 
report that lists 
inspections 
scheduled / 
conducted for an 
inspector by zip 
and device type 
with totals. 

      13  13 

        

W Staff would like a Record 
created in the system that will 
allow for all attributes of an 
elevator to be tracked for the 
permit 

* A single Record 
Type capable of 
specifying the 
device type and 
corresponding 
attributes 
* The Record 
should auto create 
a SERIAL when 
permit is issued 
* The ACA Page 
flow should be 
scripted to only 
show/collect 
appropriate 
attributes  

* This is the 
single record 
type strategy and  

34 89   123 

W  Staff would like to ensure that 
a Periodic Renewal process is 
automated for all Serials to 
ensure that elevators are 
scheduled for inspections and 
renewal in a timely fashion 

* each record type 
is defined with an 
accurate renewal 
period 
* each record type 
has an associated 
amendment for 
Renewal created 
that controls the 
Active / Expiration 
status of the Serial 

* assumes that 
the renewal 
process / 
amendment / 
notifications are 
created for only 
one record type  
that includes all 
device types 

34  89     123 



* each record type 
has a batch 
process that 
executes daily to 
automate the 
expiration 
* each 
amendment 
facilitates the 
expiration and 
inspection process 
for renewal 
* each renewal 
notifies the Owner 
by email 
* each renewal 
notifies the Owner 
via on line account 
status 
* each renewal 
notifies the  
Owner by letter 

      Totals  795  589  522  1906 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 

COMPLETE BACKLOG 
For 

FIXED REQUIREMENTS 
 
 

LARA /BCC Phase 2 
 

6/22/2016 
 

Version 1.0 
 
  



 

Requirement  Description 
Story Points 
Per Sprint  Total  18 sprints  

Scrum Master                    
(Eric Davidson) 

lead daily Scrum meeting, schedule 
development, sprint planning and 
retrospectives, Manage Jira Board, 
Monitor project velocity  30  540 

Project Management      
(David Madore) 

Monitor velocity, develop weekly 
reports, resolve blocking issue  32  576 

Program Management 
(Brenda DeGregory) 

Contract management, Provide 
Escalation Path, Provide executive 
level status.  10  180 

Lead Implementation 
Consultant Management 
Time (TBD) 

Attend all scrum meetings, Helps 
direct priorities and consults on 
best practices.  15  270 

Training Plan 

Training Plan document 
(Assumption is State will be 
conducting their own training)  N/A  20 

UAT Support 1 week 
duration per release  Defect correction, general support 

30 per 
release  60 

Go live Prep  Environment moves,  
20 per 
release  40 

One week Post Production 
Support 

Defect correction and support staff 
in transitioning to new system  

20 per 
release  40 

SOW Development   Completion of phase 2 SOW  N/A  162 

Total 
Points  1,888 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

EXHIBIT B – SCHEDULE

 
  

TASKS  START DATE COMPLETION DATE COMMENTS

State of Michigan contract review and signature August 1, 2016 August 12, 2016

Accela contract review and signature
* Sub contracts in place
* Backlog loaded into Jira
* Review current work completed by SOM

August 15, 2016 August 19, 2016

Release 1 Kickoff/Product Backlog Elaboration (On Site) August 22, 2016 August 23, 2016
 Accela Scrum Master, PM and Lead Implymentation 

consultant On Site

Sprint 1 Development August 23, 2016 September 5, 2016

Sprint 2 Development September 6, 2016 September 19, 2016

Sprint 3 Development September 20, 2016 October 3, 2016

Sprint 4 Development October 4, 2016 October 17, 2016
 Accela PM and Lead Implymentation consultant On Site 

for week 1 of sprint (UAT)

Sprint 5 UAT/Go Live October 18, 2016 October 31, 2016  

Release 2 Kickoff/Product Backlog Elaboration (On Site) October 31, 2016 November 1, 2016
 Accela Scrum Master, PM and Lead Implymentation 

consultant On Site

Sprint 1 Development November 1, 2016 November 14, 2016

Sprint 2 Development November 15, 2016 November 28, 2016

Sprint 3 Development November 29, 2016 November 14, 2016

Sprint 4 Development November 15, 2016 December 12, 2016

Sprint 5 Development December 13, 2016 December 26, 2016

Sprint 6 Development December 27, 2016 January 9, 2017

Sprint 7 Development January 10, 2017 January 23, 2017

Sprint 8 Development January 24, 2017 February 6, 2017

Sprint 9 UAT/Go Live February 7, 2017 February 20, 2017
 Accela PM and Lead Implymentation consultant On Site 

for week 1 of sprint (UAT)

Sprint 1 Development/Release February 21, 2017 March 6, 2017
Each sprint will end with approved development being 

moved into production. 

Sprint 2 Development/Release March 7, 2017 March 20, 2017

Sprint 3 Development/Release March 21, 2017 April 3, 2017

Sprint 4 Development/Release April 4, 2017 April 17, 2017

Release 2: Elevator Permit

Release 1: 
               CodeOfficialRegistration 

               ProgramRegistration
              Complaints (Licensure) 

              Complaints (Manufactured Housing)

Release 3: "Wish List Items"



 
 
 

 
 

CONTRACT CHANGE NOTICE 
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DESCRIPTION: Effective August 12, 2016, the parties add the attached Statement of Work detailing the construction 
part of Phase 2 (Phase 2B: Implementation referenced in Change Notice 12). The $577,034.67 cost of Phase 2B 
will be paid for with existing contract funds. All other terms, conditions, specifications, and pricing not modified 
herein remain the same.  Per Contractor, Agency and DTMB Procurement agreement. 

 

 

STATE OF MICHIGAN 
ENTERPRISE PROCUREMENT 
Department of Technology, Management, and Budget 
525 W. ALLEGAN ST., LANSING, MICHIGAN 48913 
P.O. BOX 30026 LANSING, MICHIGAN 48909 

CONTRACT SUMMARY 

DESCRIPTION: LARA Construction Code Software 
INITIAL EFFECTIVE DATE  INITIAL EXPIRATION DATE 

INITIAL AVAILABLE 
OPTIONS 

EXPIRATION DATE BEFORE  
CHANGE(S) NOTED BELOW 

December 27, 2012  December 26, 2017  2 - 1 Year December 26, 2019   
PAYMENT TERMS DELIVERY TIMEFRAME 

N/A N/A 
ALTERNATE PAYMENT OPTIONS EXTENDED PURCHASING 

☐ P-card     ☐ Direct Voucher (DV)            ☐ Other ☒ Yes       ☐ No 
MINIMUM DELIVERY REQUIREMENTS 

N/A 
DESCRIPTION OF CHANGE NOTICE 

OPTION LENGTH OF OPTION EXTENSION LENGTH OF 
EXTENSION  REVISED EXP. DATE 

☐  ☐   
CURRENT VALUE VALUE OF CHANGE NOTICE ESTIMATED AGGREGATE CONTRACT VALUE 

$11,729,259.74 $ 0.00 $11,729,259.74 



INTRODUCTION 
This Statement of Work (“SOW”) sets forth a scope and definition of the professional services (collectively, the 
“Services”) to be provided by Accela, Inc. (“Accela”) to LARA (“Agency”). 
 
Contract 071B3200042 between Accela and the State of Michigan (State) provides the Accela Automation suite of 
software products as an enterprise-wide contract available to all State Agencies.  All of the terms and conditions of 
the original agreement, as modified by all prior Change Notices (“Base Contract”) will remain in effect unless modified 
herein. Change Notice 12 restructured all remaining LARA Bureau of Construction Codes (BCC) project deliverables 
(Phase 2) from a waterfall to an agile development and detailed the business and technical analysis needed to 
determine the delivery approach. This change notice defines that revised BCC Phase 2 delivery approach. The 
scope within this agreement shall replace in its entirety the scope from the remaining portions of the Base Contract’s 
BCC Phase 2, and which will now be delivered through a series of releases using an Agile Scrum framework. 
 

CRITICAL SUCCESS FACTORS 
In order to successfully execute the Services described herein, there are several critical success factors that must be 
closely monitored and managed by Accela and Agency stakeholders: 
 

 Dedicated Agency Participation and Governance– Agency acknowledges that its staff has the 
appropriate skills and subject matter expertise and that they are actively involved throughout the entire 
duration of the project to deliver the roles and responsibilities defined in this plan. The Agency must assign a 
Product Owner who is empowered to make decisions and accountable for maximizing business value 
delivered to LARA by directing the team towards the most high priority work. Lastly, project governance 
must support the team by making timely decisions, mitigating risks, and resolving issues rapidly. 

 
 Clear Business Objectives – Agency has clearly documented their business objectives before the 

commencement of the project, and shared those objectives with Accela. 
 

 Product Backlog Identified and Documented – Agency and Accela identify, document, prioritize, and 
continually manage the Agency’s technical, functional, data, and any other requirements (expressed as 
User Stories) that must be satisfied in order for the project to be considered successful by the Agency and 
Accela. 

 
 Business Process Definition and Understanding – Agency must be able to articulate the desired 

business processes, having completed lean process improvement prior to beginning project work. Time 
spent during agile scrum sprints defining the to-be process will drive down the overall team throughput, or 
delivery “velocity.” 

 
 Knowledge Transfer – To enable LARA’s long term Accela program strategy, it is critical that Agency 

resources come up the Accela product learning curve by participating in the analysis, configuration and 
deployment of the software. The Agency must be prepared to assume day-to-day operations of Accela Civic 
Platform outside of the Support and Maintenance Agreement. Key knowledge transfer areas include: 

 Configuration 
 Interfaces 
 Business Rule Automations 
 Reports and Forms 
 Release Management 

 
IMPLEMENTATION METHODOLOGY 

 



The Phase 2 team will adhere to an Agile Scrum framework tailored for the State and the Accela Civic Platform. The 
methodology to be used is similar to the one the State has published on the site Department of Technology, 
Management, and Budget - State Unified Informational Technology Environment (DTMB-SUITE) website 
(http://www.michigan.gov/suite). The methodology is an adaptation of Agile methods to work within this project’s 
unique constraints of fixed price and fixed scope, a low risk tolerance, geographically distributed development teams, 
and implementation of a COTS product.   
 
The Agile framework for this project defines a series of 3 types of sprints: 
 

1) Analysis Sprint (Sprint Zero)—upon project start, the team will begin with a Sprint Zero to further 
elaborate the Release 1 product backlog (defined in Exhibit A) with focus on elaborating the Sprint 1 
backlog items to a “ready for building” level of detail. 

2) Build Sprints – Following Sprint Zero, construction begins through a series of time-boxed build Sprints. The 
team uses the outputs from the Sprint Zero to inform the solution architecture, configure the solution 
foundation, and develop the technical components. Working software is delivered during the sprints, with 
conversions, interfaces and reports developed concurrently.  Sprints are time-boxed in order to maintain the 
integrity of the delivery timeline.  Within a sprint, development proceeds according to the established 
priorities. The product developed in each sprint is reviewed and validated by the Product Owner with 
support from Agency SMEs, often through a facilitated walk through of each use case in the system. 

3) Production Release Sprints – Completion of the planned sprints is entry criteria for Production Release 
sprint(s), during which the team completes final end-to-end and regression tests, performs the final data 
conversions, and promotes the software to production. 

 
IMPLEMENTATION STRATEGY 

 
The Phase 2 implementation strategy is to deliver the envisioned Phase 2 scope through a series of product 
releases. The strategy for Phase 2 addresses project risks experienced in Phase 1 and supports long-term success 
of the LARA Accela program through knowledge transfer. The strategy uses Agile Scrum to increase the amount of 
LARA involvement and transparency throughout the entire lifecycle of the implementation. The Agile Scrum approach 
will enable the parties to collaborate closely throughout the project promoting the knowledge transfer required to 
enable the State team to take the lead in future implementation work. 
 
This SOW defines the Agile Scrum framework, defines and prioritizes the initial product backlog, and documents the 
release plan.  
 
 

SCOPE OF SERVICES 
The sections that follow define the scope and delivery approach for this SOW, providing a detailed description of 
each item listed below. 
 

 Scope of Work 
 Release Plan 
 Management and Governance 
 Team Roles and Responsibilities 
 Delivery Approach 
 Deliverables and Payment Schedule 
 Notice to Proceed for Release 
 Warranty 
 Other General Provisions 

 



1. SCOPE OF WORK 
The scope of work consists of the items detailed in the baseline Product Backlog (Exhibit A). The Product Backlog 
includes all User Stories, associated Acceptance Criteria, and Assumptions. Each item in the initial Product backlog 
is prioritized the MoSCoW (Must have, Should have, Could have, and Would like but Won't have) framework for each 
the following business areas: 

 Complaints (Licensure) 
 Complaints (Manufactured Housing) 
 Code Official Registration 
 Program Registration 
 Elevator Permit 

 
2. RELEASE PLAN 

The scope will be deployed in two releases. 
 
Release	1 	
During Release 1, the Contractor will provide the items labeled M (Must Have) for the following business areas: 

 Complaints (Licensure) 
 Complaints (Manufactured Housing) 
 Code Official Registration 
 Program Registration 

 
Release	2 	
During Release 2, the Contractor will provide the items labeled M (Must Have) for the following business area: 

 Elevator Permit 
 
 

MANAGEMENT AND GOVERNANCE 
 
This section defines the project management practices, governance bodies, and associated processes. The sections 
that follow describe these elements in detail. 
 

 Status Reporting 
 Issue, Risk, and Action Item Management 
 Project Schedule 
 Definition of Done and Deliverable Acceptance 
 Change Control 
 Project Tools 
 Project Governance Framework 

  
Status	Reporting	
 
The Accela Scrum Master/Project Manager will provide a written weekly status report to the LARA Project Manager 
and Product Owner. The Accela Scrum Master/Project Manager will publish the weekly status using an online 
collaboration tool (refer to Project Tools section for tool information). 
 
The weekly report will include the percentage of completion for each Product Backlog Item (User Story), the pass 
rate for the Story Tests, key Project delivery milestone status, and estimated completion date for each milestone as 
compared to the planned schedule, as well as other information relevant for the delivery of the project as may be 
agreed upon between the parties’ Product Owner and Scrum Master.  



 
This online collaboration tool will be also used to track risks, action items, and issue escalations between the Accela 
Scrum Master, the LARA Project Manager, and LARA Product Owner.  
 
The project management team will meet weekly to discuss the status and review the report using the online tool. 
 
Issue,	Risk, 	and	Action 	Item 	Management	
	
Accela will use an online collaboration tool to document project issues, action items, and risks. The project 
management team will review these items during the weekly management calls to assign owners, drive to due dates, 
and escalate to the appropriate individuals or governance body where required. The Accela Project Manager/Scrum 
Master will identify issues blocking team progress and impacting team velocity. If blocking issues are not resolved 
within 1 business day, the Accela PM/SM will escalate to the Accela Director and the LARA/DTMB oversight team for 
resolution. 
 
Project	Schedule	and	Velocity	
 
Release 1 will be delivered following the Agile Scrum methodology and is anticipated to require 4 build sprints of 2-
week duration each. A team velocity of 220 is needed to stay on schedule. Release 2 will also be delivered following 
the Agile Scrum methodology and is anticipated to require 8 build sprints of 2-week duration each. A team velocity of 
220 is needed to stay on schedule. Exhibit B provides the full schedule for all Releases.  
 
For the purposes of this document the Velocity, also known as the Sprint Velocity, is defined as the number of story 
points associated with all of the Backlog items that are completed during a particular sprint. The schedule is derived 
by estimating the Sprint Velocity achievable by the assigned Scrum team to determine the number of Build Sprints 
required to deliver the total points assigned for the Must Have Product Backlog Items. 
 
Points assigned to Must Have Stories in Exhibit A along with the Exhibit A Fixed Requirement Story Points comprise 
the baseline total Story Point Allowance for Phase 2.  
 

Must Have Story Points 1,589 
Fixed Requirements Story Points 1,888 
Total Phase 2 Story Point Allowance 3,477 

 
 
If both releases are complete and all Must Have backlog items are complete, Accela will deliver the remaining Story 
Point Allowance (if any), through a set of “add on” sprints to deploy additional deferred product backlog to the already 
live system. Fixed requirement story points cannot be allocated to non-fixed backlog items until all of the “Must Have” 
backlog items have been completed. Each add on sprint must include the minimum sprint allocation of Fixed 
Requirement Story Points as defined in Exhibit A.   
 
The state, at its discretion, may perform some of the ‘must have’ backlog items and re-assign the equivalent story 
points for Accela to complete other product backlog items. Changes must be documented and signed off by both 
parties.   
 
The framework and process for changing product backlog items, managing scope against the overall point 
allowance, and changing task assignments is defined by the Change Control process documented herein. 
 
 
Definition	of	Done	and	Deliverable	Acceptance	



 
Meeting quality assurance standards during each sprint is the responsibility of the Scrum team. Quality assurance 
standards are defined in the Definition of Done for a Sprint and a Release. Confirmation of the Definition of Done for 
the Sprint Backlog constitutes the Acceptance Criteria for a Sprint deliverable, as follows: 
 

 Team member completes the Project Backlog Item (PBI) work 
 Associated configurations and code is deployed to the development environment against current version in 

source control, where applicable 
 Item/task has passed unit test 
 Item has been peer reviewed to confirm meeting development standards 
 Backlog Item test cases (based on the Acceptance Criteria defined for the PBI) written and tests passed. 

Testers must complete testing for each PBI within the timeframe defined by the team during Sprint Planning 
for the sprint. 

 No Severity 1, 2, or 3 defects remain for the PBI.  The State’s Product Owner may, from time-to-time and at 
her sole discretion, find it reasonable to accept items with defects and create new backlog items to address 
defects.  

 Relevant specification documentation/diagrams produced and/or updated, as needed for the PBI 
 Product Owner has reviewed and moved to “done” 
 Remaining story points for item/task set to zero and task closed in JIRA 

 
For a Release, deliverable acceptance conditioned upon meeting the following Definition of Done: 

 Sprints planned for the release are complete  
 The Product Backlog Items scheduled for the release are complete 
 Code is deployed to the Production environment 
 Severity 1, 2 and 3 Defects identified during the build sprints are resolved. The State’s Product Owner may, 

from time-to-time and at her sole discretion, find it reasonable to accept items with defects and create new 
backlog items to address defects. 

 The steady-state operations team is ready to assume responsibility for supporting the deployed 
configuration.  

 
Definition of Defect, Defect Severities 
 
A Defect is defined as a deviation from the established acceptance criteria for a PBI. The table below elaborates the 
severity levels for Defects. 
 

Severity 
Level 

Description 

1 This is a “must fix” problem, a “showstopper.” The problem is causing a major system error, fatal error, 
serious database corruption, serious degradation in performance, major feature malfunction, or is preventing 
a major business goal from being realized. The problem does not have a workaround that is reasonably 
acceptable to the corresponding end-users. 

2 This is a problem that is causing significant loss of feature functionality but the system can recover from the 
problem and it does not cause total collapse of the system. The system does not meet a business goal or a 
portion of a business goal; performance degradation is minor, but not within established exit criteria; or minor 
database issues may exist (e.g., single rows or fields may be locked). The problem does have a workaround 
that is reasonably acceptable to the corresponding end-users. 

3 This is a problem that is causing minor loss of feature functionality. Optional workarounds reasonably 
acceptable to the corresponding end-users are available. Minor issues, misspellings, cosmetic changes, etc. 

 



 
Change	Control	
	
Both parties recognize that there will be change throughout this project.  Change is defined as any of the following: 
 

 New Product Backlog Items – The addition of a new Epic, User Story, or Product Backlog Item (PBI) is a 
project change. The Product Owner must approve the addition of a new PBI. The Scrum Team will estimate 
the new PBI and assign Story Points. Exhibit A defines the baseline Product Backlog Phase 2. 

 Change to Existing PBI – Change to an existing PBI that impact the level of effort to complete it (estimate 
and story points) is considered a project change and is represented by the Product Owner adding a new PBI 
to define the change. For example a change to the Acceptance Criteria or a specification that impacts the 
complexity constitutes scope change. Changes impacting PBIs/user stories completed in a previous sprint 
may require additional rework. If rework is required, the rework changes will be added to the Product 
Backlog as a new PBI/user story. 

 Change to Definition of Done – Changes to the Definition of Done for a Sprint or Release may impact the 
level of effort for completing PBIs and delivering a release, impacting overall delivery velocity. Accela and 
LARA will assess proposed changes to the Definition of Done and document the impacts in a Change 
Notice (e.g., change impacts schedule, scope, or costs). 

 Change in Projected Team Velocity – The velocity of the team is dependent on all team members fulfilling 
their assigned tasks or actions within the timeframes agreed during Sprint Planning. The team will monitor 
projected velocity against actual velocity. If actual velocity falls below the projected velocity, the team will 
assess the root cause of this velocity impact. If the root cause is attributed to Accela team member 
performance or management issues, the project change and associated impact will be borne by Accela, and 
will be subject to liquidated damages in the amount of 10% of the point value of the specific story due in 
credits to the State. If the velocity impact is attributed to LARA team member performance or management 
issues (such as delays in decisions or issue escalation/resolution), the project change/impact will be borne 
by LARA. In either case, the Product Owner will document the change and impact with support from the 
Scrum Master. For velocity changes that impact the overall project costs or overall release timeline, LARA 
will process a Change Notice adjusting the deliverables/payment amounts to incorporate the additional cost.  

 Exceedance of Sizing Factor Limits – Sizing factor limits define the maximum product backlog size and 
allowances for a predefined set of configuration items within a Release. These sizing factors are provided in 
Exhibit A. Examples of sizing factors include the baseline allowance of Story Points for the release and 
assumptions associated with a Story in Exhibit A (such as number of Accela record types, 
number/complexity of reports, number of event scripts, and number and complexity criteria for legacy data 
source conversions). 

 Non-Productive Time – Accela’s fixed price for this SOW is based on the assumption that the Accela team 
will have complete, timely, and accurate information and other deliverables and dependencies from the 
LARA team, enabling the team to be productive during working hours throughout the course of the project. 
Issues impacting Accela team members’ productive time will be escalated to Change Control Board (CCB) 
and a mutually agreed resolution must be in place within twenty-four (24) hours of the initial escalation. If an 
issue impacting Accela productive time is not resolved within this time period, the project schedule and 
pricing may be affected. The Accela Scrum Master will create a new PBI for the purpose of accounting for 
non-productive time, invoke the change control process, and perform an impact analysis. 

No changes shall be made to Sprint Backlog (user stories/PBIs) during the current Sprint, for both PBIs/user stories 
already delivered but not yet accepted and PBIs/user stories accepted.  
 
The Product Owner can address Standard Changes (see below for process) within the Agile Scrum framework 
without impact to the overall project (with agreement from the Scrum Master and Scrum Team) by re-prioritization of 
the Product Backlog. For example, if a new “must-have” user story is identified during Sprint 2, the Product Owner 



can schedule the new user story for Sprint 3 as long as a user story of equivalent size (hours, story points, and sizing 
factors) is removed from the Product Backlog.  
 
Furthermore, the LARA team may complete work that is currently assigned to Accela and included on the Must Have 
backlog.  Any story points not completed by Accela will be credited back to LARA so that additional work, with a 
corresponding level of effort, may be assigned to Accela. 
 
Changes to the backlog and associated sizing factor allowances defined in Exhibit A or otherwise affecting the overall 
project scope, level of effort, or timelines for the Release must be approved following the Extraordinary Change 
Request process set forth below.  
 
Standard Change Request Process – Standard changes are items that can be addressed through reprioritization of 
the Product Backlog without impacting the overall scope, delivery timeline, or costs. The decision makers required for 
standard changes include the Accela Scrum Master and LARA Product Owner and LARA Project Manager.  
 

 For each change where Accela and LARA agree to define as a new PBI/user story, the LARA Product 
Owner completes the definition of the story. 

 The Accela team will analyze the change during the next scheduled Sprint Planning session to estimate and 
size (story points) the new PBI and check against available sizing factor allowances. If the change applies to 
an already implemented PBI/story then any rework or impacts to other stories required will be added as 
another PBI/story. 

 The LARA Product Owner must attend this analysis session. 
 The LARA Product Owner must make the decision concerning the change. There are two possible options: 

 Accept the change into the Product Backlog and decide which PBI/story (or stories) are to be 
removed in order to offset the added size (hours, points, sizing factors) or 

 Reject the change. 
 Finally, the LARA Product Owner will prioritize the new PBI/story (if added) against the Product Backlog. 

 
Extraordinary Change Request Process – If a change will exceed the baseline product backlog size (as defined by 
story points or other sizing factors) or otherwise impact the planned number of sprints and Release date set for the 
project, then the LARA Product Owner will:  
 

 Prepare a preliminary Project Change Request Form to identify the nature of the requested change. 
 The Accela Scrum Master will work with the team to perform an assessment/review to determine the full 

impact on the project, including cost and timeline impacts if applicable. 
 Escalate this assessment to the Change Control Board (CCB). The LARA Executive Steering Committee 

performs the CCB role. 
 
Project	Management 	Tools	
The daily Scrum sessions will be held via WebEx and be driven by the “Scrum Board” which will be managed using 
Jira. Jira will also be used for defect management. 
 
Weekly status using including risk and issue management, velocity, and schedule will be documented in a tool called 
“Smartsheet”.  
 
 
Project	Governance	Framework 	
 
Project Governance occurs at multiple levels with the goal of maximizing business value and mitigating risks for the 
project. 



 
 Project Level – Project level governance is performed by the project management team consisting on the 

Accela Scrum Master, LARA Product Owner, and State Project Manager. This team is empowered to make 
day-to-day decisions within the constraints of the project SOW. This team meets weekly to review project 
status, identify and mitigate risks, resolve issues, and monitor action items. This team is responsible for 
escalating issues to the Program Level governance team where unable to reach resolution or otherwise 
avoid impacting the project scope, timeline, resources, or costs. 

 Program Level – Program level governance is performed by the Accela Services Director, DTMB/LARA 
Program Manager, and DTMB Contract Compliance Inspector. This team meets on a bi-weekly basis and 
handles issue escalations, supports risk mitigations, and makes decisions. This group is responsible for 
rapidly addressing blocking issues escalated from the Project Team. 

 Agency Level – Agency level governance is performed by the LARA Executive Steering Committee. This 
team meets on a monthly basis and its membership includes the Accela Services Director, Accela Services 
Vice President, LARA  Director, LARA Product Owner, DTMB/LARA Program Manager, DTMB Business 
Relationship Manager, DTMB Project Manager, DTMB Contract Compliance Inspector.  

 
The graphic below depicts the governance framework for the project.

 
 
 



TEAM ROLES AND RESPONSIBILITIES 
 
A joint team comprised of Accela and State of Michigan resources will deliver this SOW.  Team size and composition 
may vary based on the Release scope. Due to the fixed price nature of this SOW, it is the responsibility of Accela to 
deliver of required scope on specified date and as a result Accela will assign the required resources to the team, 
which may change during the course of a Release in response to project demands. LARA will provide the necessary 
personnel to perform its responsibilities in support of the joint team.  
 
General	Accela	Responsibilities	
 

 Development and Unit Test - Perform software configuration and development for the PBIs assigned 
to Accela staff in a given build sprint.  Test and assure that the work meets known requirements and 
functions properly prior to submitting to the State for acceptance testing.  Accela will make available to 
the State for review the issue logs from Accela’s testing. 

 Defect Correction - Resolve Severity 1, 2 and 3 defects (related to PBIs assigned to Accela staff) 
discovered during sprint testing within the sprint, or according to an alternate timeline mutually agreed 
with LARA Product Owner. At the discretion of the Product Owner, severity 3 defects discovered 
during UAT, may be treated as new PBIs and prioritized by the Product Owner according to the 
Change Control process defined above. 

 Backlog Grooming Support - Support the LARA Product Owner in backlog grooming activities by 
providing consultative support for defining Accela solution approaches, for up to 6 hours of backlog 
grooming working sessions per sprint. Any additional backlog grooming tasks assigned to Accela 
resources (outside the allocated 6 hours per sprint for consultation) will be treated as a new PBI and 
prioritized by the Product Owner according to the Change Control process described above.  

 Data Conversion – LARA will be responsible for all data cleansing and providing a text delimited file. 
Accela will perform the test and production conversion runs from the staging schema into the Accela 
schema, as defined in Exhibit A. 

 Scrum Master, Project Management, Project Oversight – Accela will assign a Scrum Master to the 
project to facilitate the Scrum processes such as release and sprint planning, sprint reviews and 
retrospectives, and daily Scrum meetings. In addition, the Accela Scrum Master will perform general 
project management tasks to monitor Accela resources’ work, assignment of tasks, and other project 
management disciplines. Accela will also assign a Director to provide oversight and act as the initial 
escalation point beyond the day-to-day project team. 

	
General	LARA	Responsibilities		
 

 Development and Unit Test - Perform software configuration and development for the PBIs assigned 
to LARA staff in a given build sprint. 

 Defect Correction - Resolve defects (related to PBIs assigned to LARA staff) discovered during sprint 
testing within the sprint, or according to an alternate timeline mutually agreed with LARA Product 
Owner.  

 Backlog Grooming – The Product Owner will lead continuous backlog grooming and is responsible 
for delivering a sprint backlog that meets the Definition of Ready prior to the sprint planning meeting. 
LARA program area personnel and subject matter experts will perform backlog grooming activities as 
directed by the Product Owner.  

 Testing – LARA resources will perform acceptance testing and backlog items per the timeframes 
defined during Sprint Planning, this includes development and execution of test cases that incorporate 
PBI Acceptance Criteria as well as confirm adherence to the Definition of Done. 



 Data Conversion – Perform data quality assessment, cleansing, and enrichment for legacy data 
sources. Complete the data mapping to the target/staging schema format. Transform and load data to 
the staging schema for test and production runs, as per Exhibit A. 

 Provide Space and Supplies – LARA will make available team workspace for all sprint cycles and 
daily Scrum meetings. 

 
Specific 	Team	Roles		
 
State of Michigan Roles 
Product Owner – This is a State Agency business lead with the following responsibilities: 

 On-going revision and re-prioritization of the product backlog (grooming) 
 Identification of the prioritized sprint backlog prior to Sprint Planning 
 Adherence to the “Definition of Ready” for the targeted sprint backlog before the Sprint Planning meeting 
 Participation on behalf of LARA in scrum planning and review meetings 
 Direct LARA testers to confirm completion of sprint backlog items  
 Only the Product Owner may move completed items to “Done” on the scrum board before the Sprint Review 
 Review and sign-off on all project deliverables 

 
Subject Matter Expert / Tester 

 Primary LARA person supporting the Product Owner in creating/updating the story/task details in the 
Product Backlog 

 Provides detailed answers for business questions posed by scrum team members 
 Documents and executes the test cases 
 Attends scrum meetings and is a member of the scrum team 

 
Data Owner 

 Subject matter expert for legacy data set targeted for conversion into Accela 
 Responsible for identification and cleansing/enrichment of data issues at source 
 Responsible for data mapping, transformation, and loading to the interim schema format 
 Responsible for data conversion testing 

 
Project Manager 

 Provides DTMB project and budgetary oversight and status 
 Provides State backup for Accela software Scrum Master 
 Attends scrum meetings and holds the Daily Scrum standup meeting 

 
Business Analyst 

 Contributes to backlog grooming activities per direction of Product Owner 
 Provides detailed answers for business questions posed by team members 
 Attends scrum meetings and is a member of the scrum team 

 
Automation Script Developer 

 Provides junior level coding of selected automation scripts within a given software sprint 
 Attends scrum meetings and is a member of the scrum team 

 
Report Developer 

 Provides junior level coding of selected report tasks within a given software sprint 
 Attends scrum meetings and is a member of the scrum team 

 



 
Accela Roles 
Accela Solution Architect(s), Implementation Consultant(s), and Business Analyst(s) 

 Accela resources available to provide backlog grooming support to the Product Owner  
 Define and validate Accela solution approaches and tasks during sprint planning and throughout the sprint 

cycle 
 Perform and test configuration tasks assigned to Accela team during the build sprints 
 Attends scrum meetings and is a member of the scrum team 

 
Accela Scrum Master 

 Facilitates the use of the scrum methodology 
 Organizes and leads the Daily Scrum standup meeting, Sprint Planning, Sprint Review, and Sprint 

Retrospective 
 Works with DTMB PM to remove Scrum team roadblocks and escalate issues as needed 
 Monitors team velocity and prepares weekly status reports 
 Prepares mitigation plans for project risks and performs general project management discipline-related 

tasks 
 
Accela Automation Script Developer 

 Provides senior level coding and testing of assigned automation scripts within a given software sprint 
 Attends scrum meetings and is a member of the scrum team  

 
Accela Report Developer 

 Provides senior level coding and testing for assigned report tasks within a given software sprint 
 Provides knowledge transfer and support to LARA report writers 
 Attends scrum meetings and is a member of the scrum team 

 
Accela Data Conversion Developer 

 Supports data conversion analysis and detailed data mapping 
 Responsible for loading converted data from the interim data schema to the target (Accela) database 
 Responsible for unite testing the converted data. 
 Attends scrum meetings and is a member of the scrum team 

 
DELIVERY APPROACH 

The releases will be delivered through a series of Agile sprints, each 2 weeks in duration. Before the first sprint of 
each Release the team will dedicate 1 full day to backlog grooming and elaboration in preparation for the first build 
sprint. The final sprint prior to each release is allocated to production readiness and “hardening”, performing the final 
code promotion, data migration, and end-to-end testing (UAT) prior to production use. The subsections below 
describe 

 Product Backlog Elaboration, 
 Build Sprints, and 
 Software Release to Production. 

 
 
Product	Backlog	Elaboration		
 
Before starting the build sprints for any Release the team will dedicate 1 full day backlog grooming and elaboration. 
The purpose of this elaboration phase is for the LARA product owner and the project team to create / elaborate 
enough Product Backlog detail to plan Sprint 1. The Product Owner will conduct subsequent Product Backlog 



elaboration continuously, throughout each release, elaborating enough detail to drive the subsequent Sprints. The 
Product Owner is responsible for identifying and prioritizing product backlog targeted for the next sprint and 
elaboration work required to confirm the sprint backlog meets the Definition of Ready prior to the Sprint Planning 
session. 
 
Definition of Ready 
The criteria listed below define what the team considers readiness of backlog items for scheduling into a sprint during 
Sprint Planning. 

 Story/PBI contains actors, problem, and value 
 Story should fit in a sprint 
 Story should be appropriately documented and is ready for building (Does it require wireframes, a solution 

design, use cases, or journey maps?) 
 Value should be obvious, if not, it should be explicitly stated 
 Story should have verifiable, explicit acceptance criteria 
 Test scenarios for the story is written 
 Story should focus on problems, not solutions 

 
During backlog elaboration and grooming, the Product Owner (with support from the scrum team) performs the 
following activities 
 

 Builds product backlog by entering the Epics, User Stories and Acceptance Criteria into a mutually agreed 
tool (such as JIRA).  

 Prioritizes each PBI using the MoSCoW (Must have, Should have, Could have, and Would like but Won't 
have) framework.  

 Defines and prioritizes new product backlog items (see Change Control section above for process) 
 Identifies changes needed to existing backlog items (see Change Control section above for process) 
 Continuously monitors relative priorities against the release plan (i.e., which PBIs are targeted for each 

sprint) and applies changes to the release plan (in collaboration with the Scrum Master) 
 Identifies PBIs for the next sprint and elaborates sufficient details and tasks to confirm the sprint backlog 

meets the Definition of Ready prior to the Sprint Planning meeting 
 Directs the scrum team in creation of test cases  

 
The diagram below depicts the elaboration flow of Product Backlog to Sprint Backlog through working software 
increments. 
 



 
 
 
Software development sprints shall begin after the completion of the product backlog elaboration activities. The 
Product Owner in collaboration with the Accela Scrum Master and scrum team shall select sufficient work from the 
current Product Backlog for Sprint 1. Based on this selected work, the team will develop an initial sprint backlog, and 
enter into the build sprint phase of the release. 
 
Build	Sprints	
Build sprints commence following the elaboration phase and continue until the release backlog is complete and ready 
for the Release Readiness or “hardening” sprints. 
 
Prior to the actual configuration or development occurring in a sprint, the team performs Sprint Planning to review the 
Product Backlog items assigned to the sprint, identify additional details surrounding each item and establish the 
tangible tasks to be completed by the team. The Scrum team establishes the sprint backlog based on Product Owner 
priorities and by an assessment of the team’s capacity during the sprint and performance (delivery velocity) from 
previous sprints. During Sprint Planning, the team commits to deliver a distinct set of user stories/product backlog 
items. Items not completed during the time-boxed sprint (as per the jointly defined Definition of Done and Acceptance 
Criteria) remain on the Product Backlog for scheduling in a future sprint. 
 
Once the sprint begins, the sprint backlog cannot be changed. The Product Owner can add new requirements such 
as changes to a user story or changes/additions to Acceptance Criteria, to the Product Backlog, but not to the 
backlog items scheduled for completion within the sprint currently underway. If the new product backlog items 
causing the backlog to exceed the total initial product backlog size, equivalent items can be deprioritized (moved off 
the backlog) or a change order processed to incorporate additional build sprints into the project. 
 
Throughout a sprint cycle, daily standup meetings will be scheduled with the implementation team to discuss what 
team members accomplished the previous day, plan to accomplish that day, and discuss any issues or roadblocks.  
At the end of sprint, final meetings will occur as a review and retrospective to discuss the completed sprint and 
determine what could be changed that might make the next sprint more productive.  
 



During backlog refinement (or grooming), the Product Owner can change the backlog (add, change, remove items) 
as long as the total effort (story points) does not exceed the initially planned backlog size. 

 
 
 The following outlines each of these key build sprint elements: 
 

1. Sprint Planning Meeting – No longer than 4 hours, held at the start of each sprint to discuss details for the 
tasks to be completed as part of the sprint’s backlog.  The following are the key objectives of this meeting: 

a. Product Owner communicates the scope of work for the sprint, reviewing “ready” product backlog 
items to be done 

b. The team assesses the work and negotiates with the Product Owner on which PBIs can be 
completed in the sprint. 

c. The entire team prepares the sprint backlog by detailing the work (i.e., tasks) needed to finish the 
selected product backlog items. This includes  

i. Breakdown of the item into individual tasks, 
ii. Estimate of the time required to complete each task, 
iii. An allocation of the tasks within the development team.   

 
2. Configuration, Development, and Unit Testing – the team configures and/or develops based on the tasks 

assigned in the sprint backlog, then tests the results to confirm correctness. 
 

3. Functional Testing – LARA resources confirm the unit tested backlog items conform to the acceptance 
criteria defined for the user story. If an item passes functional testing, it is promoted by the Product Owner to 
indicate it is “done” and considered completed for the sprint.  

 
4. Daily Scrum Meetings – each day during a sprint, the team holds a daily scrum meetings 

a. All team members must come prepared 
b. The meetings should occur at the same time and place each day 
c. The meetings should be limited (i.e., time boxed) to fifteen minutes 
d. Each team member answers the following questions 

i. What did I do yesterday that helped meet the sprint goal? 
ii. What will I do today to help meet the spring goal? 

iii. Do I see any impediments that prevent me or the team from meeting the spring goal? 



 
Any impediment (stumbling block, risk or issue) identified in the daily scrum should be captured by the 
Scrum Master and an agreed person designated to working toward a resolution (outside of the daily scrum 
meeting). No detailed discussions should happen during the daily scrum. 
 
The Daily Scrum enables the Scrum Master to track a sprint burndown chart that measures the current 
estimate of outstanding work required to complete each task in the sprint backlog against the total available 
time remaining in the current sprint. If there is a discrepancy, the development team and the Scrum Master 
must propose a corrective action plan to the product owner. 
 

5. Sprint Review– the team presents the completed work to the Product Owner during the sprint review 
meeting held at the end of a sprint.  The meeting is recommended to be no more than two hours in duration.  
The following key objective should be met: 

a. The team reviews the work that was completed in the sprint duration. For items that have passed 
functional testing, the Product Owner assigns a completed status (“done”).  

b. The team also reviews planned work that was not completed.  The Product Owner determines 
(outside of the sprint review meeting) how to re-prioritize any incomplete work for future sprints. 
 

6. Sprint Retrospective Meeting – the sprint retrospective meeting is also held at the end of the sprint and is 
facilitated by the Scrum Master.  The purpose of this meeting is to foster continuous improvement within the 
team. This meeting should also be no more than two hours in duration.  The following questions should be 
asked to the entire team: 

a. What went well during the sprint cycle?  
b. What went wrong during the sprint cycle?  
c. What could we do differently to improve? 

 
As part of the release planning and backlog grooming, the backlog will be logically sequenced to address 
dependencies between technical components (conversion, interfaces, and reports).  For example, the team will 
complete the base configuration of the license types during initial sprints (e.g., Sprints 1, 2 and 3). In subsequent 
sprints, the team will build the next logical layers such as automations, conversions, interfaces, and reports. The 
following list provides key considerations. 

 Solution Foundation – Early build sprints will focus on configuring the base solution, or foundation. This 
base configuration solidifies the record types, data fields, and workflows for a given license process. It 
serves as the basis for data conversion mapping, automations, reports, and interfaces. 

 Automations – Automations are built against the base configuration. In some cases, the automation tasks 
related to a user story may be scheduled for a later sprint to enable the base configuration to be finalized 
prior to writing automation code. 

 Reports and Interfaces– Reports and interfaces are also built against the base configuration and are 
scheduled for sprints after the foundation is done.  

 Data Conversion – Data cleansing can begin in early sprints concurrent with solution foundation. Data 
conversion relies on the base configuration in order to map to the new target fields. Often, the base 
configuration is also impacted by data conversion decisions, so data mapping occurs concurrently with the 
solution foundation sprints. While elements of data conversion analysis can be tasked concurrent with base 
configuration, the conversion routine development and test conversions require the foundation and mapping 
to be finalized.  

 
A given sprint may include one or more of the following: configuration, conversion activities, interface activities and/or 
reports. The goal is to deliver increments of working product functionality within each sprint. If a product backlog 
item/user story cannot be accomplished within a sprint, the team must break it down to units of work achievable 
within a sprint. In some cases, this may not be practical, for example an entire life cycle of a data conversion or 
interface being built within the duration of a single sprint.  In these cases, the team will either break the work down 



into distinct increments or each sprint may have pieces of the conversion and interface activities, such as Data 
Mapping occurring in an early sprint, conversion development occurring in the next sprint, and a test conversion run 
in a later sprint.  

 
	
Software	Release	to	Production 	
 
Once the product backlog items targeted for a Release are complete, the scrum team will enter the final two week 
Production Release sprint to complete release testing, code promotion to production, and final data conversion. 
During this project stage, final release testing (often referred to as “hardening”) is the goal of testing activities. This 
effort is focused on confirming that the product increments delivered in each sprint interoperate as designed and that 
no new regression errors were introduced. Release sprints ready the results of the completed build sprints, enabling 
promotion of a new set of configurations into production release, encompassing the following activities: 
 
 Code and configuration promoted to final staging environment 
 Release hardening and regression tests 
 Code promotion to production 
 Final data conversion 
 Production release and smoke test 
 
Release testing cycles are managed in sprints similarly to how they are managed in a waterfall methodology.  Once 
within the Release testing sprint, the team will perform end-to-end hardening test for the new configurations and 
regression tests where applicable against previously released functionality. The Product Owner is responsible for 
prioritizing the team’s work on go-live critical defects in order to complete the project stage within the allocated 
sprint(s) (time box). 
 
Like all of the previous testing done in the implementation approach, testers will utilize the test derived from the User 
Stories and Acceptance Criteria. 
 
The acceptance criteria for the Software Release sprints is conformance with the Release Definition of Done (which 
includes no Severity 1, 2 or 3 defects open).    Defects are deviations from the Acceptance Criteria defined for the 
product backlog item. During the Release Sprint, defects will be prioritized. Out-of-scope issues will be closed or 
deferred to a future release or post-production support backlog.  All defects discovered during UAT, pre-go-live, and 
post go-live will be prioritized by the Product Owner and added to the Product Backlog for remediation.   
 
 
Post	Production	Support	
Accela will work with LARA to identify and address issues during this 2-week period using a Post Production Issues 
List. This list will be comprised only of issues related to the defined deliverables listed in this SOW, which will be 
addressed by Accela. Issues that are not remaining work or directly related to development completed by Accela 



during this implementation will be the responsibility of LARA. Examples of issues LARA is responsible for include 
development work performed by agency, training issues, functional changes beyond the scope of this Statement of 
Work, cosmetic changes, and procedures and/or custom documentation related to the use of Accela Automation. 
Specifically, Accela will not be developing or creating additional reports, conversions, interfaces, records types and 
workflow processes that were not included in the scope of this project. 

 
After the first 7 calendar days of go-live, Accela will disable the issue tracking list for new issues and work to resolve 
all remaining in scope issues. Once all issues that are not classified as a software bug are resolved, a formal meeting 
will be scheduled with LARA, Accela Delivery Team, and Accela CRC for the purpose of transitioning support of 
future issues, questions, and known bugs to Accela CRC. All requirements identified in the Statement of Work will be 
met before transitioning to the Accela CRC. This deliverable will repeat for both release 1 and release 2. 
 

 
PAYMENT MILESTONE DELIVERABLES 

 
Accela will perform the Services on a Deliverable payment basis. Accela’s total price to perform the Services and 
provide the Deliverables described in payment schedule below is $577,034.67 (the “Fixed-Fee”). The Fixed-Fee price 
is based on the information available at the time of signing and the assumptions, dependencies and constraints, and 
roles and responsibilities of the Parties, as stated in this SOW.  Invoices will be sent as soon as Accela’s Deliverable 
Acceptance Form is signed by the Agency.  Please note, the deliverable amount is not a one to one indication of the 
level of effort (LOE).  Each deliverable is burdened with Management time and the amounts are designed to provide 
overall cash flow for the LOE of the project deliverables and duration. 
 
Payment will be made on a deliverables basis.  DTMB will pay CONTRACTOR upon receipt of properly completed 
invoice(s) which shall be submitted to the billing address on the State issued purchase order not more often than 
monthly. DTMB Accounts Payable area will coordinate obtaining Agency and DTMB Project Manager approvals.  All 
invoices should reflect actual work completed by payment date, and must be approved by the Agency and DTMB 
Project Manager prior to payment. The invoices shall describe and document to the State’s satisfaction a description 
of the work performed, the progress of the project, and fees.   
 
Payment shall be considered timely if made by the DTMB within forty-five (45) days after receipt of properly 
completed invoices.  
 

Phase 2, Payment Schedule 

Deliverable Acceptance Criteria Payment 

Deliverable 2: Release 1 
Kickoff/Product Backlog 
Elaboration Complete 

LARA product owner and the project team has 
completed/ elaborate enough Product Backlog details to 
plan Sprint 1 
(For more detail see Product Backlog Elaboration) 

$20,121 

Deliverable 3: Completion 
of story points 0 - 435  

Accela has completed tasks from the Product Backlog 
that total or exceed the value designated in this 
deliverable                                                                            
(For definition of complete  see Definition of Done and 
Deliverable Acceptance) 

$51,125 

Deliverable 4: Completion 
of story points 436 - 870 

Accela has completed tasks from the Product Backlog 
that total or exceed the value designated in this 
deliverable          
(For definition of complete  see Definition of Done and 
Deliverable Acceptance) 

$51,125 



Deliverable 5: Software 
Release 1 (Go Live) 

Release 1 is LIVE in the production environment and 1 
week post production support is completed.   
 (For more detail see Software Release to Production  & 
Post Production support) 

$50,000 

Deliverable 6: Release 2 
Kickoff/Product Backlog 
Elaboration Complete 

LARA product owner and the project team has 
completed/ elaborate enough Product Backlog details to 
plan Sprint 1 for release 2  
(For more detail see Product Backlog Elaboration) 

$20,000 

Deliverable 7: Completion 
of story points 871 - 1305 

Accela has completed tasks from the Product Backlog 
that total or exceed the value designated in this 
deliverable          
 (For definition of complete  see Definition of Done and 
Deliverable Acceptance) 

$51,125 

Deliverable 8: Completion 
of story points 1306 - 1704 

Accela has completed tasks from the Product Backlog 
that total or exceed the value designated in this 
deliverable           
(For definition of complete  see Definition of Done and 
Deliverable Acceptance) 

$51,125 

Deliverable 9: Completion 
of story points 1705 - 2175 

Accela has completed tasks from the Product Backlog 
that total or exceed the value designated in this 
deliverable           
(For definition of complete  see Definition of Done and 
Deliverable Acceptance) 

$51,125 

Deliverable 10: Completion 
of story points 2176 - 2610 

Accela has completed tasks from the Product Backlog 
that total or exceed the value designated in this 
deliverable          
(For definition of complete  see Definition of Done and 
Deliverable Acceptance) 

$51,125 

Deliverable 11: Software 
Release 2 (Go Live) 

Release 2 is LIVE in the production environment and 1 
week post production support is completed.  
(For more detail see Software Release to Production pg. 
23 & Post Production support) 

$75,000 

Deliverable 12: Completion 
of story points 2611 - 3045 

Accela has completed tasks from the Product Backlog 
that total or exceed the value designated in this 
deliverable           
(For definition of complete  see Definition of Done and 
Deliverable Acceptance) 

$51,125 

Deliverable 13: Completion 
of story points 3046 - 3508 

Accela has completed tasks from the Product Backlog 
that total or exceed the value designated in this 
deliverable           
(For definition of complete  see Definition of Done and 
Deliverable Acceptance) 

$54,038.67 
 

Total $577,034.67  
 

ASSUMPTIONS 
 

 
TRAVEL  

 There will be approximately 12 onsite trips for the duration of the project.  



 Scrum Master 2 trips (Kick off for each release) 
 Project Manager 4 trips (Kick off, and UAT for each release) 
 Lead implementation Consultant 6 trips (Kick off/UAT for each release and 2 as requested 

development trips) 
 The Agency will not be billed for travel expenses or travel time.  The Agency will not receive expense 

reports or receipts. Should the Agency require more onsite trips than the assumption above, a Change 
Order will be required in advance of the travel? 

 
WARRANTY 

 
See base contract 071B3200042 for details. 

OTHER GENERAL PROVISIONS 
 
Projects Put on Hold: 
It is understood that sometimes Agency priorities are revised requiring the Agency to place the Accela 
implementation on hold.  In such a case, the Agency must send a formal written request sent to Accela in order to put 
the project on hold.  A project can be on hold for up to 90 days without invoking the termination clause (see Services 
Agreement). After that time, Accela can choose to cancel the Statement of Work. If the Agency chooses to re-engage 
at a later date, Accela will provide a new Statement of Work with revised pricing.  
 
When a project is put on hold, a Change Management process will be invoked to: 

 Manage the ramp off of resources and safe-keeping of project artifacts 
 Pro-rate and invoice for partially completed deliverables 
 Transition and re-engagement of resources at the end of the hold period 

 
When a project goes on hold, project resources will be re-deployed and Accela will need a forty-five (45) calendar 
day notice to re-staff the project. Resumption of the project will be dependent upon Accela resourcing timelines. 
 
Expiration 
If the project has not begun within sixty (60) calendar days of SOW signature date, the current scope and terms may 
be renegotiated.  
 
Final Acceptance 
Final Acceptance is defined as Agency turnover to Accela Customer Support for ongoing support and maintenance, 
once the entire project has been accepted by LARA. This occurs post go-live, when the duration of post go-live 
support as defined in deliverable has been completed.   
 
EXPENSES: 
The State will NOT pay for any travel expenses, including hotel, mileage, meals, parking, etc. 
 
PROJECT CONTACTS: 
The designated Agency Product Owner is: 
Barbara Kunkel (LARA) 
<KunkelB1@michigan.gov> 
 
 
The designated Project Manager is: 
Robert Stelter (DTMB)  
<StelterR@michigan.gov> 
 



LOCATION OF WHERE THE WORK IS TO BE PERFORMED: 
Contractor shall perform any on-site work stated herein in Lansing, Michigan. Otherwise, Contractor shall perform 
work remotely. 
 
EXPECTED CONTRACTOR WORK HOURS AND CONDITIONS: 
Work hours are not to exceed eight (8) hours a day, forty (40) hours a week. Normal working hours of 8:00 am to 
5:00 pm are to be observed unless otherwise agreed to in writing. No overtime will be permitted. 
 
 

  



EXHIBIT A - BACKLOG 
 
 
 

BACKLOG STORY POINTS SUMMARY 
 
BACKLOG  Must Have (M)  Should Have (S)  Could Have (C)  Won't Have (W)  TOTAL 

Complaints (Licensure)  97  77  155  0  329 

Complaints (Mfd Housing)  87  280  26  0  393 

Code Official Registration  220  235  0  0  455 

Program Registration  117  276  205  0  598 

Elevator Permit Backlog  1068  288  304  246  1906 

SUBTOTAL  1589  1156  690  246  3681 

Fixed Requirements  1,888 

TOTAL  3477 

 
 
 
 
Project Budget  3508

Must Have & Fixed Requirements  3477

Discretionary Non‐M Requirements  31
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Scripting (Story 
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R
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Total 

M  As a clerk I need to be able to 
create a new complaint 
record so that we can 
investigate and process the 
complaint 

* New record is 
created 
* Record has 
unique number 

* 1 record type 
* Not more than 
20 ASI fields. 5 
ASIT columns 
combined. 
* Not more than 
2 Inspection 
types 

34  13    47 

M  As a citizen I want to be able 
to submit a complaint against 
a licensure so that the state 
can investigate it. 

* able to submit a 
complaint that 
results in the 
creation of a 
unique complaint 
record 

* 1 ACA page 
flow created 

13  34    47 

M  As complaint clerk, I want to 
be able to review the 
complaint so that I can accept 
it or reject it. 

* New complaints 
should show in 
the staff's "Task 
List" 

*No Scripting 
* Out of the box 
auto assign to 
Clerk user group 

3     3 

          

S   As complaint clerk, I want to 
be able to contact the 
licensure to tell him he has a 
violation submitted against 
him. 

* An automated 
email is sent to 
the contact(s) on 
the license 

* License being 
complained 
against is part of 
Accela system 
already 
* Clerk will use 
the information 
from the 
complaint to 
lookup the 
license in the 
system. 
* Clerk will then 
link the 
complaint to the 
license using the 
related records 

3  13    16 



tab. 
* After the 2 
records are 
linked, set a 
workflow task 
status on the 
complaint record 
to trigger 
notification to 
the contacts on 
the license 
record. 

S  As a complainant, I want to be 
able to attach documents to 
my case to support my claims. 

* Documents are 
uploaded against 
the complaint 
record 
* doc types are 
configured 

* Out of the box 
feature 
* doc types are 
configured in the 
system 

3     3 

S  As a complainant, I want to be 
able to submit my complaint 
anonymously so no one 
knows it was me. 

* A complaint 
record is created 
with no 
complainants 

* Enable this 
record for 
anonymous users
* Out of the box 
functionality 

1     1 

S  As a clerk, I would like to be 
able to look up complaints by 
complainant or respondent so 
I can answer phone calls. 

  * Global Search 
* Out of the box 
feature 

1     1 

S  As an agency, I want to be 
able to link the complaint to 
the license if the violation is 
proven so I can look up 
violations against licenses. 

* There is a direct 
link between 
license and 
complaint 
* License can be 
found by 
searching the 
complaint and 
vice versa 

See S1 above      0 

S  As a clerk, I want to be able to 
take a paper complaint so I 
can create an electronic 
record. 

  * Paper 
complaint will be 
mailed in 
* State staff 
receives the 
application and 
enter it from 
back office. 
* Out of box 
feature. 

1     1 



S  As a complainant, I want to be 
able to check the status of the 
complaint online so I don’t 
have to talk to the 
department. 

* after submittal a 
registered user 
will know the case 
# 
* lookup in ACA 
by case # shows 
ONLY the status 
of the case 

* Complaint is 
not anonymous 
* Complaint was 
submitted from 
ACA 
* Standard 
functionality. 
* only STATUS 
can be seen by 
public after 
submittal 

1  8    9 

S  As staff, I want to be able to 
communicate back and forth 
with the complainant and the 
licensure to get the 
information I need to process 
the application 

  * Turn on "Send 
back” feature to 
send the 
complaint back to 
complainant if 
there is any 
missing info. 
* Communication 
with the 
licensure will be 
done manual by 
email. 

3     3 

S  As a clerk, I want to be able to 
lookup the respondent if it’s 
part of Accela so I can plug it 
back in the complaint.  

  See S1 above      0 

S  As a clerk, I want to be able to 
forward part of the complaint 
to another local code 
enforcement agency at the 
same time continue with the 
part of the complaint 
pertaining to BCC. 

  See number C1 
below 

    0 

S  As a respondent, I want to be 
able to respond to a 
complaint submitted against 
me so I don't get fined. 

  * The respondent 
is a license in 
Accela already. 
* When clerk 
links complaint to 
license, it should 
show in 
respondent ACA 
* Using 
application 
status, control 
who can see the 
complaint 
(Respondent or 

3  3    6 



Complainant)  
* Use "Send 
back" feature. 

S  Staff would like to be able to 
generate a Case report 

* case report 
from data fields 
and workflow 
journaling 

* 1 report     31  31 

S  Staff would like to be able to 
ensure that all fines/fees have 
been paid before a case can 
be closed 

*apply validation 
for zero balance 
checks to 
workflow 

* assumes up to 
3 validation 
points 

3  3    6 

        

C  As a clerk, I want to be able to 
add the fee/fine from the 
“Final Order” so that the 
respondent can pay it. 

  * Fee is added 
from UI 
* NO SCRIPTING 

1     1 

C   As a clerk, I want to be able to 
suspend a license so that the 
license owner cannot 
continue work 

  * Using 
conditions 

3     3 

C  As a clerk, I want to be able to 
revoke a license so that the 
owner may never use it again 

  * Using record 
status 
* No Scripting 
* Status changed 
manually from 
status tab or 
from workflow 

1     1 

C  As a clerk, I want to be able to 
submit a complaint from the 
AIR (Annual Inspection 
Report) so that the 
respondent can fix the issues 
that the inspectors found. 

  * Clerk creates 
record manually. 

1     1 

C  As a clerk I need to be able to 
generate an AIR report 

  * ad hoc report     13  13 

C  As a clerk I want to be able to 
create a Request for 
Information letter, reflect this 
status in the system and set a 
due date so that we can track 
the process correctly 

* create a Req. for 
Information letter
* change record 
status to reflect 
request 
* apply a due date 

* 1 letter 
* 3 quick queries 
* 1 aging report 
* config. and 
scripting to 
implement 

3  8  31  42 



to the request 
* create a quick 
query to easily 
see these 
requests 
* create a report 
to track aging 

C  Staff would like to send a 
notification via email when 
BPL is assigned the case 

* align 
assignment with a 
workflow 
task/status 
* send email to 
standard account 
* allow task 
assignment 

* BPL sets a 
standard email 
account 
* BPL user is a 
previously 
defined Accela 
user 

3  5    8 

C  Staff would like to create and 
send a Closure letter 

* email closure 
notification 
* set record 
status 
* generate 
closure letter 
template as Word 
doc 

* assumes 
information from 
complaint record 
is put into a letter 
template so that 
Clerk can adjust 
accordingly 
* can be attached 
to record via 
EDMS 

3  5  13  21 

C  Staff would like to generate 
and send a Formal Letter of 
Complaint 

* email  
notification 
* set record 
status 
* generate letter 
template as Word 
doc 

* assumes 
information from 
complaint record 
is put into a letter 
template so that 
Clerk can adjust 
accordingly 
* can be attached 
to record via 
EDMS 

3  5  13  21 

C  Staff would like to have due 
dates tracked so that 
response times can be 
tracked 

* create an aging 
record for record 
status 

* assumes a 
single report that 
tracks aging for v 
tasks and status 

3  5  18  26 

C  Staff would like to be able to 
generate a hearing report 

* information 
collected in either 
ASI and/or task 
details 

* 1 report     18  18 

      Totals  90  102 137  329
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R
eports (Story 
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Total 

M Staff would like to be able to create a 
new complaint record in the back 
office 

* Single Record Type 
created for MH 
complaint 
* Basic attributes of the 
custom fields, 
workflow, fee 
schedule, etc. defined 
Should be able to 
provide complainant 
contact information for 
follow up 
• Should be able to 
provide general 
information about 
issue such as date, 
description, park 
location, etc. 
• Should be able to 
submit the complaint 
and then track 
resolution on line once 
a case is created 
• A unique case should 
be created for the 
complaint with a 
unique case number 

* no automation 
included in the 
framework other than 
basic license scripting 
for expiration 

34 0  34 

M Complainant would like to be able to 
create a new complaint record on line 

• Complainant should 
be able to fill out a 
complaint with 
necessary information 
and have a unique 
record created 
• should be in sync 
with a record created 
using the back office 

* 1 ACA page flow 
and help / 
instructional text 

34 13  47 

M Complainant would like to be able to 
submit a complaint anonymously 

• All facets of a case 
submittal should be 
able to be 
accomplished by a 
citizen anonymously. 

 5   5 



M As staff I need the ability to receive a 
paper complaint and generate a 
system case 

• A paper complaint 
should be able to be 
entered by hand 
through the back office 
by staff. 
• Upon submittal a new 
case should be 
assigned a unique 
case number 
• A case created by 
staff should be able to 
accommodate either a 
specified or 
anonymous 
complainant 

* assumes paper 
complaint is 
accommodated using 
basic record creation 
in back office 

1   1 

M Staff would like to have a workflow that 
is a simple task structure 

• Be able to create a 
new case with the 
workflow structure in 
tact 
• Be able to step 
through the workflow 
using all tasks and 
status  provided 
• Be able to “cycle” 
through workflow as 
necessary 
• Be able to override 
workflow as supervisor 
when appropriate 
• Be able to close a 
case and it’s workflow 

* Workflow and tasks 
included in main 
record creation. 

0   0 

          

S As Staff I would like to be able to 
lookup complaint by complainant or 
respondent so I can take action on a 
case 

• Complaint type 
should be captured at 
submittal 
• Complaint type 
should be modifiable 
by staff to ensure 
proper categorization 
• Complainant 
information should be 
captured at submittal 
• System searches 
should be incorporated 
into the training and as 
appropriate the 
solution 

* standard out of the 
box functionality to be 
used 
* Uses ASI, contact 
type, and record type 
information that is to 
be configured for 
searching 

3  0 3 

S As a complainant It would be ideal to 
have a unique case and case number 
assigned for each new submittal 

* record type is created 
with a unique record 
number 
• The case number 
should be able to be 
searched for by the on 

* assumes base 
functionality 

0   0 



line users (when not 
anonymous) and by 
State staff 

S As staff I would like to be able to 
create a new case and attach 
documents and evidentiary information 
as necessary 

• Staff should be able 
to attach electronic 
docs (pictures, letters, 
pdf, word, etc.) to a 
case 
* Categories for 
attachments created 
as described by SME 

* attachment 
categories configured 
* turn on Elect Doc 
Mgmt. for record type 

5 5  10 

S As a complainant I would like to be 
able to create a new case submittal 
and attach documents and evidentiary 
information as necessary 

• On line users should 
be able to attach 
electronic docs to a 
case (photos, letters, 
etc.) 
• Electronic docs 
attached to the case 
should be able to be 
categorized (photo, 
other?) 

* registered users 
could attach docs at 
any time 
* anonymous users 
may attach only at 
submittal 
* system max 
thresholds and doc 
type limitations as set 
by agency apply 

1 3  4 

S The complainant would like to be able 
to look up the status of the case 
without having to bother the dept. 
(online) 

• Case number should 
be provided to the 
complainant upon 
submittal 
• Complainant should 
receive email (when 
not anonymous) that 
confirms case number 
• Case number search 
in ACA should be 
provided and return 
ONLY certain aspects 
of the case 

* ACA should only 
show status after 
submittal to a 
complainant 

5 5  10 

S As staff I would like to be able to send 
an email or letter to the complainant 
requesting more information 

• If an email is 
specified for an online 
account, send an email 
to the complainant 
when additional 
information is 
requested 
• Create a letter for 
requesting more 
information that can be 
sent to complainant 
• Change status of 
case to reflect more 
information has been 
requested 

* 1 simple report 
(letter) to be created 
* 1 simple email to be 
created and 
automated to send 
based on workflow 
* create report as a 
word doc 
* allow staff to save to 
EDMS as necessary 
after editing 

8 8 18 34 

S Staff would like to be able to evaluate 
and as necessary reassign internally 
or externally 

• The workflow process 
of the case should be 
able to be assigned to 
specified staff  

* system security 
restrictions may apply 
* manual assignment 
and due date using 
workflow 

2   2 



S Staff would like to be able to search for 
related complaint information and 
license information in the system when 
evaluating a case 

• Be able to search for 
related records 
(including complaints) 
based on: 
• Address 
• Licensed 
Professional 
• Case Number 
• Contact 

* assumes standard 
production 
functionality - out of 
box 

1   1 

S Staff would like to have a letter 
template for sending to complainant 
and copy respondent with a Closure 
Letter. 

• Create a notification 
letter  
• Create a closure 
letter 

* assumes two letters 
to be created 
* assumes word doc 
template to be 
created 
* assumes that docs 
can be attached to 
record EDMS 

2  31 33 

S Staff would like to be able to forward 
case information to a “local 
jurisdiction” as necessary (is there a 
standard format for this?) 

• Create a case log 
report that can be used 
to send to external 
jurisdictions when 
necessary. 
• Be able to attach the 
report to the case 

* assumes 1 case log 
report to be created  
* assumes only basic 
crystal report queries 
to be used without 
complex logic 
* subject to crystal 
report formatting.  If 
formatting must be 
compliant with a 
prescribed format 
then formatting may 
become more 
complex. 

  18 18 

S Staff would like to be able to generate 
a formal letter of complaint template 
from system collected information. 

• Create formal letter of 
complaint 
• Be able to modify the 
letter of complaint as 
necessary in word 
• Be able to attach the 
modified letter to the 
case 

* 1 simple report 
(letter) to be created 
* create report as a 
word doc 
* allow staff to save to 
EDMS as necessary 
after editing 

  13 13 

S Staff would like to have due dates 
tracked for response times after 
complaint letter is sent. 

• Create a status for 
the case that reflects 
when requests or 
notifications have been 
made of complainant 
or respondent. 
• Set a due date for 
timely response 
• create a quick query 
for easily displaying 
records waiting for 
requests / notifications 
* create a report  

* assumes 2 quick 
queries 
* 2 reports 

5  31 36 

S Staff would like to have a way to list 
cases that have due dates that are 
ready for response/action or overdue 
etc. 

* create a report for 
each case status to 
track 

* assumes each 
status to be tracked 
will be a separate 
report 

  31 31 



* assumes 2 status 
reports 

S Staff would like to be able to document 
the Hearing Report / Results on the 
case as well as the Final order. 

• Using workflow tasks 
staff can make brief 
notes about rulings 
• Electronic docs that 
are published by 
commissions, 
inspectors, courts, etc. 
should be able to be 
attached to the case 

* assumes that a 
simple asi group, task 
notes to be used 
* assumes that doc 
types are to be 
created  
* assumes using 
Agency standard 
EDMS 

5   5 

S Staff would like to be able to create 
and send to the complainant and 
respondent a letter “The Final Order” 

• Should the final order 
come from information 
collected on the case 
or a hearing body or 
other? 
• We can generate a 
template based on 
information in fields 
and allow the staff to 
augment as necessary 
with other information 
• Should be able to 
attach the final version 
of this doc that is sent 
to the complainant to 
the case  

* assumes one report 
to be created based 
on information 
contained in the 
record 
* assumes word doc 
format so that it can 
be edited 
* Uses Agency 
standard EDMS 

  18 18 

S Staff would like to be able to assess 
and invoice fees 

• Create a simple fee 
schedule that utilized a 
single manual fee 
assessment 

* assumes this simple 
fee strategy is 
included in main 
record creation 

0   0 

S Staff needs to be able to assess, 
invoice and pay fine/fees 

• Checks should be 
submitted to finance 
and use the C3 
process 
• CC payments should 
be redirected to 
finance and use C3 
process 
• Finance dept. should 
provide receipt of 
payment to customer  
• <this needs to be 
discussed further!!> 

* assumes no ACA 
ability to pay will be 
provided 
* assumes payment 
made via check to 
Finance and uses C3 
process 
* assumes Staff will 
indicated payment in 
AA back office 
* assumes that 
workflow will include 
automation that 
verifies payment 
when fines are 
assessed 

5   5 

S Staff needs to be able to generate an 
AIR (annual inspection report) for the 
year based on the violation from all 
parks based on the system information 
gathered. 

• Create an adhoc 
report that will list all 
annual inspections for 
the year 

   13 13 



S Staff would like to be able to control 
who has permission to Lock/Hold and 
change the status of a License 

• Ensure that only staff 
with proper security 
can control 
lock/hold/notice 

* create a User Group 
for the Complaints 
staff 
* only allow 
Complaints staff to 
see details of a 
complaint 
* only staff that are 
part of the licensing 
agency or who are 
authorized to place / 
update a 
lock/hold/notice 

13   13 

S Staff needs to be able to issue one 
letter to the respondent to advice of 
the violation before expediting the 
process to a formal hearing. 

• Create a notice of 
violation report that 
can be sent by mail to 
respondent 
• Be able to attach the 
letter to the case 
• Be able to reflect the 
notification in the 
workflow of the 
process 
• Be able to set a due 
date for response by 
the respondent 
• Be able to track when 
a response has not 
been received and 
take the next step 

* report for notice of 
violation 
* report for tracking 
NOVs 

  31 31 

        

C As staff I would like the complainant to 
receive an email verifying the receipt 
of a complaint with the unique case 
no. 

• Except for 
anonymous users, 
email information 
should be collected at 
submittal 
• When an email is 
present then 
confirmation of the 
case will be sent via 
email to the 
complainant. 
• The email should 
verify basics of the 
case incl. case number 
• The email should be 
sent automatically by 
the system when the 
case is created 
• A follow up email 
should be sent to 
confirm that staff initial 
review has been 

* assumes 2 different 
emails at 2 points in 
workflow 
* assumes no reports 
(letters) 
* assumes very 
limited information to 
be provided (security) 

8   8 



performed 
• A follow up email 
should be sent when 
(other points of 
workflow?) 

C Staff would like cases that should be 
directed to BPL or another State 
Agency to be sent to a standard email 
account 

• Define a strategy for 
using the Reference 
Contact data set that 
specifies a CONTACT 
TYPE for case 
escalation.  These 
contacts should 
include email and mail 
information that can be 
used when escalating 
a case 
• Send an email to this 
contact when 
escalation occurs 

* This is an optional 
idea considered 
during workshops 
that may help track 
and streamline 
working with 
agencies that are 
external to Accela 
* story points are 
unqualified estimates 
ONLY as the full 
scope of this strategy 
has not been 
evaluated 

5 13  18 

C Staff needs the ability to take action on 
the license. 

• Allow authorized staff 
to be able to place 
lock/hold/notice on a 
license when it is 
determined that a 
complaint warrants 
such activity 
• Who should be 
notified? 

* assumes manual 
ability for staff to 
place lock / hold / 
notice 
* assumes manual 
ability for staff to 
relate a complaint to 
a license 
* no notification 
included to licensee 
at this time 

0   0 

   Totals 142 47 204 393 
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M 

Staff would like to be able to 
have all Code Officials 
Registered in the system with a 
unique registration number 
that reflects applicable 
information  

* Code Official 
Registration 
Record created 
* Unique Record 
Identifier  

* 2 rec types 
created 
(application / 
registration)  

31  31 

62 

M 

Staff would like Code Officials 
to be able to apply online to 
make the application process 
more efficient 

* Code official can 
submit 
information and 
create a new 
application 

* 1 page flow for 
ACA application 

31  31 

62 

M 

Code Official can pay for 
application online 

* include the 
redirect to CEPAS 
* include the 
paper check and 
CEPAS payment 
process as 
implemented for 
plan review 

 
13  18 

 
31 

M 

Staff should be able to charge 
$75 for a 3 year registration or 
a prorated amount based on 
years remaining in the cycle 

* create basic fee 
schedule   

2  3 
 

5 

M 

As staff I need to have access 
to legacy data from our current 
system.   Assumes state 
will provide a delaminated text 
file. Which can be converted 
into ORA SQL tables.  
 
 

 

Assumes this will 
be from a CSV file 
and will be 
approx. 2,000 
records. Will 
have to create an 
Accela account 
for each. State 
will handle 
notifying public 
 

  60    60 

               

S  Code Official would like to be 
able to renew registration on 

* Code Official can 
renew registration 

* 1 page flow for 
ACA application 

31  18    49 



line 

S  Applicant would like to be able 
to provide license info or work 
history as electronic 
attachments with the 
application 

* include EDMS 
* configure doc 
groups 

* configure doc 
types 
* applicant can 
submit anytime 
* notify Staff 
when new info 
submitted 

3  8    11 

S  Ensure that payment is made in 
full before review and approval 

*key points in 
workflow validate 
payment of 
assessed fees has 
been completed 
before continuing 
* if online 
application 
specifies paper 
check then ensure 
a record status 
reflects  
*  

* 2 workflow 
validation scripts 
* 

3  3    6 

S  Staff needs to be able to 
contact an application and 
request move information 

* send email 
* send letter 
* update record 
status 
* set due date for 
applicant 
* create a report 
to track requests 
for info 
* create a quick 
query 

  36  13    49 

S  Staff would like to be able to 
issue an approval letter 

* generate an 
approval letter  
* create the letter 
as a word doc 
* allow modified 
letter to be 
attached as 
electronic doc 
* tie approval 
letter to workflow 

* quick query for 
approved 
* word doc letter 
(report) 
* use out of box 
EDMS 

16  8    24 

S  Staff would like the renewal 
process to be automated to 
occur every 3 years  

* develop a 
renewal process 
that includes 
(expiration, batch 
processing, and 

*2 batch 
processes 
* report to show 
expired 
registrations 

21  31    52 



online renewal)  * quick query to 
show about to 
expire and 
expired 
registrations 

S  Staff would like Code Officials 
to receive a letter notification 
for expiration 

*about to expire 
letter 
*expiration letter 

*2 letters 
* 2 emails 

44     44 

      Totals  231  224  0 455
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M  Staff would like a Record 
created in the system that will 
allow for all attributes of an 
elevator to be tracked for the 
permit 

* Single Record 
Type created for 
Program 
Registration 
* Basic attributes 
of the custom 
fields, workflow, 
fee schedule, etc. 
defined 

no automation 
included in the 
framework other 
than basic license 
scripting for 
expiration 

34  34    68 

M  Coordinator would like to be 
able to submit an application 
for a program online to 
streamline the application 
process 

• Coordinator 
should be able to 
fill out an 
application with 
necessary 
information  
• Only 
coordinators with 
required 
qualifications 
should be able to 
apply (don’t think 
there is any real 
way to do this 
today!) 
* One Online Page 
Flow is designed 
for permit 
application 

* 1 ACA page 
flow and help / 
instructional text
* assumes that 
there is not an 
ability to pre‐
qualify 
coordinator 

34  13    47 

M  Coordinator would like to be 
able to create an online 
account so they can manage 
their business on line 

* Coordinator 
should be able to 
login and create 
an account 

core product 
functionality 

2     2 

          



S  Staff would like to ensure that 
New Code changes can be 
worked into existing Programs 
so that program qualifications 
are kept up to date 

• Staff should be 
able to search 
programs based 
on what code 
applies (BLD, ELEC, 
MECH, PLUMB) 
• Staff should be 
able to manually 
mark programs 
that need to be 
verified based on 
a code update 
• Staff should be 
able to 
automatically run 
a batch that marks 
programs for 
verification 
following a code 
update 

* In order to 
automate this, it 
will be necessary 
to collect 
required data on 
application 
* any data 
converted must 
be in the same 
format as 
designed for 
future use 

13  34    47 

S  Staff needs the ability to 
contact Companies to advise of 
changes to ensure coordinators 
keep qualifications up to date 

• Staff should be 
able to send an 
email to 
coordinators when 
a program needs 
to be updated 
after a code 
change 
• Staff should be 
able to send a 
letter 
An amendment / 
renewal should be 
created for 
programs 
requiring update 
online  

* Once a program 
has been marked 
as requiring an 
update due to a 
code change, A 
Batch can send 
an email to the 
company / 
coordinator.  
* A distinct 
record type for 
the renewal will 
be needed 
* A distinct 
record type for 
the amendment 
of a program will 
be needed 

34  34    68 

S  Coordinator would like to be 
able to provide course material 
/ example as electronic 
attachments with the 
application to ensure all 
information is provided for 
application 

• Coordinators 
should be able to 
attach electronic 
documents 
• Coordinators 
should be able to 
mark the 
attachments as 
certain types of 
documents 

* configuration to 
include proper 
categories 
* only allow 
attachments to 
be submitted at 
specific points in 
the online 
process 
* when a doc is 

13  13    26 



(course material, 
syllabus, example, 
etc.) 

submitted / 
updated staff 
needs to be 
aware of the 
activity 

S  Coordinator would like to be 
able to pay online at the time 
of application submittal to 
simplify the payment process 

• Coordinators 
should be able to 
submit payment 
as part of the 
application 
• Coordinators 
should have fees 
assessed based on 
fee schedule 

* use the 
functionality for 
CEPAS that exists 
for plan review 
today 

13  21    34 

S  Staff needs to be able to 
accommodate a paper 
submittal even after system 
deployment so that customers 
without online access are 
supported 

• Checks sent by 
applicant should 
be directed to the 
finance dept. and 
as part of the C3 
process then 
redirected back to 
the staff 
• When an 
applicant submits 
on line and sends 
a paper check, it 
needs to be clearly 
marked via status 
until payment is 
received 

C3 and CEPAS 
functionality 

1     1 

S  Staff needs to be able to issue 
an approval letter for an 
approved course to ensure that 
the coordinator receives 
proper notification easily 

• Change the 
status of the 
program to reflect  
approval 
• Send letter to 
coordinator 
Send email to 
applicant 

* record status 
and task update 
* create an 
approval letter 
* email applicant
* set expiration 
of program for 36 
months 

8  8  13  29 

S  A Coordinator needs to be able 
to specify that a course applies 
to multiple categories for a 
submittal to ensure that all 
relevant trades are associated 
and tracked for review 

• Capture the 
necessary 
categories on 
application 
submittal 
Allow staff to see 
the categories and 
verify 

* include 
appropriate 
checkboxes for 
online intake 

1     1 



S  Staff needs to charge $150 per 
course submittal in order to 
comply with the fee schedule 

Apply the fee for 
each application 

* create basic fee 
and allow for 
manual 
application 

1     1 

S  Staff would like course reviews 
to occur simultaneously to 
ensure that reviews are done 
efficiently and completely 

• Define system 
workflow tasks so 
that reviews occur 
simultaneously 
Define system 
workflow to 
ensure that all 
reviews are 
approved before 
continuing with 
process 

* Basic parallel 
processing used 
by system 

1     1 

S  Staff needs to be able to keep 
track of code changes and the 
need to reflect for a course to 
be updated so that effected 
programs can be notified and 
updated when appropriate 

Include the 
tracking of code 
changes and 
renewal for trades 

* for a more 
formal tracking 
process a record 
that mandates a 
renewal (early) 
due to code 
change will be 
necessary 
* distinct record 
that also set the 
expiration based 
on due date for 
compliance 

34  34    68 

        

C  Staff would like to ensure that 
payment in full online is 
completed prior to application 
review to ensure that payment 
is not overlooked 

• Before a 
program is 
assigned to staff 
for review, the 
payment should 
be paid in full 
• The system 
should clearly 
mark by status the 
applications that 
are ready/not 
ready for review 
• The system 
should purge 
partial 
applications after 

* incorporated 
basic fee 
payment at 
points in the 
workflow ‐ i.e. 
submittal 
* include record 
status that 
reflects submittal 
with and without 
payment 
*create a batch 
program that will 
detect TEMP 
records that have 
not been 

13  21    34 



they age (how 
long?  6 months? 
Other?) 

completed and 
are older than 6 
months and 
purge 
* create unique 
TMP record 
identifier 

C  Staff would like to ensure that 
payment can be made for 
multiple course submittal at 
once to make payments easy 
for customers 

• ACA shopping 
cart should be 
able to be used as 
system designed 

* core system 
functionality  
* uses existing 
CEPAS 
functionality 

1     1 

C  Staff needs to be able to 
contact a coordinator asking 
for additional information via 
email to ensure that missing 
information is collected 

• Change the 
status of a 
program record to 
clearly note that 
more info is 
required 
• Sends email to 
the applicant 

*create a 
notification letter
* base on 
Workflow 
* update status 
* email applicant 

8  8  13  29 

C  Staff needs to ensure that an 
application applies to only 1 
course at a time so that there is 
no misunderstanding in the 
application and approval 
process. 

• Staff can review 
the application 
and verify 
manually that 1 
course is 
described 
Informational text 
should direct the 
applicant to only 
submit 1 course 
per application 

* this is a manual 
review 

1     1 

C  Staff needs to direct reviews to 
Chiefs based on the categories 
specified (Code Inspector / 
Official Classification) so that 
all applicable trades are 
reviewed for program 
qualifications 

• Allow the staff 
to manually 
determine the 
chiefs to provide 
reviews 
Automate the 
system to 
determine the 
reviews required 
based on the 
categories 
selected 

* this assumes 
automated 
review based on 
checked 
categories 

1  8    9 



C  Staff needs to be able to 
process Trade reviews within 7 
business days 

• When trade 
reviews are 
assigned set the 
review due date to 
be 7 business days
• Create a global 
quick query where 
overdue reviews 
can be easily 
identified 
Assign the review 
to the correct 
group / individual 
as necessary 

* set due dates 
for reviews when 
assigned 

8  8    16 

C  Staff needs to be able to 
generate a current course list 
(with basic course info) so that 
they can post the information 
online. 

Create a report 
that shows what 
programs are 
current – PDF XML 
or Word Doc 

*report for 
course list to be 
produced in PDF, 
Word or XML 
format 

   13  13 

C  Staff needs to be able to put 
renewals through a review 
process so that the renewal 
process for review is in sync 
with that of original application 

• Create an 
amendment 
process that 
occurs on a 
periodic basis 
• Ensure that 
program status is 
updated to reflect 
renewal 
Ensure that 
program status 
can show expired 
programs 

* ensure that 
renewals 
submitted by the 
coordinator have 
been paid for 
prior to review 
* 

34  34    68 

C  Staff would like the ability to 
notify all course coordinators 
that their course may require 
updating based on the trades 
implementing a code change to 
ensure the programs are 
updated efficiently 

• Send mail to 
program 
coordinators 
advising of course 
update 
verification 
• Send email 
• Update program 
status 
Set a due date for 
coordinators to 
comply or the 
course may be 
marked as out of 
date 

* create a report 
(letter) for all 
coordinators that 
lists what code 
discipline has 
been updated 
and the courses 
they have active 
that are affected.
* develop a batch 
solution for this 
process that will 
email all 
coordinators 

  34    34 

      Totals  255  304  39  598
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Total 

M As an inspector I need the ability 
to verify witnessing an 
acceptance test.  

*click a box - pass or 
fail 

ASI added to an 
inspection 
summary and then 
may need to be 
scripted to copy 
back to a table for 
tracking 

3 5    8 

M As an Owner/User I should be 
able to submit an Accident report 
online for an elevator so that it is 
received and reviewed by the 
division more timely for evaluation 
purposes than mail email.  

* An owner/user  can 
go on line and create 
an accident report 
for a Serial 
* The Accident is 
related automatically 
to a serial 
* Work flow process 
is executed when an 
accident report is 
submitted that 
ensures timely 
review of the 
accident 
* A notice is sent 
immediately to 
internal State Staff 
that alerts them of 
the accident 
submittal 

* A Unique Record 
Type must be 
created that can be 
related to a Serial  
* Online ACA page 
flow to be created 
* no fees or 
inspections are 
associated to this 
process 

34 13   47 

M As management I would like an 
elevator accident report 
notification immediately so we 
can track and ensure accidents 
are addressed properly 

TBD * An adhoc report 
that lists accidents 
for a serial along 
with location 
information and 
accident 
information 

    13 13 

M staff would like the ability to find 
historical accident information  

*Data is loaded and 
visible per the 
approved mapping 
document 

* assumes the 
accident 
information is 
contained within the 
permit information 
today 
* does this need to 

      0 



be extracted and 
isolated? 

M As an Inspector, I need accident 
report notification automatically 
assigned to my tasks like permits 
and have a comment field to be 
able to make comments  

Standardized 
comments (click 
boxes) 

Need to understand 
what the 
assignment would 
be based on. 

0 15   15 

M As management I need the 
system to create an 
account/billing number when a 
new serial device is added or 
allow user to select an existing 
account # 

Is this a request to 
create and use trust 
accounts?  

NEED MORE INFO 0      0 

M As staff,  I need the ability to 
search by account number and 
location number 

What is the account 
number? 

NEED MORE INFO 0      0 

M As an inspector I need the ability 
to record my mileage in AMO at 
each inspection or stop 

turn on product 
functionality related 
to inspection 
mileage tracking 

* No scripting, just 
config. 

3     3 

M As an Inspector I need the ability 
to record detailed information for 
each inspection  

* create standard 
comments 

* product provides 
a text box as a 
standard 
component of 
inspections that 
allows an inspector 
to capture / journal 
result information 
from an inspection 

5      5 

M As an Inspector I need the ability 
to record if an elevating device 
has been Sealed Out of Service 
(SOS) 

*BD - Building Torn 
Down 
*Do - Dormant 
*NC - 
noncompliance of 
Correction Orders 
*NP - nonpayment of 
invoices 
*OW -  Owner's 
Request 
*Safety Violations 
*UO - Unit Torn Out 

* did not discuss 
during workshops 
so I may be missing 
something, but I'm 
making assumption 
that would require 
1) new record 
status 2) 
lock/hold/notice 3) 
not sure how to or if 
automation is 
possible 

3      3 

M As a Contractor I need the ability 
to request a device to be used for 
temporary purposes  via a 
template/form  to be submitted to 
the division  

  * is this simply a 
standalone device 
type? 

20      20 



M As a Contractor I need the ability 
to request overtime for an 
inspection via a template /form to 
be submitted to the division  

  This could be done 
today by a 
contractor placing a 
note on the 
inspection request - 
or data could be 
collected for a more 
automated solution 

10      10 

M As Staff I need the ability to verify 
an inspector is keeping current by 
recording their weekly inspection 
activity 

  *ad hoc report for 
activity 
*quick query to 
easily show 
inspections for a 
time period 

3   13  16 

M Staff would like to ensure that a 
Periodic Renewal process is 
automated for all Serials to 
ensure that elevators are 
scheduled for inspections and 
renewal in a timely fashion 

* each record type is 
defined with an 
accurate renewal 
period 
* each record type 
has an associated 
amendment for 
Renewal created 
that controls the 
Active / Expiration 
status of the Serial 
* each record type 
has a batch process 
that executes daily 
to automate the 
expiration 
* each amendment 
facilitates the 
expiration and 
inspection process 
for renewal 
* each renewal 
notifies the 
Contractor / Owner 
by email 
* each renewal 
notifies the 
Contractor / Owner 
via on line account 
status 
* each renewal 
notifies the 
Contractor / Owner 
by letter 

* assumes that the 
renewal process / 
amendment / 
notifications are 
created for multiple 
record types  that 
include a single 
device type 

89 55   144 



M As an inspector I should be able 
to add a correction order violation 
to the serial so there is proper 
tracking 

* create a new 
record that is 
attached to the 
Serial Record 
* create a notice on 
the Serial that 
specifies the 
violation until 
resolved 
* ensure that the 
violation can stop 
the SERIAL from 
being renewed 

* assumes that the 
creation of the 
violation can be 
related to the 
SERIAL, a 
PERMIT, or a 
Contractor using 
system related 
record functionality 

34 34   68 

M As an Inspector, I need a 
correction order with a severity of 
3 to show up in my tasks for 
follow up.  

  script to evaluate 
correction order 
severity and auto 
create an 
inspection and 
assign 

  5    5 

M As an inspector I need  the ability 
to issue a correction order with 
the capability to email issued 
correction orders to owner/site or 
have it printed and mailed from 
the office 

  * correction order 
letter 

    13  13 

M As an inspector I need  the ability 
to comply corrections orders at 
time of inspection 

  * based on type of 
inspection and the 
result create up to 3 
versions of this 
compliance 
automation 

  5    5 

M As an Inspector, I need the ability 
to indicate the severity of a 
correction order 

system to default to 
a severity of 1= low 
severity - follow up 
by inspector not 
required- 2= 
moderate severity 
follow up required at 
next inspection, 3 = 
severe - follow up 
required (no COO 
issued) 

Severity Custom 
Field <dropdown> 

1     1 

M As management I need the 
system to create an  invoice after 
an inspection is performed which 
can  be emailed or mailed to the  
elevator owner/billing  

  * invoice report     18  18 



M As management I need the 
system to create an  invoice after 
an inspection is performed which 
can  be emailed or mailed to the  
elevator owner/billing via Inter-
Account Billing  thru the State of 
Michigan  

  * invoice report IAB 
* assumes the 
basic invoice is 
adjusted 

    13  13 

M As management I need the 
system to create a past due 
invoice if the owner has not paid 
the original invoice after an 
inspection is performed which can  
be emailed or mailed to the  
elevator owner/billing  

  * past due invoice 
report 
* assumes the 
basic invoice is 
adjusted 

    5  5 

M As management I need the 
system to create an  invoice if 
billing information is updated and 
inspections need to be rebilled 
which can  be emailed or mailed 
to the  elevator owner/billing  

  * should not require 
any config or report 
development 

1      1 

M As management I need the 
system to utilize existing account 
numbers converted from BRIDGE 
to create an invoice to be emailed 
or mailed to the  elevator 
owner/billing after the inspection 
is performed 

  * is this accounted 
for in the data 
conversion? 

0      0 

M As management I need the 
system to create account  
numbers per for owner/billing 
address so all elevators 
owned/managed by one entity 
can be batch invoiced 

  All invoices will be 
associated to a 
contact so this 
should be handled 
by the out of box 
functionality 

0      0 

M As an inspector I need the ability 
to delay invoicing until all 
elevators at the same location are 
inspected.  

Assumes invoicing is 
automatic after 
inspection entered, 
but the inspector can 
check a box to delay 
until all completed. 

more information 
needed 

0      0 

M As an inspector, I need "delayed 
invoicing" selections needs to 
stay in my tasks. 

  more information 
needed 

0      0 

M As staff I need the ability to run a 
current or specific timeframe 
query for all Delayed billing for 
evaluation 

   This will be a quick 
quarry that can be 
run at will. It more 
of a training task 
that State can 
tackle 

0      0 

M As an owner I need the ability to 
pay my invoice partially or in full 

  partial payments 
cannot be handled 

10     10 



on line with a credit card. via CEPAS today -  

M As a Contractor I should be able 
to create an Online Account so 
that I can manage my business 
with the State 

Shall allow a 
contractor to 
associate with state 
licenses 

* No Scripting.  
* Shall utilize 
standard system 
functionality to 
allow for an 
account to be 
created that is 
secure  
* Uses the out of 
the box sign up 
functionality. 

1     1 

M As management I need the 
system to utilize existing location 
numbers for each serial to 
associate existing contact 
information and facilitate location 
name changes 

Staff needs the 
ability to change a 
location name for all 
elevators at the 
same location by 
changing 1 location  
# 

Need more 
information - 
Location 
information is 
collected - why do 
we need to number 
the location? 
Believe this will be 
handled with the 
out of box 
functionality of 
Accela 

0     0 

M As management I need the 
system to create a location 
number when a new serial device 
is added or allow user to select 
an existing location # 

  Need more 
information - 
Location 
information is 
collected - why do 
we need to number 
the location? 
Believe this will be 
handled with the 
out of box 
functionality of 
Accela 

0     0 

M As a contractor I should be able 
to submit an application online for 
an installation/alteration permit  to 
an elevator so that I can 
efficiently conduct permitting 
business with the State 

* This amendment 
(Alteration) should 
be against the 
SERIAL and not the 
original construction 
permit. 
* The amendment 
should be created 
and automatically 
related to the Serial 

* assumes that a 
single amendment 
can work for either 
single / multiple 
serial types. 

34 34   68 



M If  an alteration permit is selected 
a serial # will not be created but 
existing serial#  will be required 
information on the permit  
Staff would like a Record created 
in the system that will allow for all 
attributes of an elevator to be 
tracked for the permit 

* multiple Record 
Types (one per 
device type) capable 
of specifying the 
device type and 
corresponding 
attributes 
 is issued 
* The ACA Page 
flows will require 
minimal scripting to 
only show/collect 
appropriate 
attributes  

* This is the single 
record type strategy 
and  

89 34   123 

M Staff would like the information 
from the historical permits to be 
synchronized to fit with the new 
permit record design 

* Multiple executions 
of the data 
conversion have 
been executed 
allowing the team to 
refine the data 
mapping 

 
This will be handled 
via data 
conversions 

      0 

M When Applying online for a permit 
I expect to be able to pay online 
with cc  

* Implement ACA 
payment consistently 
with existing 
functionality found 
with Plan Review 
process 
* Redirect to CEPAS 
successfully 
* Include user 
instructions that help 
an applicant 
understand next 
steps 
* Submit and create 
a real record that is 
accessible in the 
back office with 
appropriate status 
reflecting payment 

* significant 
workshops are 
typically necessary 
for users to refine 
messaging online 
* each individual 
rec type will require 
this LOE in order to 
implement the page 
flow process 
properly 

13 13   26 



M Staff would like the ability to find 
historical permit information in the 
system for research ability 

*Data is loaded and 
visible per the 
approved mapping 
document 

* client will provide 
data that has been 
scrubbed, 
normalized, etc. for 
the creation of 
oracle sql tables 
* all historical 
information from 
different datasets 
must be migrated 
into an Oracle SQL 
table 
*Standard Accela 
staging tables 
would be created 
from the 
information Loaded 
into Oracle SQL 
tables 
* Using the data 
from the staging 
tables fields will be 
mapped using the 
data conversion 
tool 

      0 

M As a contractor I need the ability 
to review all my permits and their 
status they are in with sorting 
capabilities. 

 general product 
functionality 
determines User 
experience 
including sorting 

1      1 

M As a contractor I would like all my 
permits to associate with my 
Online account 

  general product 
functionality 

1      1 

M As an Inspector, I need the ability 
to "reinstate" or keep a permit 
from auto closing 

  Product provides 
an expiration portal 
that allows users in 
the back office to 
change the 
expiration date 

1     1 

M As a Contactor, I need the ability 
to "reinstate" or keep a permit 
from auto closing 

  If this is necessary, 
we need to 
understand under 
what conditions this 
would be permitted.  
It would require an 
amendment record 
type to be created 
for approved 
contractors 

21 34   55 



M As an inspector I need to the 
ability to issue an approval/ denial 
with the capability of emailing the 
permit holder (contractor) or have 
it printed and mailed from the 
office 

  * Inspector can 
result an inspection 
which triggers the 
auto email of 
contractor when an 
email is available. 
* approval letter 
* denial letter 

2 3 26  31 

M As staff I expect that all 
necessary application information 
will be is collected in the system 
via required fields  

*  Address, Parcel, 
Owner information is 
configured 
* Applicant 
information is 
configured 
* custom fields and 
tables are configured 
that are based on 
existing application 

* application, 
reports, and data 
conversion 
information will be 
evaluated to 
determine what 
data is to be 
collected, made 
required, saved for 
historical 
perspective, etc. 

5     5 

M As a Contactor/Journeyperson, I 
need the ability  to record safety 
tests on the serial record and 
attach the report  to the serial # 

*Licensee enters 
serial # 
* Location name, 
address, device type 
and capacity are 
displayed 
*licensee verifies he 
has the right serial # 
*enters test type/s 
performed, 1, 2, 3 or 
4 
*uploads test form to 
serial device 

*Safety Test should 
be developed as a 
standalone record 
type so that it 
retains full archival 
information and can 
be initiated via web 

21 34    55 

M Report for overdue safety tests   * aging report to 
print out all safety 
tests by device type 

    18 18 

M Staff would like a Distinct Serial 
Record to be created that 
describes the attributes of an 
elevator 

* The Serial Record 
should be able to be 
created as a distinct 
record 

* A Serial Record is 
the parent of any  
installation permits, 
accident reports, 
annual inspections, 
maintenance 
submittals, safety 
tests, correction 
orders and 
alterations 
performed for an 
elevator 
* Except for a 
permit to construct, 
all on line activities 
applied for by a 

34 13   47 



contractor should 
be on the Serial 

M As an inspector and staff, I need 
the ability to review inspection 
history on each device 

  Inspection History 
is saved for all 
resulted inspections 
- this is Product 
functionality and 
there is no work 
involved 

1      1 

M As Staff I need to be able to add 
an elevating device without a 
permit for  existing devices found 
without serial  

  Assumes a Serial 
Record would be 
created manually 

2     2 

M As staff I need to have access to 
legacy data from our current 
system. 

 Assumes state will 
provide a 
delaminated text 
file. Which can be 
converted into ORA 
SQL tables.  
 
Assumes 
conversion size is 
limited to one data 
source and 18 flat 
files provided by 
Allan Parker during 
analysis session. 
 

210   210 

        

S  As Staff, I would like to see all 
records that have been closed 
for X period of time be 
automatically moved to a 
status of “Inactive” 

When all records 
meeting this 
criteria are auto 
marked inactive 

Assumes this will 
be a Med/High 
complexity script 
and workflow is 
in place 

4  16    20 

S  As staff I would like to be able 
to create an accident record 
from a mailed in report from 

TBD  * Create a 
complaint record 
type that is 

0     13  13 



Owner  ‘Accident’ and 
allows accidents 
for a serial to be 
tracked 

S  As staff I would like an Owner 
to be able to create an 
accident report online to 
expedite the submittal/review 
process 

TBD  * Online create a 
complaint type 
that an 
owner/contractor 
can submit that 
tracks an 
Accident 

      13  13 

S  Staff would like the ability to 
have historical accident report 
information that is still in 
progress available in  
historical queries immediately 

* Multiple 
executions of the 
data conversion 
have been 
executed allowing 
the team to refine 
the data mapping 

This will be 
handled via data 
conversions 

         0 

S  As management I would like 
an Inspector Activity report 
created that  shows inspector 
production over time 

TBD  *  An ad hoc 
report that shows 
annual fiscal year 
information for 
an individual 
inspector by 
inspection 
category, and 
monthly 
inspections with 
yearly totals 

      13  13 

S  As an Inspector using AMO, I 
should be able to sort the 
inspections by zip code so I 
can go through the 
inspections easier. 

 * Inspections are 
sorted ASC or 
DESC according to 
zip codes. 
* Shall Incorporate 
and Train 
Inspectors using 
standard AMO 
functionality 

 * Using out of 
the box features 
available. No 
customization. 

1        1 

S  As an owner I need the ability 
to print my certificate of 
operation after I have made 
payment online 

   *create a COO 
permit and make 
it accessible on 
line for owners 

2     13  15 



S  As a Contractor/Licensee I 
need the ability to verify in 
ACA compliance of correction 
orders  

*Licensee enters 
serial # 
* Location name, 
address, device 
type and capacity 
are displayed 
**licensee enters 
date Correction 
order was written 
and date 
correction order 
was compiled…   

* Standard ACA 
functionality lists 
all associated 
records for which 
a Correction 
Order is a unique 
record type.   
* product user 
experience for 
searching is 
standard 
functionality 

         0  

S  As Staff, if correction order is 
for safety tests only‐ auto 
comply when safety tests 
performed/entered 

   script that would 
verify the type of 
test and auto 
close based on a 
"pass" result 

   5     5  

S  As an Inspector, I need to be 
notified when a correction 
order is complied 

   script that emails 
inspector with 
inspection/result 
info 

   5     5  

S  As an inspector, I need the 
ability to search correction 
orders by severity and zip 
code. 

   report for listing 
correction orders 

      18   18 

S  As an Inspector, I need the 
ability to review past 
correction orders issued by 
date, zip code, serial#, or 
location 

   * report for 
correction orders 

      18   18 

S  as an Inspector I should be 
able to result a Correction 
Order with the correct status 
so that our inspection results 
are recorded properly 

* Inspection can 
be resulted as 
either Compliant 
or Non‐Compliant 

   1        1 

s  As Staff, I need the capability 
to add notes to any invoices 
regarding payment  

   more information 
needed 

0         0 

S  As management I would like 
an elevator IA Billing Report 
to be created to track billing 
over time 

TBD    * An adhoc 
report that shows 
only IAB activity 
by dept. name, 
invoice number, 
serial number, 
inspection date, 
and invoice 
amount 

      13  13 



S  As an inspector I need to be 
able to assess additional 
inspection fees when 
necessary 

* inspector can 
reschedule an 
inspection 
* Inspector can 
schedule a follow 
up inspection  
* Inspector can 
assess a fee 
manually when 
necessary 
* System ensures 
that workflow 
processing verifies 
that appropriate 
fees and 
inspections are 
complete before 
allowing 
continuation of 
tasks such as 
Issuance, COO, 
etc. 

* basic zero 
balance and fee 
completion 
validation 

3  5     8 

S  As a Contractor I would like to 
associate my Online Account 
with existing State Licenses 
that are available in AA for 
consistency and ease of use 

Shall allow a 
contractor to 
associate with 
state licenses 

* Scripting and a 
process that 
ensures account 
ownership has 
been developed 
by Scott and 
Accela using the 
"PIN" strategy. 

3        3 

S  as management I would like 
an inspector Activity by 
Month (inspections) Quick 
Query to be created so we 
can see at a glance how many 
inspections have done per 
Inspector 

   1 Quick Query     3     3  

S  as management I would like 
an inspector Activity by 
Month (inspections) Quick 
Query to be created so we 
can see at a glance how many 
inspections have done by all 
Inspectors 

   1 Quick Query     3     3  



S  As a contractor, I need the 
ability to schedule permit 
inspections on ACA 

*contactor can 
view available 
days only  
*contactor can 
request day for 
inspection 
*inspector must 
accept inspection 
*charge a fee for 
changes and 
cancellations (is 
this allowed per 
Statute?) 

Inspection 
schedule request 
is a standard 
product feature 
for ACA 

3        3 

S  As an inspector, I would like 
to have new elevator 
installation inspections 
assigned to me when 
appropriate 

* When an 
inspection is 
assigned to an 
inspector, they 
should be able to 
see the inspection 
in job list and be 
able to take action 
on it. 

* using out of box 
product 
functionality 
associated with 
AA inspection 
portlet, AMO, 
App. 
* provide Quick 
Query views for 
inspections based 
on rec type, 
device type, 
assigned, 
unassigned 

2  5     7 

S  As Staff I should be able to 
determine what  when Plan 
Reviews are required based 
on information provided in 
the application  

* Allow Staff to 
review application 
and manually 
specified reviews 
required 
* Allow reviews to 
be conducted 
simultaneously 
* Allow the denial 
of a review to 
cause the 
applicant to be 
notified 
* Ensure that 
more information 
can be requested 
of the applicant as 
necessary 
* Allow for all plan 
reviews to be 
skipped when 

* assumes basic 
workflow 
configuration to 
be used and does 
not require 
scripting 
* assumes 
notification by 
email 

5  5     10 



appropriate 

S  Staff would like the ability to 
find and work on permits that 
are open following the data 
conversion 

* historical 
permits reflect 
their current 
status at the time 
of conversion 
(Open / Closed) 
(Issued / Review in 
Progress / etc.) 
and are able to be 
processed by staff 

* information 
provided to the 
data conversion 
team must 
already include 
unambiguous 
status 
information so 
that it can be 
easily mapped 
into Accela 
permit 
information 

         0 

S  As Staff I would like to be able 
to identify and notify owners  
and contractors via email or  
mail when their permit or 
Serial is overdue 

* Create a 
notification Letter 
for a Serial that is 
overdue 
* Create a 
notification letter 
for a Permit that is 
overdue 
* configure the 
permit so that it 
will expire in 
accordance with 
code 
* create a Global 
Quick Query that 
will show permits 
that are overdue 
* create a Global 
Quick Query that 
will show serials 
that are overdue 
for inspection 
* create an aging 
report for Serials 
* create an aging 
report for permits 

* there are 
several items 
identified for 
expiration and 
aging 
management 
here 

18  18  21  57 



S  As staff I would like for an 
Applicant to be able to specify 
multiple addresses as 
appropriate so that it is clear 
how the addresses are used 
to communicate 

* Collect Device 
Location 
* Collect Applicant 
address 
* collect Owner 
address 
* Collect 
Contractor 
address 

* configuration to 
use standard 
addressing 
features of 
product 

2        2 

S  Staff and inspectors need the 
ability to have historical 
safety test information 

   * report for 
safety tests 
performed for a 
serial 

      31  31 

S  As Staff I would like to be able 
to search the system for 
related permits, licenses, etc. 

      2        2 

S  As a contractor I should 
automatically be issued a 
Unique Serial  # upon 
successful completion of an 
installation  

* When Approval 
COO is issued on a 
new permit a 
corresponding 
SERIAL record 
should be created 
* The permit and 
SERIAL record 
should be related 
and the SERIAL 
should be set as 
the parent 

future work to be 
completed on the 
elevator should 
be amendments 
against the serial 

8  13     21 

S  As an inspector or mgmt., I 
would like to have a Quick 
Query for all elevating devices 
that are in Sealed out Service 
status.  

   Quick Query 
based on either a 
status and or up 
to one ASI field 

2         2 

S  As an inspector, I would like 
to have new elevator 
installation inspections 
assigned to me when 
appropriate 

   The Inspection 
Portal will show 
inspection 
assignments. 
Product 
functionality 
exists for 
inspection 
assignment 

1        1  

        



C As management I would like 
an elevator inspection activity 
report created so we 
understand inspection work 

TBD *  An adhoc 
report that shows 
inspection 
activity by 
inspection type 
for each month in 
a previous 12 
months with 
totals and is to 
include travel 
time and working 
time 

    13 13 

C  As management I would like 
Inspectors to be able to track 
inspection and travel time so 
we can understand the costs 
associated with inspections 

TBD  *  Using AMO, 
inspectors should 
be able to 
capture time 

      13  13 

C  As management I would like 
an Elevator Certificate Control 
Report to be created monthly 
so we understand what 
certificates have been issued 
and are active 

TBD DO WE NEED? 
Probably not, we 
can make the 
determination by 
querying Accela  

*  An adhoc 
report that 
provides serial 
number, device 
capacity, location 
info 

      13  13 

C  As management I would like 
an Elevator Certificate Control 
Report to be created that 
shows our certificates for a 
selected period of time 

TBD DO WE NEED? * An adhoc 
report that 
provides serial 
number, device 
capacity, location 
info 

      13  13 

C  As management I would like 
an Elevator Correction Order 
Report to be created so we 
can see what issues have 
been identified for a period of 
time 

TBD  * An adhoc 
report that 
provides serial 
number, issue 
number, rules, 
test dates 

      13  13 

C  As Management I would like 
an Elevator Open Correction 
Order  Quick Query to be 
created so we can see our 
business at a glance 

TBD  * Quick Query for 
selecting Open 
Correction 
Orders 

3        3 

C  As management I would like 
An Elevator Overdue 
Correction Order Quick Query 
to be created that allows 
overdue orders to be seen at 
a glance 

TBD  * Quick Query for 
selecting overdue 
Open Correction 
Orders 

3        3 



C   as management I would like 
An Elevator Open Correction 
Order Report created to track 
our business  

TBD  *  Ad Hoc report 
for listing 
due/overdue 
correction orders 
by overdue, serial 
number location, 
device type, due 
date 

      13  13 

C  As management I would like 
an Elevator Correction Order 
complied report to be created 
that helps us track corrections 

TBD  * Create an 
adhoc report that 
lists serials by 
number, 
inspector, issue 
date, complied 
due date and 
complied date 
* Create an 
adhoc report that 
lists NON 
compliant serials 
by same 
information 

      21  21 

C  As an Inspector I would like to 
be able to use the Inspector 
App to make tracking an 
inspection in the field efficient 

Shall incorporate 
and train 
Inspectors to use 
standard Inspector 
App functionality 

* Using out of the 
box features 
available. No 
customization. 
* Inspections are 
assigned 
manually. No 
auto assignment. 

1        1 

C  As management I would like 
An elevator Invoice Control 
Report created so we can 
understand financial 
expectations for elevator 
permits 

TBD  * An adhoc 
should be able to 
show invoices by 
number, serial 
number, 
inspection date, 
invoice amount 

      13  13 

C  As management I would like 
An elevator IA Billing Report 
created so I can see inter 
agency billing 

TBD  * An adhoc 
report that shows 
only IAB activity 
by dept. name, 
invoice number, 
serial number, 
inspection date, 
and invoice 
amount 

      13  13 



C  As management I would like 
an Elevator Revenue Report 
created to understand 
financial information 

TBD  * An adhoc 
report that shows 
annualized 
information for 
fee codes, the fee 
code description, 
broken down by 
monthly and 
quarter revenue 
with totals and 
subtotals 

      13  13 

C  As management I would like a  
Past due inspection Report to 
be created for tracking our 
business progress 

TBD  * An adhoc 
report that 
provides days 
past due, annual, 
biannual, and 
total inspections 
past due 

      13  13 

C  As management an Accounts 
Receivable Report should be 
created so that we can track 
expected receivables 

TBD   
* An adhoc 
report that 
provides 
summary 
information for 
monthly invoices 
and totals issued 
for the last year 
by month 
*  If adhoc 
reporting is used, 
the example 
provided may 
need to be 
adjusted for 
summary and 
presentation 
formatting 

      21  21 

C  As management I would like 
an Elevator Revenue Overdue 
Report to be created so we 
can track late payments 

TBD  * An adhoc 
report that 
provides days 
overdue, serial 
number, location, 
inspector, 
county, invoice 
date and invoice 
number 

      13  13 



C  as management I would like a 
Past due inspection Quick 
Query to be created so we 
can see at a glance what 
inspections are over due 

TBD  * A global quick 
query providing 
inspections past 
due 

3        3 

C  As management I would like 
an elevator "outstanding 
permits by inspector" report 
created for tracking our 
business 

TBD  * An adhoc 
report that lists 
for each 
inspector their 
corresponding 
serials with 
details for date 
received, ctr, 
location, 
inspector, device, 
permit, and serial 
number 

      13  13 

C  As management I would like 
an elevator "outstanding 
permits by contactor" report 
created that shows aging for 
permits 

TBD  * An adhoc 
report that lists 
for each 
contractor their 
corresponding 
serials with 
details for date 
received, ctr, 
location, 
inspector, device, 
permit, and serial 
number 

      13  13 

C  As management I would like 
An elevator "Permits Issued" 
report so we can see permit 
activity for  a period of time 

TBD  * For a given time 
frame create an 
adhoc report that 
can break 
permits into 
device categories 
for each month 
along with totals 
for the time 
period 

      13  13 

C  as management I would like 
An Elevator" Permit" Control 
Quick Query to be created so 
we can see our permit control 
at a glance 

TBD  * Global Quick 
Query in the 
Record Portlet 
should provide 
basic information 

3        3 

C  As management I would like 
an Elevator Permit Control 
Report to be created so we 

TBD  *  An adhoc 
report should be 
able to meet the 

      13  13 



can track permitting over a 
period of time 

criteria listed in 
the example 
including permit 
number serial, 
device type, 
capacity, and 
location info 

C  As a contractor, the system 
will only allow me to submit 
requests for elevator permits 
if I have the required 
qualifications  

* System should 
verify contractor 
licenses 
qualifications 
against the device 
type and allow 
only if the 
contractor is 
qualified for that 
device type. 
* clerk should not 
receive 
applications when 
contractor is not 
qualified 
* if for some 
reason an 
application is 
received by the 
clerk and deemed 
improper then the 
clerk needs to be 
able to deny the 
application via 
status 

* A qualification / 
permit matrix will 
need to be 
developed 
* Scripting to 
evaluate 
application type, 
contractor qual, 
and matrix will be 
required 
* Scripting to 
handle the 
rejection / 
request for more 
information of a 
submittal will 
need to be 
created 

5  8     13 

C  As a contractor, when 
applying online for a permit I 
would like to  see only the 
information that is applicable 
to the permit   

* Custom fields 
that are necessary 
for the permit 

should be present 
in the online 
application. 

* Address, Parcel, 
location name, 

Owner, Applicant, 
and other 

standard State 
sections should 
follow existing 
standards 

*ACA expressions 
utilized to 

* only necessary 
if single record 
type approach is 
implemented 

   28     28 



show/hide/require 
fields are 

implemented 
*ACA page flows 

created  

C   As management I would like 
An elevator breakdown by 
inspector report created for 
tracking our business 

TBD  * An adhoc 
report that lists 
inspections 
scheduled / 
conducted for an 
inspector by zip 
and device type 
with totals. 

      13  13 

        

W Staff would like a Record 
created in the system that will 
allow for all attributes of an 
elevator to be tracked for the 
permit 

* A single Record 
Type capable of 
specifying the 
device type and 
corresponding 
attributes 
* The Record 
should auto create 
a SERIAL when 
permit is issued 
* The ACA Page 
flow should be 
scripted to only 
show/collect 
appropriate 
attributes  

* This is the 
single record 
type strategy and  

34 89   123 

W  Staff would like to ensure that 
a Periodic Renewal process is 
automated for all Serials to 
ensure that elevators are 
scheduled for inspections and 
renewal in a timely fashion 

* each record type 
is defined with an 
accurate renewal 
period 
* each record type 
has an associated 
amendment for 
Renewal created 
that controls the 
Active / Expiration 
status of the Serial

* assumes that 
the renewal 
process / 
amendment / 
notifications are 
created for only 
one record type  
that includes all 
device types 

34  89     123 



* each record type 
has a batch 
process that 
executes daily to 
automate the 
expiration 
* each 
amendment 
facilitates the 
expiration and 
inspection process 
for renewal 
* each renewal 
notifies the Owner 
by email 
* each renewal 
notifies the Owner 
via on line account 
status 
* each renewal 
notifies the  
Owner by letter 

      Totals  795  589  522  1906

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 

COMPLETE BACKLOG 
For 

FIXED REQUIREMENTS 
 
 

LARA /BCC Phase 2 
 

6/22/2016 
 

Version 1.0 
 
  



 

Requirement  Description 
Story Points 
Per Sprint  Total  18 sprints  

Scrum Master                    
(Eric Davidson) 

lead daily Scrum meeting, schedule 
development, sprint planning and 
retrospectives, Manage Jira Board, 
Monitor project velocity  30  540

Project Management      
(David Madore) 

Monitor velocity, develop weekly 
reports, resolve blocking issue  32  576

Program Management 
(Brenda DeGregory) 

Contract management, Provide 
Escalation Path, Provide executive 
level status.  10  180

Lead Implementation 
Consultant Management 
Time (TBD) 

Attend all scrum meetings, Helps 
direct priorities and consults on 
best practices.  15  270

Training Plan 

Training Plan document 
(Assumption is State will be 
conducting their own training)  N/A  20

UAT Support 1 week 
duration per release  Defect correction, general support 

30 per 
release  60

Go live Prep  Environment moves,  
20 per 
release  40

One week Post Production 
Support 

Defect correction and support staff 
in transitioning to new system  

20 per 
release  40

SOW Development   Completion of phase 2 SOW  N/A  162

Total 
Points  1,888

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

EXHIBIT B – SCHEDULE

 
  

TASKS  START DATE COMPLETION DATE COMMENTS

State of Michigan contract review and signature August 1, 2016 August 12, 2016

Accela contract review and signature
* Sub contracts in place
* Backlog loaded into Jira
* Review current work completed by SOM

August 15, 2016 August 19, 2016

Release 1 Kickoff/Product Backlog Elaboration (On Site) August 22, 2016 August 23, 2016
 Accela Scrum Master, PM and Lead Implymentation 

consultant On Site

Sprint 1 Development August 23, 2016 September 5, 2016

Sprint 2 Development September 6, 2016 September 19, 2016

Sprint 3 Development September 20, 2016 October 3, 2016

Sprint 4 Development October 4, 2016 October 17, 2016
 Accela PM and Lead Implymentation consultant On Site 

for week 1 of sprint (UAT)

Sprint 5 UAT/Go Live October 18, 2016 October 31, 2016

Release 2 Kickoff/Product Backlog Elaboration (On Site) October 31, 2016 November 1, 2016
 Accela Scrum Master, PM and Lead Implymentation 

consultant On Site

Sprint 1 Development November 1, 2016 November 14, 2016

Sprint 2 Development November 15, 2016 November 28, 2016

Sprint 3 Development November 29, 2016 November 14, 2016

Sprint 4 Development November 15, 2016 December 12, 2016

Sprint 5 Development December 13, 2016 December 26, 2016

Sprint 6 Development December 27, 2016 January 9, 2017

Sprint 7 Development January 10, 2017 January 23, 2017

Sprint 8 Development January 24, 2017 February 6, 2017

Sprint 9 UAT/Go Live February 7, 2017 February 20, 2017
 Accela PM and Lead Implymentation consultant On Site 

for week 1 of sprint (UAT)

Sprint 1 Development/Release February 21, 2017 March 6, 2017
Each sprint will end with approved development being 

moved into production. 

Sprint 2 Development/Release March 7, 2017 March 20, 2017

Sprint 3 Development/Release March 21, 2017 April 3, 2017

Sprint 4 Development/Release April 4, 2017 April 17, 2017

Release 2: Elevator Permit

Release 1: 
               CodeOfficialRegistration 

               ProgramRegistration
              Complaints (Licensure) 

              Complaints (Manufactured Housing)

Release 3: "Wish List Items"



 
 
 

 
 

CONTRACT CHANGE NOTICE 
 

 Change Notice Number 13 . 
to  

Contract Number 071B3200042 
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DESCRIPTION: Effective July 5, 2016, the parties add $31,450.00 to the contract for the services detailed in the 
attached Statement of Work for the MSP instance, comprised of $12,950.00 for enhancements and $18,500.00 for 
up to 100 hours of production support to be available upon request of the State at the existing contractual rate of 
$185.00/hour. Hours are to be used for production support only, not for development. All other terms, conditions, 
specifications, and pricing not modified herein remain the same.  Per Contractor, Agency and DTMB Procurement 
approval. 

 

 

STATE OF MICHIGAN 
ENTERPRISE PROCUREMENT 
Department of Technology, Management, and Budget 
525 W. ALLEGAN ST., LANSING, MICHIGAN 48913 
P.O. BOX 30026 LANSING, MICHIGAN 48909 

CONTRACT SUMMARY 

DESCRIPTION: LARA Construction Code Software 
INITIAL EFFECTIVE DATE  INITIAL EXPIRATION DATE 

INITIAL AVAILABLE 
OPTIONS 

EXPIRATION DATE BEFORE  
CHANGE(S) NOTED BELOW 

December 27, 2012  December 26, 2017  2 - 1 Year December 26, 2019   
PAYMENT TERMS DELIVERY TIMEFRAME 

N/A N/A 
ALTERNATE PAYMENT OPTIONS EXTENDED PURCHASING 

☐ P-card     ☐ Direct Voucher (DV)            ☐ Other ☒ Yes       ☐ No 
MINIMUM DELIVERY REQUIREMENTS 

N/A 
DESCRIPTION OF CHANGE NOTICE 

OPTION LENGTH OF OPTION EXTENSION LENGTH OF 
EXTENSION  REVISED EXP. DATE 

☐  ☐   
CURRENT VALUE VALUE OF CHANGE NOTICE ESTIMATED AGGREGATE CONTRACT VALUE 

$11,697,809.74 $ 31,450.00 $11,729,259.74 



   
MICHIGAN DEPARTMENT OF TECHNOLOGY,  

MANAGEMENT AND BUDGET  
IT SERVICES STATEMENT OF WORK 

 
Project Title:  
MSP – CVED – Accela Enhancements 

Period of Coverage: 
7/11/2016 – 12/31/2016 

Requesting Department:   
MSP – Commercial Vehicle Enforcement Division  

Date:  
6/2/16 

DTMB Project Manager:  
Ralph Borucki  

Phone:  
517-243-4982 

MSP Business Owner 
Randy Coplin 

Phone: 
517-242-1631 

DTMB Contract Compliance Inspector:   
Dave Roach 

Phone: 
517-284-3271 

  
BACKGROUND 
Contract 071B3200042 between Accela, Inc. and the State of Michigan (SOM) provides the Accela Automation 
suite of software products as an enterprise-wide contract available to all State Agencies.  All of the terms and 
conditions of the original agreement, as modified by Change Notices 1, 3, 4, 5, 6, 9, 11 and 12 (“Base 
Contract”) remain in effect. Note: Change Notices 2, 7, 8 and 10 do not apply to the Michigan State Police 
(MSP) or Licensing and Regulatory Affairs (LARA) agencies.   
 
The MSP-CVED project was originally specified in the Change Notice 3 – LARA MPSC Motor Carrier Division 
Statement of Work. Due to Executive Order 2015-10, dated March 18, 2015, the LARA MPSC Motor Carrier 
Division was moved into the MSP Commercial Vehicle Enforcement Division (MSP-CVED).  Changed Notice 5 
created a separate instance of Accela Civic Platform, named MSP, for the MSP-CVED Accela project. 
 
PROJECT OBJECTIVE  
The objective of this Change is for the vendor to add functionality and provide as-needed post go-live 
production support for the MSP-CVED application to support the business needs of the agency. 
 
SCOPE OF WORK, TASKS AND DELIVERABLES: 
 

DELIVERABLE 1 – ENHANCEMENTS 
Appendix A contains the description, detailed requirements, and acceptance criteria for the each of the specific 
enhancements identified for this deliverable. 
 
The following activities comprise the scope of DELIVERABLE 1 – ENHANCEMENTS: 

 Analysis, requirement elaboration, and solution design 
 Development and unit test of associated configurations in the SUPP environment 
 Promotion of unit tested configurations to the TEST environment 
 Functional and regression testing (and defect correction) for enhancements  
 Promotion of enhancements to the Production environment 

 
Accela will perform development in the SUPP environment and perform unit testing. Once the change from 
enhancements passes Accela unit testing, Accela will promote the change to the TEST environment for MSP 
and DTMB verification. Accela will notify MSP and DTMB when new changes have been moved to the TEST 
environment and MSP and DTMB will complete the verification testing and report defects to Accela within 3 
business days. MSP and DTMB will notify Accela when verification testing is complete and the change is ready 
for deployment, at which time Accela will deploy the changes to Production.  
 
The Deliverable will be considered complete once the State has tested the change in the TEST environment 
and formally accepted the enhancements in the Production environment. For a period of two weeks following 



 

production deployment, Accela will remediate defects not identified during the State’s pre-production test. The 
DTMB Project Manager and MSP Business Owner will document deliverable acceptance in writing by signing 
the Deliverable Acceptance Form. 
 
 
Project schedule: 

Task/Milestone Responsible 
Party 

Timing (CD=Commencement Date) 

1 Document solution design Accela CD + 5 days 
2 Develop and unit test solution Accela Task 1 + 10 days 
3 State Functional Test MSP/DTMB Task 2 + 3 days 
4 Defect Correction (if needed) Accela Task 3 + 1 day 
5 Deploy to Production Accela Task 4 + 1 day 
 
Accela Responsibilities:  

 Work with State resources to elaborate the requirements and define solution approaches for each 
enhancement. The elaborated requirement and solution approach will be documented in a brief MS 
Word or email format, as needed by the team for each item. 

 Develop and unit test the changes in the SUPP environment and promote changes to TEST 
environment when unit tests pass. 

 Notify the State that changes are ready for testing. 
 Remediate defects identified during testing. 
 Promote changes to PROD upon approval by the State. 

 
Agency Responsibilities:  

 Provide timely and appropriate responses to Accela’s request for information. 
 Collaborate with the assigned Accela personnel as needed to complete all tasks. This may include 

telephone meetings, emails and webex conferences. 
 Assign a Product Owner who is authorized to make decisions regarding clarification and acceptance. 
 Make available the appropriate Agency key users to provide required information, participate in the 

analysis sessions, and test the deliverables. 
 Review and provide feedback, and acceptance, on each of the deliverables. 
 State will provide access to JIRA for Accela staff for tracking defects. 

 
 
DELIVERABLE 2 – POST GO LIVE PRODUCTION SUPPORT 

At the State’s option, Accela will provide up to 100 hours of technical expertise for post-production support at 
the existing contractual rate.  Upon a specific request by the State’s Project Manager and an approved 
response and estimate by Accela, hours will be allocated by the Accela Project Manager to the required 
personnel.  To assist in planning, the parties will attempt to forecast the hours needed for upcoming tasks. 

 
Accela Responsibilities:  

 Within 12 hours of receiving a written SOM request, provide a brief solution approach, time estimate, 
and estimated delivery schedule. 

 Provide technical expertise, consulting or training via phone call or email with sufficient task detail. 
 Provide technical solutions and configurations as assigned. 
 Provide office hours via conference call, as requested. 
 Support Agency personnel in building release management process.  
 Provide prompt notification, and seek approval, of any task or assignment that is expected to exceed 

the original estimate  
 Provide MSP with updates and forecasts on the hours used on a weekly basis (or more frequent if 

requested by Agency). 



 

 Provide monthly Deliverable Acceptance Forms for the completed tasks, as defined in the Project 
Controls and Reports section below. 

 
Agency Responsibilities:  

 Provide forecasted workload of upcoming assignments to allow the vendor to adequately assign 
resources. 

 Provide specific written requests. 
 Provide approval to proceed with specific tasks and to proceed on tasks exceeding the original 

estimate. 
 Provide details and clarifications for specific tasks to be completed. 
 Provide appropriate resources for testing fixes of new functionality and enhancements.  
 State will provide Accela access to JIRA for tracking requests. 

 
ACCEPTANCE CRITERIA - DELIVERABLE 2 – POST GO LIVE PRODUCTION 
SUPPORT 

In the event the State requests production support, the parties will mutually determine the Acceptance Criteria 
appropriate to the support request prior to engaging in the support. Production support Deliverables will only be 
considered complete when the DTMB Project Manager and MSP Business Owner have accepted them in writing. On 
a weekly basis, Accela will provide status reports listing work performed, tasks completed and detailed time sheet.  
Accela will provide a Deliverable Acceptance Form (DAF) that shows the original estimate and actual hours for each 
specific completed task.  Signing the monthly DAF signifies Agency deliverable acceptance. 
 

ASSUMPTIONS 
 This SOW does not include any costs associated with procurement, delivery, installation or 

configuration of hardware, servers, or third party software licenses. Agency has or will use a 
different/separate procurement vehicle to procure hardware and software, if necessary. 

 Changes to the mutually agreed schedule will be evaluated by both parties for impact and may 
constitute a change request if DTMB and MSP agrees the change is necessary and approves the cost 
impact. 

 Agency is responsible for conducting review of all Deliverables within the timeframes defined in the 
mutually agreed schedule including dissemination of the Deliverable to all parties within the Agency 
that will review the Deliverable (as well as 3rd parties), consolidation of all Deliverable comments, and 
delivery of consolidated comments to Accela.  Consolidation of comments includes internal 
reconciliation of any conflicting comments so that the comments provided to Accela come from “one 
voice” representing the Agency. 

 Any additional Deliverable review cycles, interim Deliverable review cycles, or pre-review requests 
from the Agency not built into the Work Plan schedule may, upon evaluation of project impact by 
Accela, constitute a Change Request. The Accela personnel assigned to these deliverables will have 
sufficient product knowledge and SOM project experience so as not to require orientation or training 
on the MSP configuration and business processes. 

 
SPECIFIC DEPARTMENT STANDARDS 
Per contract 071B3200042.  
 
Contractor will abide by all applicable MSP and DTMB standards where applicable, per contract 071B3200042. 
All Contractor employees must have passed a criminal fingerprint background check as required by MSP. 
 
PROJECT CONTROL AND REPORTS 
For Deliverable 1, Accela will provide weekly status reports listing work performed, and tasks completed. 
For Deliverable 2, Accela will provide weekly status reports listing work performed, tasks completed, and hours 
used. 
 



 

PROJECT CONTACTS: 
State: 
The designated DTMB Project Manager is: 

Ralph Borucki 
IT Manager .NET Application Development and Support 
Department of Technology, Management and Budget (DTMB) 
Agency Services, Supporting MSP/DMVA 
517-243-4982 
BoruckiR2@michigan.gov 

 
The designated MSP Business Owner is: 

Insp. Randy L. Coplin, Assistant Commander 
Michigan State Police 
Commercial Vehicle Enforcement Division 
517-242-1631 
CoplinR@michigan.gov 

 
Contractor: 
The Contractor shall be responsible to assure all staff provided by the Contractor are qualified to provide the State 
with the necessary services. The Contractor guarantees that Key Personnel staff, identified below will actually 
perform the assigned work. 
 
The designated Key Personnel is: 
 

Key Personnel Role Name Duties 

Project Manager / 
Single Point of 
Contact 

Brenda DeGregory 

Oversee completion of tasks 
Prepare status reports 
Identify and direct Accela resources 
Identify and manage project risks and issues 

 
The designated Non-Key Personnel is: 
 

Non-Key Personnel Role Duties 

Report Developer Designs and builds the report (letter) associated with the enhancement or other 
report tasks under Deliverable 2. 

Technical Consultant Designs and implements configuration changes and automation scripting 
associated with the enhancement or tasks under Deliverable 2. 

 
PAYMENT SCHEDULE 
Price for deliverable 1 is firm-fixed and one lump sum payment will be made after all the enhancements have been 
fully accepted by DTMB and MSP. 
 
For Deliverable 2, Contractor may invoice the State no more than monthly for work performed and approved by the 
DTMB Project Manager and MSP Business Owner. Rates for Deliverable 2 are firm.  
 

Deliverables Payment Invoice Timing 

Deliverable 1 – Enhancements $12,950 
Upon State formal 

deliverable acceptance 
Deliverable 2 – MSP-CVED Post Go-Live Production 
Support 

$185/hour 
up to $18,500 

Monthly, if performed 

Potential Total Up to 
$31,450 

 

 



 

 

TRAVEL AND EXPENSES 
The State will not pay for any travel expenses, including hotel, mileage, meals, parking, etc.  Travel time will not 
be reimbursed. 

 
LOCATION OF WHERE THE WORK IS TO BE PERFORMED 
Work will be performed remotely. 
 
EXPECTED CONTRACTOR WORK HOURS AND CONDITIONS 
Work hours are not to exceed eight hours per day, forty hours per week for State employee project support.  Normal 
working hours of 8:00 am to 5:00 pm are to be observed unless otherwise agreed to in writing.  No overtime rates will 
be permitted.  
  



 

Appendix A 
Enhancements 

 
 

Req #  Description  Requirements and Acceptance Criteria Accela Notes and Assumptions 

1  ACA User 
Account 
Electronic 
Linkage to 
the Legacy 
Data 

Screen:  Not applicable.
 
Purpose: 
MSP wants their customers to 
electronically be associated to their 
existing, legacy converted records. The 
objective of this enhancement request 
is for the vendor Accela to add a “PIN 
Record” to the current 
implementation. This functionality will 
allow MSP customers to link their new 
public user account with their legacy 
converted records. 
 
Requirements: 
Accela will develop “PIN Record” 
functionality in AA by creating a new 
record type. This record will allow MSP 
public users to link to their license 
record(s) migrated from the legacy 
system. When ACA users register and 
login to ACA they will be able to 
identify and select their Pin Record 
and be prompted to enter their 
provided PIN NUMBER.  They will be 
given proper instructions on how to 
use the provided PIN NUMBER to 
initiate the link of their legacy system 
information to their new user account.  
 
Accela will also build a Pin Record 
report to create letters that will 
include a unique PIN NUMBER for each 
active carrier and give information 
about the new automated Motor 
Carrier System.  The mock‐up of the 
letter will be provided to the vendor 
Accela by MSP.  This report will be 
made available in AA for MSP staff to 
pull and print all the letters to be sent 
out to the active legacy carriers.    Each 
letter produced will include the 
following information:  CVED #, the 
created PIN NUMBER, motor carrier 
name, street address, city, state, zip 
code, phone number and email 
address if available.  If no email 
address is available in the legacy 
system for any active motor carrier, 
the email address field will be 
identified as NOT AVAILABLE.  
 
Acceptance Criteria: 

Potential work to be done 

 Create PIN record with ASI fields to collect 
PIN number 

 Create PIN page flow and add to Record 
Type filter in ACA 

 Create script to associate public user to their 
record via the PIN number 

 Create NEW report for manual letter to be 
mailed to customers 

LOE Estimate 
 
60 hours inclusive of analysis, development, test, and 
deployment 
 
10 hours for project management and solution 
architecture oversight 



 

Req #  Description  Requirements and Acceptance Criteria Accela Notes and Assumptions 

 
1. The new functionality will be 

implemented in SUPP, TEST 
and PROD in both AA and 
ACA. 

2. New record type will allow 
users to link their new public 
user account with their legacy 
information.  

3. The Pin Record Report will be 
built to create letters as per 
the mock‐up to be provided 
by MSP. 

4. The new record type and the 
Pin Record Report have been 
tested and approved by MSP 
Product Owner. 
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CONTRACT NO. 071B3200042 
  

between 
 

THE STATE OF MICHIGAN 
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Accela Com  Julian Munoz jmunoz@accela.com 
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STATE CONTACTS AGENCY NAME PHONE EMAIL 

PROGRAM MANAGER / CCI DTMB  Tim Gajda  (517) 284‐5345  gajdat@michigan.gov 

CONTRACT ADMINISTRATOR DTMB Jarrod Barron (517) 284‐7045 BarronJ1@michigan.gov 
 
 

CONTRACT SUMMARY 

DESCRIPTION: Lara Construction Code Software 
INITIAL EFFECTIVE DATE   INITIAL EXPIRATION DATE 

INITIAL AVAILABLE 
OPTIONS 

EXPIRATION DATE BEFORE  
CHANGE(S) NOTED BELOW 

December 27, 2012  December 26, 2017  2 ‐ 1 Year  December 26, 2019 

PAYMENT TERMS DELIVERY TIMEFRAME 

n/a n/a 
ALTERNATE PAYMENT OPTIONS EXTENDED PURCHASING 

☐ P-card    ☐ Direct Voucher (DV)          ☐ Other  ☒ Yes       ☐No 
MINIMUM DELIVERY REQUIREMENTS 

n/a 
 
 

DESCRIPTION OF CHANGE NOTICE 
EXERCISE OPTION? LENGTH OF OPTION EXERCISE EXTENSION? LENGTH OF 

EXTENSION  REVISED EXP. DATE 

☐  ☐   

CURRENT VALUE VALUE OF CHANGE NOTICE ESTIMATED AGGREGATE CONTRACT VALUE 

$11,697,809.74 $ 0.00 $11,697,809.74 
DESCRIPTION: Effective March 15, 2016, the parties add the attached statement of work that restructures all remaining 
LARA Bureau of Construction Codes project deliverables from a waterfall to an agile development (Phase 2). This 
change notice details the business and technical analysis part of Phase 2 (Phase 2A: Foundations).  The construction 
part of Phase 2 (Phase 2B: Implementation) will be detailed in a later statement of work and change notice. The 
$125,000 cost of Phase 2A will be paid for with existing project funding. All other terms, conditions, specifications, and 
pricing not modified herein remain the same.  Per Contractor, Agency and DTMB Procurement agreement. 

  



   
MICHIGAN DEPARTMENT OF TECHNOLOGY,  

MANAGEMENT AND BUDGET  
IT SERVICES STATEMENT OF WORK 

 
Project Title:  
LARA Accela – BCC Phase 2A – Agile Foundations 

Period of Coverage: 
3/1/2016 – 6/30/2016 

Requesting Department:   
LARA – Bureau of Construction Codes  

Date:  
2/16/2016 

DTMB Project Manager:  
Bob Stelter 

Phone:  
616-644-1827 

DTMB Contract Compliance Inspector:   
Tim Gajda 

Phone: 
517-284-5345 

  sow v.6 
 

BACKGROUND 
Contract 071B3200042 between Accela, Inc. and the State of Michigan (SOM) provides the Accela Automation 
suite of software products as an enterprise-wide contract available to all State Agencies.  All of the terms and 
conditions of the original agreement, as modified by Change Notices 1, 3, 4, 5, 6, 9 and 11 (“Base Contract”) 
remain in effect. Note: Change Notices 2, 7, 8 and 10 do not apply to the LARA agency. 

 
PROJECT OBJECTIVE / SCOPE OF WORK 
BCC Phase 2 is hereby be broken into two segments: 

1. BCC Phase 2A: Foundations (this SOW) 

2. BCC Phase 2B: Implementation (a future SOW to be developed as a deliverable of this SOW) 

 
In Phase 2, Accela will utilize an adaptation of the agile scrum methodology.  There are four (4) segments that 
make up this methodology, as depicted below: 

 
This Phase 2A SOW replaces original contract Deliverable 3B – Configuration Analysis and signifies both 
parties intent to develop a second Statement of Work that the defines the Build Phase sprints and final product 
delivery.  The total LARA BCC project cost (including for Phase 1, Phase 2A and Phase 2B) shall not exceed 
the initial BCC project budget of $4,442,115. 
 
DELIVERABLES 
 



DELIVERABLE 1 – BCC PHASE 2A FOUNDATIONS ANALYSIS 
Scope of Work 
The following chart shows the original business process that were targeted for BCC Phase 2.  These 
processes make up the scope for the Phase 2A Foundations phase. 

Business Processes Originally Included in Phase 2 Scope 
Process Name Phase 2 

 Application for  Permit  

- Elevator Permit X 

 Track and Manage Inspections  

- Elevator Permit Inspections X 

 Complaints  

- Licensure(s) X 

- Permit(s) X 

- Manufactured Housing X 

 Inspector Registration  

- Programs X 

- Instructors X 

- Code Officials X 

 Elevator Serials X 

 
Phase 2A will consist of the following activities: 

1. Team Preparation – Both BCC and Accela team members will complete the following activities in 
preparation for the Phase 2A Foundations work 

a. Review original functional and technical requirements; 

b. Determine at a high level what is in scope and what is not in scope; and 

c. Complete any LEAN/Business improvement projects. 

2. Business Analysis – Following the preparation activities, the team will begin the business analysis.  

a. Define Epics/Use Cases, User Stories, and Acceptance Criteria 

i. Accela will facilitate working sessions to define epics (i.e., high-level use cases) 
as well as user stories (i.e., detailed use cases) and the related acceptance 
criteria. The following depicts an example of how these components are related: 



 
b. Define the Product Backlog  

i. During the working sessions, the team will begin to build the product backlog by 
entering the Epics, User Stories and Acceptance Criteria into a mutually agreed 
tool (such as JIRA or Case Complete). The BCC Product Owner will assign a 
priority to each item using the MoSCoW (Must have, Should have, Could have, 
and Would like but Won't have) framework.  

c. Estimate the Product Backlog and Perform Release Planning 

i. Once finalized from the sessions and following the Technical Analysis activities, 
Accela will estimate the user stories and assign story points to each item. 
Subsequently, Accela will facilitate a release planning meeting where user 
stories are validated and targeted to a release by the BCC Product Owner. This 
becomes the basis for the Phase 2B SOW for implementation. The goal at this 
stage is that the backlog is considered “ready for building” and items can be 
scheduled into sprints under the Phase 2B SOW.  

d. Integrations, conversions, and reports are covered in the Business Analysis from a 
functional perspective, in the context of the overall use cases/user stories. 

3. Technical Analysis 

a. Separate and concurrent analysis for integrations, conversions, and reports will 
commence during this phase alongside the business analysis work stream. These 
activities will complete the more detailed technical analysis, which often requires different 
participants than those in the business analysis sessions. 

b. For the conversion analysis, Accela staff will evaluate the following data sources: 

i. All of the data sources for the Phase 2 business areas are “in scope” to be 
analyzed for the Foundations Phase. 

c. For each data source, Accela will work with the LARA data owner to define the 
conceptual data mapping to Accela, identify business rules and data transformations 
required based on the conceptual data mapping, and define the delivery/extract format 
LARA will use to provide the datasets to Accela during Phase 2B. In addition, the team 
will identify data quality/cleaning tasks. 

d. Accela will define user stories to for data conversion items to link conversion of historical 
data to the business value and end user needs it provides. These user stories will be 
assigned points and prioritized as part of the product backlog. 



e. Similar to the conversions, Accela will identify and define conceptual solutions for 
interfaces and reports. Accela will incorporate these items into the product backlog by 
defining associated user stories.  

 
Deliverable Content 

a. BCC Phase 2A Foundations Analysis – The Foundations deliverable consists of the 
following elements. The format of the deliverable will be defined in the Deliverable 
Expectation Document. It is assumed that the majority of Foundations deliverable will be 
documented in JIRA or similar tool. Supporting artifacts, such as process flow diagrams, 
data mappings, or sample report formats are attached to the associated user story 
record within the tool. Accela will export the analysis results from the tool into a format 
that can be attached to the Phase 2B SOW. 

a. Business Analysis – Defines the use cases, user stories, and acceptance 
criteria to serve as the actionable backlog for Phase 2B (implementation). 

b. Integration Analysis – Identifies each interface/third party system. Defines the 
interface specifications, integration points, transaction methods, and 
communications. Defines acceptance criteria for handshake test and end-to-end 
testing. Interfaces are added to the product backlog as user stories or elements 
of user stories, with story points and priority assigned. 

c. Conversion Analysis – Identifies each data source. Identifies known issues for 
LARA cleansing at source. Defines the data extract format LARA will use to 
deliver datasets to Accela. Defines the conceptual and detailed data mapping, 
business rules, and transformations Accela will implement in the conversion. 
Conversions are added to the product backlog as user stories with story points 
and priority assigned. 

d. Reporting Analysis – Defines the reports required, provides samples or 
templates for use in design, assigns a report complexity, and identifies which 
reports Accela will deliver and which reports LARA will deliver. 

The schedule defining the tasks, owners, durations, and dependencies is provided as Attachment 1. 
 
Roles and Responsibilities 
Accela Responsibilities:  

 Present a Deliverable Expectations Document (DED) for the Foundations deliverable described 
above.  

 Conduct 4 days of on site business analysis sessions with the Agency staff to collect functional 
and technical requirements. 

 Conduct technical analysis working sessions remotely, with sessions scheduled as needed by the 
project team. 

 Prepare and complete Foundations analysis deliverable capturing the Agency’s requirements for 
Phase 2 by entering the analysis results and supporting artifacts into the agreed tool (e.g., JIRA). 

 Prepare a document that serves as the baseline Product Backlog, for purposes of attaching to the 
Phase 2B SOW. This document will likely be built as a report or export of the analysis results from 
the tool. 



 Provide LARA staff with access to the toolset used to record and collaborate on the analysis. 
LARA will utilize this tool for its review/validation of the analysis. 

Agency Responsibilities:  
 Provide timely and appropriate responses to Accela’s request for information. 

 Provide Accela with access to legacy data sources prior to start of the analysis phase. 

 Collaborate with the Accela PM/Implementation Lead on the DED and agree upon a format and 
expectations for the deliverables. 

 Assign a Product Owner who is authorized to made decisions on project scope, priorities, and 
resourcing. 

 Make available the appropriate Agency key users and content experts to provide required 
information, participate in the analysis sessions and verify the accuracy of the documented 
information. 

 Provide any existing business process or use case documentation, including process flows, fee 
schedules, commonly used applications, reports and forms, and other relevant information. 

 Schedule participants and meeting locations for the analysis sessions. 

 Review and provide feedback on each of the deliverables. 

 
Deliverable Acceptance Process and Criteria 
Following the initial product backlog review meeting/Release Planning session, the Agency will have 5 
business days to conduct review and provide formal comments on the deliverable. Agency will provide 
consolidated and de-duplicated feedback in a single communication using an agreed format (such as an 
Excel spreadsheet). Upon delivery of initial feedback, Accela will complete the necessary changes and 
updates within 3 business days.  The Agency will have 3 business days to accept the second and final 
review of the deliverable. 
Acceptance criteria will be defined in more detail and mutually agreed in the Deliverable Expectation 
Document.  
The following is the expected acceptance criteria for accepting the deliverables:  

 The product backlog accurately captures the inputs provided by LARA staff during the business 
and technical analysis working sessions. 

 The product backlog contains sufficient detail to enable the team to begin build sprints. All items do 
not require full elaboration, as additional elaboration is expected to occur during the build sprints. 

 The Product Owner has assigned a MoSCoW rating/priority for each backlog item. 
 Release planning is complete. 
 Each backlog item is assigned story points for purposes of planning the Phase 2B SOW. 

 

  DELIVERABLE 2 – BCC PHASE 2B IMPLEMENTATION SOW  
Scope of Work  
A second Statement of Work will be developed for BCC Phase 2 to cover the implementation work (“Phase 
2B”).  The scope of Phase 2B will be defined as part of the Foundations phase (i.e., the output of 
Deliverable 1 above).  Details related to Phase 2B scope and implementation methodology will be included 
in this Implementation SOW deliverable. 
Accela will draft the Phase 2B SOW based on the output of the Phase 2A Foundations analysis (i.e., 
estimated and prioritized product backlog). After delivery of the draft SOW to LARA for initial review, Accela 
and LARA will finalize the document during a 2-day onsite collaboration session. 
 



Deliverable Content 
The SOW for Phase 2B will include the three (3) implementation phases: Construction, Readiness & 
Transition, and Deployment.  The SOW will document the scope, responsibilities, activities, and deliverables 
for each of these phases. A high level outline of the SOW content is described below.   

1. Construction – during this phase the technical team uses the outputs from the Foundations phase 
to inform the solution architecture and develop detailed technical designs (configuration design). 

a. Working software is developed during the sprints, with conversions, interfaces and 
reports developed in a separate, concurrent work stream.  

b. Sprints are time-boxed in order to maintain the integrity of the delivery timeline. Within 
the sprint, development proceeds according to the established priorities.  

c. The product developed in each sprint is reviewed and validated - often through a 
facilitated walkthrough of each use case. Completion of the planned sprints is entry 
criteria for beginning Readiness and Transition activities for each scope increment. 

2. Readiness & Transition – this phase begins the software deployment, involving the activities 
below. 

a. Develop test plan and test cases (building upon use cases from Foundations phase) 

b. Execute testing – includes Accela’s system, integration and regression testing as well as 
User Acceptance Testing (UAT) 

c. Develop training plan and prepare training course delivery  

d. Deliver end user training (Agency trainer-led) 

e. Define Production Readiness Checklist  

3. Deployment – this phase moves the release into production, stabilizes the release, and transitions 
into steady-state operations. The following activities occur: 

a. Perform readiness assessment (using the Production Readiness Checklist) 

b. Take final extracts and decommission legacy systems 

c. Perform final conversion 

d. Execute production system smoke test 

e. Go-live to Production  

f. Stabilization period (Accela support to address post-production defects) 

g. Hand off to steady-state operations team (Accela Customer Support and Agency Support 
Team) 

 
Roles and Responsibilities 
Accela Responsibilities:  

 Prepare and complete Statement of Work for Phase 2B based on the requirements agreed upon 
in Phase 2A, as defined by the completed Product Backlog. 

 Prepare a project schedule for the implementation activities in Phase 2B, to accompany the 
Statement of Work. 



Agency Responsibilities:  
 Review and provide feedback on the Statement of Work and project schedule for Phase 2B. 

 
Acceptance Process and Criteria 
The Agency will have 5 business days to conduct review and provide formal comments on the deliverable. 
Agency will provide consolidated and de-duplicated feedback in a single communication using an agreed 
format (such as an Excel spreadsheet). Upon delivery of initial feedback, Accela will complete the necessary 
changes and updates within 3 business days. The Agency will have 3 business days to accept the second 
and final review of the deliverable. 
Acceptance criteria will be defined in more detail and mutually agreed in the Deliverable Expectation 
Document.  

 

ASSUMPTIONS 
 This SOW does not include any costs associated with procurement, delivery, installation or 

configuration of hardware, servers, or third party software licenses.  Agency has or will use a 
different/separate procurement vehicle to procure hardware and software, if necessary. 

 Changes to the mutually agreed schedule will be evaluated by the Accela Project Manager for impact 
and may constitute a change request. 

 Agency is responsible for conducting review of all Deliverables within the timeframes defined in the 
mutually agreed schedule including dissemination of the Deliverable to all parties within the Agency 
that will review the Deliverable (as well as 3rd parties), consolidation of all Deliverable comments, and 
delivery of consolidated comments to Accela.  Consolidation of comments includes internal 
reconciliation of any conflicting comments so that the comments provided to Accela come from “one 
voice” representing the Agency. 

 Any additional Deliverable review cycles, interim Deliverable review cycles, or pre-review requests 
from the Agency not built into the Work Plan schedule may, upon evaluation of project impact by 
Accela, constitute a Change Request. 
 

PROJECT CONTROL AND REPORTS 
 Accela will manage in accordance with the current project controls. 

 

PAYMENT SCHEDULE 
Price is firm fixed. Payment will be made after the State formally accepts each deliverable listed in this the cost and 
effort breakdown below: 

Phase 2A Payment Schedule 
Deliverable Payment 
Deliverable 1 – BCC Phase 2A Foundations Analysis $95,000 
Deliverable 2 – BCC Phase 2B Implementation SOW $30,000 
Total $125,000 

 
This Phase 2A SOW replaces original contract Deliverable 3B. Deliverable 3B’s cost was $294,106.29. The parties 
agree to reallocate 125,000.00 of Deliverable 3B’s cost to this Phase 2A SOW. The remaining $169,106.29 of 
Deliverable 3B’s along with the costs of all other remaining original Phase 2 deliverables will not be paid until those 
sums are reallocated into future statement(s) of work and incorporated into new change notice(s) with associated 
new payment schedules. 
 
TRAVEL AND EXPENSES 

 The State will not pay for any travel expenses, including hotel, mileage, meals, parking, etc.  
Travel time will not be reimbursed. 

 This scope of work assumes the following Accela team travel 
o 1 week for onsite sessions to include the Accela Project Manager and Implementation 

Lead to perform the Foundations analysis for BCC Phase 2a. 



o 2 days onsite for the Accela project manager to conduct BCC Phase 2B SOW 
review/finalization working sessions with LARA staff. 
 

PROJECT CONTACTS 
 Per the Base Contract. 

 

STATE RESPONSIBILITIES AND ASSUMPTIONS 
 Per the Base Contract or as otherwise described herein. 

 
LOCATION OF WHERE THE WORK IS TO BE PERFORMED 

 Work may be performed remotely, unless specifically described as being on-site. 
 

EXPECTED CONTRACTOR WORK HOURS AND CONDITIONS 
 Per the Base Contract. 

  



Form No. DTMB-3521    (Rev. 10/2015) 
AUTHORITY:  Act 431 of 1984 
COMPLETION:  Required 
PENALTY:  Contract change will not be executed unless form is filed 

 
CHANGE NOTICE NO. 11 

 

to 
 

CONTRACT NO. 071B3200042 
  

between 
 

THE STATE OF MICHIGAN 
 

and 
 

NAME & ADDRESS OF CONTRACTOR PRIMARY CONTACT EMAIL 

Accela Com  Julian Munoz jmunoz@accela.com 

2633 Camino Ramon PHONE CONTRACTOR’S TAX ID NO.  
(LAST FOUR DIGITS ONLY) 

San Ramon CA, 94583 925‐659‐3247 *****7678 
 
 

STATE CONTACTS AGENCY NAME PHONE EMAIL 

PROGRAM MANAGER / CCI DTMB  Tim Gajda  (517) 284‐5345  gajdat@michigan.gov 

CONTRACT ADMINISTRATOR DTMB Jarrod Barron (517) 284‐7045 BarronJ1@michigan.gov 
 
 

CONTRACT SUMMARY 

DESCRIPTION: Lara Construction Code Software 
INITIAL EFFECTIVE DATE   INITIAL EXPIRATION DATE 

INITIAL AVAILABLE 
OPTIONS 

EXPIRATION DATE BEFORE  
CHANGE(S) NOTED BELOW 

December 27, 2012  December 26, 2017  2 ‐ 1 Year  December 26, 2019 

PAYMENT TERMS DELIVERY TIMEFRAME 

n/a n/a 
ALTERNATE PAYMENT OPTIONS EXTENDED PURCHASING 

☐ P-card    ☐ Direct Voucher (DV)          ☐ Other  ☒ Yes       ☐No 
MINIMUM DELIVERY REQUIREMENTS 

n/a 
 
 

DESCRIPTION OF CHANGE NOTICE 
EXERCISE OPTION? LENGTH OF OPTION EXERCISE EXTENSION? LENGTH OF 

EXTENSION  REVISED EXP. DATE 

☐  ☐   

CURRENT VALUE VALUE OF CHANGE NOTICE ESTIMATED AGGREGATE CONTRACT VALUE 

$11,697,809.74 $ 0.00 $11,697,809.74 
DESCRIPTION: Effective March 9, 2016, the parties add the attached statement of work allowing LARA to obtain up to 
211 hours of production support to be available upon request of the State at existing contractual rate of $185/hour, 
utilizing $39,035.00 of LARA’s contingency funding. Hours are to be used for production support only, not for 
development. LARA’s remaining contingency fund balance after amendment: $10.10. All other terms, conditions, 
specifications, and pricing not modified herein remain the same.  Per Contractor, Agency and DTMB Procurement 
agreement. 

  



 

MICHIGAN DEPARTMENT OF TECHNOLOGY,  
MANAGEMENT AND BUDGET  

IT SERVICES STATEMENT OF WORK 
Agreement to Change Contract Number: 071B3200042 

Between the State of Michigan and Accela, Inc. 

 
Project Title:  

LARA Accela – BCC Post Go Live Production Support 

Period of Coverage:

Ongoing 

Requesting Department:   

LARA – Bureau of Construction Codes  

Date:  

See Change Notice Cover Sheet 

DTMB Project Manager:  

Bob Stelter 

Phone:  

616‐644‐1827 

DTMB Contract Compliance Inspector:   

Tim Gajda 

Phone: 

517‐284‐5345 

  sow pglts v.3 
 
BACKGROUND 
Contract 071B3200042 between Accela, Inc. and the State of Michigan (SOM) provides the Accela 

Automation suite of software products as an enterprise‐wide contract available to all State Agencies.  All 

of the terms and conditions of the original agreement, as modified by Change Notices 1, 3, 4, 5, 6 and 9 

(“Base Contract”) will remain in effect. Note: Change Notices 2 and 7 do not apply to the LARA agency. 

 

PROJECT OBJECTIVE / SCOPE OF WORK 
At the State’s option, Accela will provide up to 211 hours of technical expertise for production support 

at the existing contractual rate.  Upon a specific request by the State’s Project Manager and an 

approved response and estimate by Accela, hours will be allocated by the Accela Project Manager to the 

required personnel.  To assist in planning, the parties will attempt to forecast the hours needed for 

upcoming tasks. 

 

Accela Responsibilities:  

 Within 12 hours of receiving a written SOM request, provide a brief solution approach, 

time estimate, and estimated delivery schedule. 

 Provide technical expertise, consulting or training vial phone call or email. 

 Provide technical solutions and configurations as assigned. 

 Provide office hours via conference call, as requested. 

 Support Agency personnel in building release management process.  

 Provide (Jira or alternate) dashboard templates for configuration and release management. 

 Provide prompt notification, and seek approval, of any task or assignment that is expected 

to exceed the original estimate by more than 20%.  



 

 Provide LARA with updates and forecasts on the hours used on a weekly basis (or more 

frequent if requested by Agency). 

 Provide monthly Deliverable Acceptance Forms for the completed tasks, as defined in the 

acceptance criteria below. 

 

Agency Responsibilities:  

 Provide forecasted workload of upcoming assignments to allow the vendor to adequately 

assign resources. 

 Provide specific written requests with sufficient task detail. 

 Provide approval to proceed with specific tasks and to proceed on tasks exceeding 20% of 

the original estimate. 

 Provide details and clarifications for specific tasks to be completed. 

 Provide appropriate resources for testing fixes or new functionality.  

 

Acceptance Criteria 
On a weekly basis, Accela will provide status reports listing work performed, tasks completed and 

detailed time sheet.   Accela will invoice, no more frequently than monthly, for services and tasks that 

have been completed.  Accela will provide a Deliverable Acceptance Form (DAF) that shows the original 

estimate and actual hours for each specific completed task.  Signing the monthly DAF signifies Agency 

deliverable acceptance. 

 
Assumptions 

 The Accela personnel assigned to these deliverables will have sufficient product knowledge 

and SOM project experience so as not to require orientation or training on the LARA 

configuration and business processes. 

 This SOW does not include any costs associated with procurement, delivery, installation or 

configuration of hardware, servers, or third party software licenses.  Agency has or will use 

a different/separate procurement vehicle to procure hardware and software, if necessary. 

 Agency is responsible for conducting review of all Deliverables within the timeframes 

defined in the mutually agreed schedule including dissemination of the Deliverable to all 

parties within the Agency that will review the Deliverable (as well as 3rd parties), 

consolidation of all Deliverable comments, and delivery of consolidated comments to 

Accela.  Consolidation of comments includes internal reconciliation of any conflicting 

comments so that the comments provided to Accela come from “one voice” representing 

the Agency. 

 Any additional Deliverable review cycles, interim Deliverable review cycles, or pre‐review 

requests from the Agency not built into the Work Plan schedule may, upon evaluation of 

project impact by Accela, constitute a Change Request. 

 



 

PAYMENT 
Deliverable  Payment  Invoice Timing 

LARA Post Go‐Live Production Support $185/hour, up to $39,035 Monthly, if performed 

Potential Total   Up to $39,035   

 
TRAVEL AND EXPENSES 
The State will not pay for any travel expenses, including hotel, mileage, meals, parking, etc.  Travel time 

will not be reimbursed. 

 

PROJECT CONTACTS 
Per the Base Contract. 

 

LOCATION OF WHERE THE WORK IS TO BE PERFORMED 
Work may be performed remotely, unless specifically described as being on‐site. 

 
  



Form No. DTMB-3521    (Rev. 10/2015) 
AUTHORITY: Act 431 of 1984 
COMPLETION:  Required 
PENALTY:  Contract change will not be executed unless form is filed 

CHANGE NOTICE NO. 10
 

to 
 

CONTRACT NO. 071B3200042
  

between 
 

THE STATE OF MICHIGAN 
 

and 

NAME & ADDRESS OF CONTRACTOR PRIMARY CONTACT EMAIL 

Accela Com  Julian Munoz jmunoz@accela.com 

2633 Camino Ramon PHONE CONTRACTOR’S TAX ID NO. 
(LAST FOUR DIGITS ONLY) 

San Ramon CA, 94583 925‐659‐3247 *****7678 

STATE CONTACTS AGENCY NAME PHONE EMAIL 

PROGRAM MANAGER / CCI DTMB  Tim Gajda  (517) 284‐5345 gajdat@michigan.gov 

CONTRACT ADMINISTRATOR DTMB Jarrod Barron (517) 284‐7045 BarronJ1@michigan.gov 

CONTRACT SUMMARY 

DESCRIPTION: Lara Construction Code Software 
INITIAL EFFECTIVE DATE INITIAL EXPIRATION DATE INITIAL AVAILABLE 

OPTIONS
EXPIRATION DATE BEFORE 
CHANGE(S) NOTED BELOW 

December 27, 2012  December 26, 2017  2 ‐ 1 Year  December 26, 2019 

PAYMENT TERMS DELIVERY TIMEFRAME 

n/a n/a
ALTERNATE PAYMENT OPTIONS EXTENDED PURCHASING 

☐ P-card ☐ Direct Voucher (DV) ☐ Other ☒ Yes ☐No
MINIMUM DELIVERY REQUIREMENTS 

n/a 

DESCRIPTION OF CHANGE NOTICE 
EXERCISE OPTION? LENGTH OF OPTION EXERCISE EXTENSION? LENGTH OF 

EXTENSION  REVISED EXP. DATE 

☐ ☐ 

CURRENT VALUE VALUE OF CHANGE NOTICE ESTIMATED AGGREGATE CONTRACT VALUE 

$11,697,809.74 $ 0.00 $11,697,809.74 
DESCRIPTION: Effective March 7, 2016, the parties add the attached statement of work for MDARD system 
enhancements, utilizing $64,935.00 of MDARD’s $350,000.00 contingency fund originally added in Change Notice 2. 
Remaining contingency funds after amendment: $273,040.00. All other terms, conditions, specifications, and pricing not 
modified herein remain the same.  Per Contractor, Agency and DTMB Procurement agreement 



 

 
STATEMENT OF WORK 
MDARD System Enhancements 

 
 
BACKGROUND: 
During final User Acceptance Testing (UAT) the agency (MDARD) identified several pieces of new 
functionality they would like to see added to the current implementation of Accela. It was determined that 
none of these items were considered go live critical but would need to be added shortly after the 2/2/16 go 
live. For estimating purposes the new functionality has been bucketed into three categories which are 
detailed in the sections below. 
 
OBJECTIVE: 
The objective of this Change is for the vendor to add additional functionality to the MDARD application 
to support the business needs of the agency. 
 
SCOPE OF WORK, TASKS AND DELIVERABLES: 
Contractor will enhance the system to meet the following three change requests: 

1. MDARD Motor Fuel Quality Changes 

2. Food Service migration changes 

3. Miscellaneous changes "Post go Live Priorities" 

 
CHANGE REQUEST DETAILS 
1. Motor Fuel Quality Changes: 

1) Configuration and report updates: modifications to R1.3 MFQ Inspection report  

a. The Motor Fuel Quality inspection, under the checklist Compliance Information- 
Dropdown - Sample Reason needs to have Complaint added to this dropdown (See 
Change log item #37) 

2) Configuration and report updates: modifications to R14 MFQ Sample Barcode Label  

a. (See attached document in Change log item #38) 

3) New report:  

a. This report needs to be a complete duplicate of our R1.3 with the exception of the 
error check that checks product vs. AKI because sometimes (rarely) these really don’t 
match. 

b. Product vs. AKI report – this report should take out this error trap  

c. New name “MFQ_AKI-MISMATCH”  

 
2. Food Service migration changes: 

1) Additional fields for conversion: 

a. See Appendix A attached for mapping         

2) Accela will move the new converted data to TEST environment for MDARD Verification 



 

3) MDARD will complete verification of the changes and notify Accela if defects found (by 
logging items in SharePoint) within 1 day of notification from Accela that the changes have 
been applied to TEST. 

4) Accela will remediate defects found and apply the fix to TEST. MDARD will complete 
verification of the fix as soon as possible and no later than 1 business day following Accela 
deployment to TEST. 

5) MDARD / DTMB will create a new data dump for conversion into production. 

6) Accela will convert the new data dump and deploy the Food service records into Production. 

7) MDARD will validate the conversion in prod. 

 
3. Miscellaneous changes: 

1) MDARD has requested several changes to the Accela implementation. While these changes 
were deemed Not Go Live Critical, the agency would like to have   them added to the 
application shortly after the 2/2/16 go live.  

a. See Appendix B attached for description of each requested change. 

 
DELIVERY/ACCEPTANCE CRITERIA: 
Accela will perform development in the SUPP environment and perform unit testing. Once the change 
passes Accela unit testing, Accela will promote the change to the TEST environment for MDARD 
verification. Accela will notify MDARD when new changes have been moved to the TEST environment 
and MDARD will complete the verification testing and report defects to Accela within 1 business day. 
MDARD will notify Accela when verification testing is complete, at which time Accela will deploy the 
changes to Production. Deliverables will not be considered complete until the DTMB Project Manager 
has formally accepted them.  
 
Project-Specific Acceptance Criteria / Requirements 
The following acceptance criteria apply to this project’s Scope Items: 
 

1. Motor Fuel Quality (MFQ) Changes 

a. Delivery of new report and configuration modification per change request Item 37 & 38 
into the Production environment. 

b. Delivery of new report “MFQ_AKI-MISMATCH”  into production environment 

c. Tested and approved by Agency project Manager. 

2. Food Service migration changes 

a. Delivery of new set of data conversion to Production environment per the mapping 
document in APPENDIX A 

b. Tested and approved by Agency project Manager 

3. Miscellaneous changes "Post go Live Priorities" 

a. Delivery of new functionality to production environment.  



 

b. See Appendix B attached for description of each requested change  

c. Tested and approved by Agency project Manager. 

 
PROJECT CONTROL AND REPORTS: 
Contractor will submit weekly progress reports to the Agency and DTMB Project Managers throughout 
the life of this project.  Each progress report must contain current status, actions taken, progress made, 
and any risks identified since the previous report. 
 
PROJECT CONTACTS: 
The designated DTMB Project Manager is: 

Curtis Todd 
Toddc3@Michigan.gov 
517-335-3211 

 
The designated Agency Project Manager is: 

Thomas Benner 
bennert9@michigan.gov 
517-284-5744 

 
The designated Contractor Project Manager is: 

David Madore 
dmadore@accela.com 
518.256.9754 
 

LOCATION WHERE THE WORK IS TO BE PERFORMED: 
Contractor staff will work at their office location.  
 
EXPECTED WORK HOURS AND CONDITIONS: 
Work hours are not to exceed eight hours per day, forty hours per week for State employee project 
support.  Normal working hours of 8:00 am to 5:00 pm are to be observed unless otherwise agreed to in 
writing.  No overtime rates will be permitted. 
 
PAYMENT: 
Price is firm fixed. There are three payment milestones. Payment will be made after the State formally 
accepts each deliverable listed in this the cost and effort breakdown below: 
 

TASK RATE 
Total 
Hours 

Total 
Cost 

Deliverable 1. Motor Fuel Quality Changes  $185/hr. 25 $4,625 
Deliverable 2. Food Services data migration changes $185/hr. 138 $25,530 
Deliverable 4. Miscellaneous changes "Post go Live Priorities"  $185/hrs. 188 $34,780 

TOTAL 351 $64,935 

 
 
EXPENSES: 
The State will not pay for any travel expenses, including hotel, mileage, meals, parking, etc. 
 
PROJECT SCHEDULE: 
Commencement of the tasks laid out in this change notice will not start until the change notice has been 
fully executed by both Accela and State of Michigan procurement.  Upon receiving a fully executed 
change notice Accela will start work on the tasks listed in this agreement and will complete each item 



 

within the projected timeline below. The Completion Dates below reflect working on each of the tasks 
simultaneously beginning at the time of execution. 
 

Task  Completion Date 

Motor Fuel Quality Changes  5 business days 

Food Services data migration changes 20 business days 

Miscellaneous changes "Post go Live Priorities"  40 business days 
 
 



 

APPENDIX A

 
 
 

Food Service:
Anand's 

Comments Tom's Comments
This needs to be done post go‐live  Legacy  Legacy  Legacy  Legacy  AA ASI 

L2K Table: LCPS_T_USER_FIELD_LICENSE_VALUE USER_FIELD_LABEL USER_FIELD_ID Type Column (Field Name) Field Name 

Food Service ASI Decal No. 32 String STR_VALUE Decal Number

Food Service ASI LHD License No. 33 String STR_VALUE LHD License Number 

Food Service ASI Vending Location 34 String STR_VALUE Building Name 

and/or Building 

Number 

Food Service ASI # of Machines 35 String STR_VALUE Number of Machines

Food Service ASI Civil Division Code 36 String STR_VALUE Civil Division

Food Service ASI LHD Code 37 String STR_VALUE LHD Number Tom mentioned 

in yesterday's 

call that county 

needs to be 

prefixed ‐ Can 

you confirm and 

update this 

document?

Sorry, we forgot to include Nickie's 

instructions for you to use the L2K 

LHD number to link to the standard 

choice table which has the full 

string that needs to be inserted 

into AA in this field.  

Food Service ASI State Fee Exempt 50 String STR_VALUE (Y or N Only)  Fee Exempt State 

Food Service ASI Local Fee Exempt 54 String STR_VALUE (Y or N Only)  Fee Exempt Local

Food Service ASI Commissary No. 55 String STR_VALUE Commissary License 

Number

Food Service ASI Veteran Exempt 58 String STR_VALUE (Y or N Only)  Fee Exempt Veteran

New Food Service "Other" Contact It comes from the 

L2K person record 

found on the 

LICENSE_ID record. 

In the person 

record 

OWNER_NAME 

field.

String Organization Name in 

"Other" contact 

record 

Insert String "FS 

Owner" in ASI field 

titled "Other Type."

Need more info 

on this

When you create the "Other 

Contact" using the OWNER_NAME, 

you also need to populate the 

"Other Type" field as it is required.  

We want you to insert the string "FS 

Owner" into the "Other Type" field 

for each of the "Other" contacts 

that you create for Food Service 

records inserting  the 

"OWNER_NAME" into tte 

Organization Name  field in AA.  

Additional Items Food Services

Remove erroneous commissary number 

migration code from existing migration script 

(It put a commissary license number in every 

record).  N/A N/A N/A N/A N/A

is this a new 

issue? This is 

not in the 

consolidated 

spreadsheet.

We identified this as a new issue 

after Lydia did the renewal report 

for food service where is now 

obvious that there is a 

commissary number license 

number on every license.  

Commisasry license numbers 

should appear only on Mobile 

Commissary licenses as available 

in L2K.



 

APPENDIX B 

Miscellaneous changes: "Post Go‐Live Priorities" 

Change Log ID#  Description
Item 26 ‐ ACA Complaints  In ACA‐ on the intake details complaint, name or address of the potential violator 

should not be required fields. This information is under “Alleged violator and 
location info” 

Item 28 ‐ AA‐ County in 
Complaints 

County should not be required when submitting complaints in AA 

Item 29 ‐ Complaints ‐ 
Alleged violator & Location 
Info 

Under CP2‐Violator and location info, the follow fields should not be required: 
Address & Intersection City Zip Side note: if possible, can we drag out the 
establishment and owner name field longer 

Item 30 ‐ ACA Affirmation 
page text  

In ACA, on the application affirmation page, right below 'Applicant', the text says 
"to add new contacts, select from account or click add new button. To edit contact, 
click edit link". Can these instructions be removed? Reason being, there is no add 
new contacts button on this page, and when you click edit, all fields are blocked 
out. 

Item 31 ‐ Look up button in 
ACA complaints 

In ACA, under complainant info, is it possible to delete the ‘Look Up’ button? The 
end users should not have access to looking up someone else’s information and 
selecting someone else as the complainant. See screenshot below 

Item 33 ‐ Complaints  Remove hyper link to the complaint record ID because it doesn't take you 
anywhere. Also modify the text where it says "You've successfully submitted....." 
See screenshot 

Item 34 ‐ Complaints ‐ 
Phone Numbers  

In ACA, the complainant info section it is making the "home, cell and work" phone 
numbers as all being required. Is it possible to change it to two phone number 
fields, and have the labels say "Phone Number" and "Alternative Phone Number". 
Also make both of these not required. 

Item 35 ‐ Complaint‐ 
Reword 

In ACA, when you click on "submit a complaint", you are directed to the online 
complaint submission where it says "Welcome to MDARD's Online Complaint 
Submission System. Using this system you can submit Michigan Department of 
Agriculture and Rural Development related Complaints, all from the convenience of 
your home or office, 24 hours a day." This text needs a minor modification. It should 
say ‐ (making the C for complaints in the last sentence lower case & remove the 
comma and the word all) "Welcome to MDARD's Online Complaint Submission 
System. Using this system you can submit Michigan Department of Agriculture and 
Rural Development related complaints from the convenience of your home or 
office, 24 hours a day." 

Item 32 ‐ ACA‐ license no 
longer needed (Critical to 
have prior to renewals 
starting) 

There needs to be a script where if "License No Longer needed" is selected then 
there should be no fee getting charged Tom thinks we may need 2 scripts, one for 
individual and one for ML. We should have a call regarding this 

Item 36 ‐ WIC File Drop 
(lower priority) 

WIC receives a nightly data dump currently from L2K. This will discontinue as we go 
live for phase 1. Need process to provide WIC with the data dump they need from 
Accela.  

Item 40 ‐ post go live 
update Expired to about to 
expired 

Migrate expired records as "Expired" status. Nickie will work with David Madore to 
have special script to update renewal info status to "About to Expire 

Item 41 ‐ New script for 
food services fees new 

How the food services fees get inserted in the ASI needs to be determined. These 
fees do not exist in the legacy data and cannot be migrated. Additionally the 
renewal script does not update the license record ASI per testing done by Liz 
Harrison on 1/13/2016 
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Accela Com  Julian Munoz jmunoz@accela.com 
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STATE CONTACTS AGENCY NAME PHONE EMAIL 

PROGRAM MANAGER / CCI DTMB  Tim Gajda  (517) 284‐5345  gajdat@michigan.gov 

CONTRACT ADMINISTRATOR DTMB Jarrod Barron (517) 284‐7045 BarronJ1@michigan.gov 
 
 

CONTRACT SUMMARY 

DESCRIPTION: Lara Construction Code Software 
INITIAL EFFECTIVE DATE   INITIAL EXPIRATION DATE 

INITIAL AVAILABLE 
OPTIONS 

EXPIRATION DATE BEFORE  
CHANGE(S) NOTED BELOW 

December 27, 2012  December 26, 2017  2 ‐ 1 Year  December 26, 2019 

PAYMENT TERMS DELIVERY TIMEFRAME 

N/A N/A 
ALTERNATE PAYMENT OPTIONS EXTENDED PURCHASING 

☐ P-card    ☐ Direct Voucher (DV)          ☐ Other  ☒ Yes       ☐ No 
MINIMUM DELIVERY REQUIREMENTS 

N/A 
 
 

DESCRIPTION OF CHANGE NOTICE 
EXERCISE OPTION? LENGTH OF OPTION EXERCISE EXTENSION? LENGTH OF 

EXTENSION  REVISED EXP. DATE 

☐  ☐   
CURRENT VALUE VALUE OF CHANGE NOTICE ESTIMATED AGGREGATE CONTRACT VALUE 

$11,697,809.74 $ 0.00 $11,697,809.74 
DESCRIPTION: Effective March 1, 2016, the parties add the attached statement of work to add tasks to LARA’s Plan 
Review Project backlog and upgrade scripting environment version, utilizing $99,300.00 of LARA’s contingency funding 
and not in trade for any other functionality. LARA’s remaining contingency fund balance after amendment: $29,188.10. All 
other terms, conditions, specifications, and pricing not modified herein remain the same.  Per Contractor, Agency and 
DTMB Procurement agreement. 

  



  

MICHIGAN DEPARTMENT OF TECHNOLOGY,  
MANAGEMENT AND BUDGET  

IT SERVICES STATEMENT OF WORK 
Agreement to Change Contract Number: 071B3200042 

Between the State of Michigan and Accela, Inc. 

 
Project Title:  
LARA Accela – BCC Plan Review Readiness and EMSE Scripting Environment 3.0 

 

Requesting Department:   
LARA – Bureau of Construction Codes  

Date:  
2/23/2016 

DTMB Project Manager:  
Bob Stelter 

Phone:  
616‐644‐1827 

DTMB Contract Compliance Inspector:   
Tim Gajda 

Phone: 
517‐284‐5345 

  sow prre3 v.3 
 
BACKGROUND 
Contract 071B3200042 between Accela, Inc. and the State of Michigan (SOM) provides the Accela 

Automation suite of software products as an enterprise‐wide contract available to all State Agencies.  All 

of the terms and conditions of the original agreement, as modified by Change Notices 1, 3, 4, 5, and 6 

(“Base Contract”) will remain in effect unless modified by this Statement of Work (SOW). Note: Change 

Notices 2 and 7 do not apply to the LARA agency. 
 

PROJECT OBJECTIVE / SCOPE OF WORK 
Contractor will provide the following deliverables for the LARA implementation: 

1. Plan Review Readiness and Deployment Changes 

2. Upgrade from 2.0 to 3.0 Scripting 

 

DELIVERABLE 1 – PLAN REVIEW READINESS AND DEPLOYMENT CHANGES 
During the course of implementing the project the parties determined the need to retroactively add the 

following to the Plan Review Project product backlog: 

 Paper check workflow 

 Additional scripting and automation 

 Additional coordination work resulting from Plan Review project not going live 

concurrently with BCC Phase 1 go‐live 

 

Additional activities are now required to perform system readiness and complete deployment of the 

Plan Review Project. Accordingly, the contractor will perform the following: 

 Production readiness verification and defect correction 

 Promotion of Plan Review code to Production 

 Production verification and smoke test 

 Synchronization of environments across Development (SUPP), Test, and Production tiers 

 

Accela Responsibilities:  



 Manage code configuration, defect correction, and production release for the Accela‐

developed Plan Review functionality.  

 Resolve all Plan Review defects discovered during the Plan Review UAT activities. 

 Manage Plan Review code/configuration, including promotion to Production. 

 Support the production readiness assessment by reporting status for Accela‐owned 

tasks. 

 Support the production verification/smoke test by remediating go‐live critical issues 

related to the Plan Review functionality. 

 Perform post‐production environment synchronization of PROD, SUPP and TEST. 

 

Agency Responsibilities:  

 Define and execute test plans for the Plan Review UAT and BCC regression test periods. 

 Define and track a go‐live checklist. 

 Establish user accounts and assign user privileges in TEST and PROD environments. 

 Perform the production verification/smoke test in PROD prior to official go‐live. 

 Resolve Plan Review issues for tasks assigned to LARA/SOM resources. 

 Resolve BCC regression and/or code merge issues/defects 

 

Implementation schedule: 

Task/Milestone Completion Date  Timing (CD=Commencement Date) 

Defect Correction  CD + 14 business days 

Defect Verification and Go Live Readiness Check  CD + 18 business days 

Code Migration to PROD (occurs over a weekend)  CD + 20 business days 

Prod Verification TEST  CD + 21 business days 

Go Live – Integrated BCC and Plan Review   CD + 22 business days 

Synchronize lower tiers with PROD  CD + 25 business days 

 
Acceptance Criteria (per Base Contract) 

 Solution is available in the Accela Production environment and incorporates full 

functionality as described in the product backlog to enable an ACA user to submit or 

review submitted and reviewed plan documents. 

 SOM reviewers will be able to electronically review and mark up plan documents using 

e‐PlanCheck software, and manage the plan review process including approvals and 

issuance from the Electronic Document Review function of Accela Automation. 

 

Assumptions 
 The resolution of BCC regression or code merge issues, that are not related to Plan 

Review, is out of scope for this deliverable. 

 

 

DELIVERABLE 2 – UPGRADE FROM 2.0 TO 3.0 SCRIPTING 
The following activities comprise the scope of upgrading from Version 2.0 to 3.0 EMSE Scripting: 

 Convert LARA EMSE scripts from standard‐choices to pure JavaScript and create a script 

package. 

o The script package will contain a data manager package of the converted scripts. 

o The script package will also contain a compressed file containing the script text files 

and suggested folder structure for a source code repository. 



 

o Any customizations will be identified and secured in a re‐usable library (includes 

custom script). 

o Accela will unit test upgraded scripts in the script package for proper JavaScript syntax 

prior to delivering the scripts to the Agency.  

 Assist the State to configure and implement an on‐line source code repository for all 

scripts (BCC, Plan Review and BFS).  Provide connectivity and proper interface for the 

new State‐hosted scripting libraries to the Accela system. 

 Provide instructions for deploying the new scripts and support Agency staff questions 

when deploying the new scripts. 

 Provide part time testing support; for a testing period of 4 weeks following delivery of 

the upgraded scripts, Accela will respond to issues that arise during Agency testing of 

the new scripts and resolve issues arising from the script upgrade. 

 

Accela Responsibilities:  

 Convert LARA EMSE scripts from standard‐choices to pure JavaScript and create a 

script package. 

 Develop deployment instructions for Agency staff to reference. 

 Provide assistance to Agency staff in deploying the new scripts, if needed. 

 During a 4‐week period following the delivery of the Accela‐tested scripts, respond 

to issues that arise during Agency testing of the new scripts and resolve issues 

arising from the script upgrade. 

 

Agency Responsibilities:  

 Deploy the new scripts. 

 Execute testing of the new scripts within the 4‐week period following Accela 

delivery of the upgraded scripts. 

 Report issues found in testing that require Accela assistance using the agreed issue 

reporting toolset and process (JIRA). 

 

Implementation schedule: 

Task/Milestone (Completion 
Date) 

Resp. Entity  Timing 
(CD=Commencement Date) 
(PRS=Plan Review Stabilized in 
Production) 

1  Convert Master Scripts  Accela  CD + 5 business days 

2  Convert scripts 
Create deployment document 
Complete the deployment 
package 

Accela  PRS + 15 business days 

3  Deploy scripts to DEV 
environment 

Accela  Task 2 + 3 business days 



4  Regression testing in DEV 
environment 

SOM  Task 3 + 20 business days  

5  Correct defects  
Update  deployment package as 
needed 

Accela  Task 4 + 3 business days  

6  Deploy scripts to PROD   Accela  Task 5 + 2 business days 

7  Smoke test updated scripts in 
production 

Accela & 
SOM 

Task 6 + 2 business days  

 

Acceptance Criteria 
The following is criteria for accepting the script upgrade: 

 Upgraded scripts are delivered to LARA.  

 All issues identified and assigned to Accela during the test period are resolved. 

 New scripting environment and all upgraded scripts are operating correctly in the 

production environment. 

 

Assumptions 
 The Accela personnel assigned to these deliverables will have sufficient product 

knowledge and SOM project experience so as not to require orientation or training 

on the LARA configuration and business processes. 

 This SOW does not include any costs associated with procurement, delivery, 

installation or configuration of hardware, servers, or third party software 

licenses.  Agency has or will use a different/separate procurement vehicle to 

procure hardware and software, if necessary. 

 Agency is responsible for conducting review of all Deliverables within the 

timeframes defined in the mutually agreed schedule including dissemination of the 

Deliverable to all parties within the Agency that will review the Deliverable (as well 

as 3rd parties), consolidation of all Deliverable comments, and delivery of 

consolidated comments to Accela.  Consolidation of comments includes internal 

reconciliation of any conflicting comments so that the comments provided to 

Accela come from “one voice” representing the Agency. 

 Any additional Deliverable review cycles, interim Deliverable review cycles, or pre‐

review requests from the Agency not built into the Work Plan schedule may, upon 

evaluation of project impact by Accela, constitute a Change Request. 

 
 
PAYMENT 

Deliverable Payment  Invoice Timing 

Deliverable 1 – Plan Review Readiness and Deployment 

Changes 

$45,300 firm fixed  Upon final 

acceptance 

Deliverable 2 – Upgrade from 2.0 to 3.0 Scripting $44,000 firm fixed  Upon final 

acceptance 

Potential Total  $ 99,300   

 
 



TRAVEL AND EXPENSES 
The State will not pay for any travel expenses, including hotel, mileage, meals, parking, etc.  Travel time 

will not be reimbursed. 
 

PROJECT CONTACTS 
Per the Base Contract. 
 

LOCATION OF WHERE THE WORK IS TO BE PERFORMED 
Work may be performed remotely, unless specifically described as being on‐site. 
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CONTRACT SUMMARY 

DESCRIPTION: Lara Construction Code Software 
INITIAL EFFECTIVE DATE   INITIAL EXPIRATION DATE 

INITIAL AVAILABLE 
OPTIONS 

EXPIRATION DATE BEFORE  
CHANGE(S) NOTED BELOW 

December 27, 2012  December 26, 2017  2 ‐ 1 Year  December 26, 2019 

PAYMENT TERMS DELIVERY TIMEFRAME 

N/A N/A 
ALTERNATE PAYMENT OPTIONS EXTENDED PURCHASING 

☐ P-card    ☐ Direct Voucher (DV)          ☐ Other  ☒ Yes       ☐No 
MINIMUM DELIVERY REQUIREMENTS 

N/A 
 
 

DESCRIPTION OF CHANGE NOTICE 
EXERCISE OPTION? LENGTH OF OPTION EXERCISE EXTENSION? LENGTH OF 

EXTENSION  REVISED EXP. DATE 

☐  ☐   

CURRENT VALUE VALUE OF CHANGE NOTICE ESTIMATED AGGREGATE CONTRACT VALUE 

$11,697,809.74 $ 0.00 $11,697,809.74 
DESCRIPTION: Effective February 17, 2016, the parties add the attached statement of work for a “PIN Record” 
functionality and reports modification enhancement to the MDARD instance of this system, utilizing $12,025.00 of 
MDARD’s $350,000.00 contingency fund added in Change Notice 2. All other terms, conditions, specifications, and 
pricing not modified herein remain the same.  Per Contractor, Agency and DTMB Procurement agreement. 

  



 

 
 

 
STATEMENT OF WORK 

 

Project Title: 
MDARD / Accela  – PIN Record 

Period of Coverage: 
February – April 2016 

Requesting Department:   
MDARD 

Date:  
2/3/2016 

DTMB Project Manager:  
Curtis Todd   

Phone:  
517‐335‐3211 

 
 
BACKGROUND: 
During final User Acceptance Testing, MDARD identified several pieces of new functionality they would like to see added 
to the current implementation. It was determined that none of these items were considered go-live critical but would need 
to be added shortly after the 2/2/16 go-live.  
 
OBJECTIVE: 
MDARD wants make it possible for customers to electronically be associated to their existing, legacy converted records. 
The objective of this change is for the vendor to add a “PIN Record” to the current implementation. This additional 
functionality will allow MDARD customers to link their new public user account with their legacy converted records. 
 
SCOPE OF WORK, TASKS AND DELIVERABLES: 
Accela will add “PIN Record” functionality by creating a new record type which will allow public users the ability to link their 
new public user account with their historical information. Contractor will then modify the renewal reports to reflect this 
enhancement. See Appendix A attached for high level project plan and requirements. 
 
DELIVERY: 
Accela will perform development for both Pin Record and renewal report in the SUPP environment. Once the changes 
pass Accela unit testing, Accela will promote the changes to the TEST environment for MDARD verification. Accela will 
notify MDARD when new changes have been moved TEST environment and MDARD will complete the verification testing 
and report defects to Accela within 1 business day. MDARD will notify Accela when verification testing is complete, at 
which time Accela will deploy the changes to Production. Deliverables will not be considered complete until the DTMB 
Project Manager has formally accepted them. 
 
ACCEPTANCE CRITERIA: 
The following acceptance criteria apply to this project’s Scope Items: 

 New record has been delivered to production environment (back office and Accela Citizen Access). 

 New record allow users to link their new public user account with their historical information as detailed in 
Appendix A. 

 Renewal reports have been modified as detailed in Appendix A. 

 New record and renewal reports have been tested and approved by Agency Project Manager. 

 



 

PROJECT CONTROL AND REPORTS: 
Contractor will submit weekly progress reports to the Agency and DTMB Project Managers throughout the life of this 
project.  Each progress report must contain current status, actions taken, progress made, and any risks identified since 
the previous report. 
 
 
PROJECT CONTACTS: 
The designated DTMB Project Manager is: 

Curtis Todd 
Michigan Department of Technology, Management & Budget  
Hollister Building, 106 W. Allegan St. – 5th Floor 
Lansing, MI  48909 
517-335-3211 
Toddc3@Michigan.gov 

 
The designated Agency Project Manager is: 

Thomas Benner 
517-284-5744 

 
The designated Contractor Project Manager is: 

David Madore 
518.256.9754 
 

LOCATION WHERE THE WORK IS TO BE PERFORMED: 
Contractor staff will work at their office location.  
 
EXPECTED WORK HOURS AND CONDITIONS: 
Work hours are not to exceed eight hours per day, forty hours per week for State employee project support.  Normal 
working hours of 8:00 am to 5:00 pm are to be observed unless otherwise agreed to in writing.  No overtime rates will be 
permitted. 
 
PAYMENT: 
Price is firm fixed. State will make one $12,025.00 lump sum payment after the State formally accepts all deliverables 
listed in this SOW. While Appendix A anticipates the parties will refine the requirements prior to Accela beginning 
development, the price will remain fixed at $12,025.00 even after the that refinement. The cost and effort breakdown are 
as follows: 
 

TASK RATE Total 
Hours 

Total 
Cost 

Deliverable PIN Record $185/hr. 55 $10,175 

Modified Renewal Report $185/hr. 10 $1,850

TOTAL 65 $12,025 
 
EXPENSES: 
The State will not pay for any travel expenses, including hotel, mileage, meals, parking, etc. 
 
PROJECT SCHEDULE: 
Commencement of the tasks laid out in this change notice will not start until the change notice has been fully executed by 
both Accela and State of Michigan procurement.  Upon receiving a fully executed change notice, Accela will start work on 
the tasks listed in this agreement and will complete each item within the projected timeline below.  
 

Task Completion Date 
PIN Record/Modify Renewal Report 15 business days 

 
 
 



 

  
 
 
 
 
 
 
 
 

 
 

APPENDIX A 
MDARD PIN Record:   High level requirements are from a requirements gathering session on 1/29/16. Upon 
execution of this change a formal requirements session will take place. The agency will need to sign off on 
requirement document before development will start. If there is a drastic change in requirements from those 
listed below a new LOE will be provided before commencing development work.  
 
Configuration:  

 PIN Record 

o ASIT with 2 fields, License # and Contact ID # 

o ACA Page flow 

 
Script:  

 Provide ASIT on the PIN Record to allow entry of multiple license #’s and last 5 digits of the Record ID for each 
license # (hereafter “RI_last5” .(max rows = 25)(See Figure 1) 

 When the license # and the RI_last5 match 

o  The script will associate the reference contact from the public user's account to that license record as a 
transactional contact with a contact type of "Other" (contact ASI for Other Type = “PIN Record Contact”). 

 For Company records (prefix = MLC) (See Figure 2) 

o The match will be made on the MLC License # and the RI_Last5.    

o The script will associate the reference contact from the public user’s account to the company record with 
a contact type of “Other” and a contact ASI “Other Type” set to “PIN Record Contact”. The script will then 
find all child records of type “???/???/???/??? and associate the reference contact to those records as 
well, with a contact type of “Other” and a contact ASI “Other Type” = “PIN Record Contact”. 

 Expression Builder script active in ACA that validates the value entered in the ASIT column “License #”. A valid 
entry corresponds to a record in Automation with a record of type “???/???/???/???” and a record status not 
equal to “Void” or ???. If the number is not valid, display a message and prevent submittal. 

 Expression Builder script active in ACA that validates the value of the RI_Last5 as being on the correct RI_Last5 
for the license record identified in the “License #” column If the number is not valid, display a message that says 
“One or more of the license number and PIN code is not valid.  Please check your entries and make the 
necessary corrections.  If you continue to have issues, please contact the MDARD Central Licensing office at 1-
800-292-3939 (Monday through Friday, 8 am – 5 pm).   and prevent submittal. 

 
Report:  

 The  R11.1 Food Establishment Renewal report will need to be updated to include: 



 

o The RI_Last5 for the license (PIN) 

o The MLC license number and RI_Last5 for the MLC 

 The coding for inserting the PIN code and MLC licenses will need to be made available for other renewal reports 
as they are developed. 

 



 

 

 
Figure 1:   

 
 
 
Figure 2 

 
 
 
  



 
Form No. DTMB-3521    (Rev. 7/2015) 
AUTHORITY:  Act 431 of 1984 
COMPLETION:  Required 
PENALTY:  Contract change will not be executed unless form is filed 

 
STATE OF MICHIGAN 

DEPARTMENT OF TECHNOLOGY, MANAGEMENT AND BUDGET 
PROCUREMENT 

P.O. BOX 30026, LANSING, MI 48909 
OR 

525 W. ALLEGAN, LANSING, MI 48933 
 

CHANGE NOTICE NO.  7 
 

to 
 

CONTRACT NO. 071B3200042  
 

between 
 

THE STATE OF MICHIGAN 
 

and 
 

NAME & ADDRESS OF CONTRACTOR PRIMARY CONTACT EMAIL 

Accela Com  Julian Munoz  jmunoz@accela.com 

2633 Camino Ramon  PHONE CONTRACTOR’S TAX ID NO. 
(LAST FOUR DIGITS ONLY) 

San Ramon CA, 94583  925‐659‐3247  *****7678 
 

STATE CONTACTS AGENCY NAME PHONE EMAIL 
PROGRAM MANAGER / CCI DTMB  Tim Gajda  (517) 284‐5345  gajdat@michigan.gov 

CONTRACT ADMINISTRATOR DTMB  Jarrod Barron  (517) 284‐7045  Barronj1@michigan.gov 
 

CONTRACT SUMMARY  

DESCRIPTION: Lara Construction Code Software 
INITIAL EFFECTIVE DATE 

INITIAL EXPIRATION 
DATE 

INITIAL AVAILABLE 
OPTIONS 

EXPIRATION DATE BEFORE 
CHANGE(S) NOTED BELOW 

December 27, 2012  December 26, 2017  2 ‐ 1 Year  December 26, 2019 

PAYMENT TERMS DELIVERY TIMEFRAME 
N/A  N/A 

ALTERNATE PAYMENT OPTIONS EXTENDED PURCHASING 
☐ P-card    ☐ Direct Voucher (DV)          ☐ Other ☒ Yes       ☐ No 

MINIMUM DELIVERY REQUIREMENTS 

N/A 
 

DESCRIPTION OF CHANGE NOTICE 
EXERCISE OPTION? LENGTH OF OPTION EXERCISE EXTENSION? LENGTH OF 

EXTENSION  REVISED EXP. DATE 

☐    ☐     

CURRENT VALUE VALUE OF CHANGE NOTICE ESTIMATED AGGREGATE CONTRACT VALUE 

$11,697,809.74  $0  $11,697,809.74 

DESCRIPTION: Effective December 11, 2015, the parties modify Change Notice No. 2 (MDARD implementation) to: 
     1. Re‐baseline the Phase 1 and Phase 2 implementation timeline and 
     2. Add a process governing identifying, defining and remediating defects during the UAT phase. 
All other terms, conditions, specifications, and pricing not modified herein remain the same.  Per Contractor, Agency 
and DTMB Procurement agreement. 

  



 
The following changes are modifying Change Notice No. 2 to Contract No. 071B3200042. The intent of 
this non‐monetary change notice is twofold: 

1. PROJECT RE‐BASELINE. This change notice shall re‐baseline the project to include revised dates 

for implementation of Phase 1.  Phase 1 began on September 3, 2014. Phase 1 was originally 

scheduled for release on July 28, 2015. 

2. UAT DEFECT RESOLUTION PROCESS. This change notice shall define a defect resolution process, 

UAT completion criteria, and Go live permission criteria. 

 

PROJECT RE-BASELINE 
 

A. Revised Project and Payment Schedule. The Project Timeline and Payment Schedule 
sections of the original “Exhibit A – Statement of Work” are fully restated as follows: 

 
PROJECT AND PAYMENT SCHEDULE: 
The project will be implemented in two phases. Phase 1 is hereby re‐baselined in this Contract Change 
Notice (contract amendment). Phase 2 will be re‐baselined in a future Contract Change Notice. 
 
The original total project duration was scheduled for 26 Months, with Phase 2 beginning prior to the 
completion of Phase 1.  The revised project plan acknowledges that this project is beyond the original 
scheduled release date for Phase 1, with delays resulting from failure to meet original commitments.  
 
 
Phase 1 
The following table displays the revised Phase 1 project schedule and displays the current status of each 
deliverable: 
 
Phase 1 Deliverables / Tasks  Cost Delivered Tested Verified  Date Payment 

Authorized 

Deliverable 1A: Project Initiation  $75,000 X X X 11/30/14

Deliverable 2A: To‐Be Analysis Sessions  $75,000 X X X 11/30/14

Deliverable 3A: To‐Be Analysis Documents  $45,000 X X X 4/27/15 

Deliverable 4A: Accela Automation Solution 
Foundation 

$50,000 X X X 12/14/2015

Deliverable 5A: Enterprise Analysis Sessions 
(Complaints, Enforcement, Multi‐Location) 

$15,000 X X X 1/12/15 

Deliverable 5B: Enterprise Analysis Documentation 
‐ See Task 18 in Task List Table below. 

$15,000 ‐ ‐ ‐ Future 

Deliverable 6A: Historical Data Conversion Analysis 
(License 2000) 

$20,000 X X X 4/27/2015

Deliverable 6B: Historical Data Conversion Analysis 
(Bottled Water) 

$20,000 X X X 4/27/15 

Deliverable 6D: Historical Data Conversion Analysis 
(MI Inspector) 

$20,000 X X X 4/27/15 

Deliverable 6H: Historical Data Conversion Analysis 
(MFQ LICENSING) 
 

$20,000 X X X 4/27/15 

Deliverable 7A: Historical Data Conversion 
Development (License 2000) 

$20,000 X X X 1/6/16 

Deliverable 7B: Historical Data Conversion 
Development (Bottled Water) 

$20,000 X X X 1/6/16 

Deliverable 7D: Historical Data Conversion 
Development (MI Inspector) 

$20,000 X X X 1/6/16 

Deliverable 7H: Historical Data Conversion 
Development (MFQ LICENSING) 
 

$20,000 X X X 1/6/16 

Deliverable 8A: Interface Analysis & Dev (CEPAS)  $25,000 X X X 11/24/15

Deliverable 8D: Interface Analysis & Dev (MAIN)  $25,000 X X X 1/6/16 



 
Phase 1 Deliverables / Tasks  Cost Delivered Tested Verified  Date Payment 

Authorized 

Deliverable 8E.1: Interface Analysis (LabLynx) 
(ACCELA update) 

‐ See Task 10 in Task List Table below. 

$25,000 ‐ ‐ ‐ Future 

Deliverable 9A: Business Process Validation and 
Automation 

$50,000 X X X 11/24/15

Deliverable 10A: Report Specifications – Phase 1 
Reports 

‐ See Task 10 in Task List Table below. 

$35,000 ‐ ‐ ‐ Future 

Deliverable 11A: Report Development ‐ Phase 1 
Reports 

‐ See Task 10 in Task List Table below. 

$35,000 ‐ ‐ ‐ Future 

Deliverable 12: Accela GIS Configuration – Use of 
Bing Maps in AMO 

$0 ‐ ‐ ‐ N/A 

Deliverable 12A: Accela Citizen Access Configuration $25,000 X X X 1/6/16 

Deliverable 13: Accela Mobile Office  $35,000 X X X 11/24/15

Deliverable 14A: V360 User Experience  $25,000 X X X 1/6/16 

Deliverable 15: Administrative Training  $35,000 X X X 11/24/16

Deliverable 16A: Report Workshop (I)  $20,000 X X X 1/31/15 

Deliverable 17: Train the Trainer  $25,000 X X X 11/24/15

Deliverable 18: Citizen ACA Testing 
‐ See Task 18 in Task List Table below. 

$25,000 ‐ ‐ ‐ Future 

Deliverable 19A: User Acceptance Testing  $45,000 X X X 11/15/16

Deliverable 20: Citizen ACA Training 
‐ See Task 18 in Task List Table below. 

$25,000 ‐ ‐ ‐ Future 

Deliverable 21A: Pre‐Go Live Support.   
‐ See Task 12 in Task List Table below. 

$50,000 ‐ ‐ ‐ Future 

Deliverable 22A: Go Live Support and Transition to 
CRC.  

‐ See Task 18 in Task List Table below. 

$50,000 ‐ ‐ ‐ Future 

Phase 1 Totals  $990,000  

 
The items designated as (x) Delivered, Tested, Verified have used the NOC #2 Appendix C – Deliverable 
Acceptance Form, with signatures from the DTMB Project Manager and the MDARD Project Manager.   
 
Items with a historical Date Payment Authorized have been invoiced by Accela to the State and have 
been approved for payment by the DTMB Project Manager. 
 
Task List Table 
 

Task Number  Task Name  Start  Finish  Notes  Status 

1  Accela 8.0 Go 
Live to 
Production 

Fri 
10/23/15

Fri 
10/23/15  

Complete 

2 

Go/ No Go for 
UAT Readiness 
Verification 

Fri 
10/30/15

Fri 
10/30/15

MILESTONE‐Go/ No Go 
Checklist: Itemized List 
of Dates for UAT 
Checklist Completion for 
10/30‐11/20; Is 8.0 
Stable; Is PCR Signed. If 
Any item =No, MDARD is 
No Go 

Complete 

3  UAT Readiness 
Verification 

Fri 
10/30/15

Fri 
11/20/15

  Complete 



 
Task Number  Task Name  Start  Finish  Notes  Status 

4  Phase 2 
Initiation Go/No 
Go Decision 

Mon 
11/2/15 

Mon 
11/2/15 

Accela must provide a 
written remediation plan 
for outstanding Phase 1 
action items 

Complete 

5  Verification 
Success 
Checkpoint 

Mon 
11/16/15

Mon 
11/16/15

Formal Discussion RE: 
Verification "On Track" 
for finish 

Complete 

6  Go/No Go for 
UAT Round 2 

Fri 
11/20/15

Fri 
11/20/15

MILESTONE‐Were the 
items noted during 
Verification Resolved? Is 
the UAT Checklist 
Completed? 

Complete 

7  MDARD UAT 
Round 2 

Mon 
11/30/15

Fri 
12/18/15

To End Before 
Christmas/New Year 
Holidays 

Complete 

8  UAT Success 
Checkpoint 

Fri 
12/11/15

Fri 
12/11/15

Formal Discussion RE: 
UAT results and open 
defects and target dates 
for closing 

Complete 

9  Accela Bug Fixes Mon 
12/14/15

Mon 
1/25/16 

  In Process 

10  MDARD 
Verification 
Week 

Tue 
1/19/16 

Mon 
1/25/16 

Includes Holiday  In Process 

11  Go/No Go for 
Go Live 

Wed 
1/27/16 

Wed 
1/27/16 

MILESTONE‐ Verify All 
Defects Closed and 
Environment Ready for 
Go Live 

Future 

12  Go Live Prep  Tue 
1/26/16 

Mon 
2/1/16 

  Future 

13  Go Live Prep 
Success 
Checkpoint 

Fri 
1/29/16 

Fri 
1/29/16 

Formal Discussion RE: 
Go Live "On Track", 
Validate Accela 
Implementation 
Checklist 

Future 

14  MDARD Provide 
Data for 
Migration 

Thu 
1/28/16 

Thu 
1/28/16 

Last Day for MiInspector 
Data Entry 01/22/2016 
(FDD), Last Day for MFQ 
DB Data Entry 
01/25/2016 (CLU), Last 
Day for L2K Data Entry 
01/26/2016 (CLU) 

Future 

15  Accela 
Migration Of 
Provided Data 

Thu 
1/28/16 

Mon 
2/1/16 

  Future 

16  MDARD Verify 
Migrated Data 
& Go/No Go for 
Go Live 

Mon 
2/1/16 

Mon 
2/1/16 

MILESTONE‐Confirm 
Implementation 
Checklist Results and 
Status 

Future 



 
Task Number  Task Name  Start  Finish  Notes  Status 

17  Accela 8.0 
MDARD AA, 
AMO, ACA Go 
Live 

Tue 
2/2/16 

Tue 
2/2/16 

  Future 

18  Accela‐ MDARD 
Go Live Support 

Tue 
2/2/16 

Wed 
3/2/16 

  Future 

 
The Accela Project Manager will work closely with DTMB Project Manager to monitor this project 
schedule. Any modification of this schedule will utilize the State of Michigan Change Request process 
and will require prior approval of the Accela Project Manager, the DTMB Project Manager and the 
MDARD Project Manager. 
 
In the event one party causes a delay in the above project schedule resulting in a completion date 
beyond February 2, 2016, the party causing such delay may be required to reimburse the other party for 
the additional costs incurred by the non‐causing party resulting from such delay. Such costs may include, 
but are not limited to, additional hours for project management, deliverable development and review. 
In the event of such a delay, the parties will utilize the State of Michigan Change order policy as defined 
in SUITE. 
 
 
Phase 2 
 
Phase 2 deliverables and the original contract pricing are listed in the table below. Prior to beginning 
work on Phase 2, the parties will execute a Contract Change Notice (contract amendment) containing a 
detailed project plan with all milestones, tasks/deliverables, timeframes, decision points and payments. 
Nothing in this Contract Change Notice shall be construed as obligating the contractor to begin any 
Phase 2 work nor the State to pay for any of the Phase 2 deliverables prior to executing the afore‐
mentioned Contract Change Notice. 
 
Phase 2 Deliverables  Cost

Deliverable 1B: Project Initiation  $75,000 

Deliverable 2B: To‐Be Analysis Sessions  $90,000 

Deliverable 2C: To‐Be Analysis Sessions  $90,000 

Deliverable 3B: To‐Be Analysis Documents  $60,000 

Deliverable 3C: To‐Be Analysis Documents  $60,000 

Deliverable 4B: Accela Automation Solution Foundation $100,000 

Deliverable 4C: Accela Automation Solution Foundation $100,000 

Deliverable 6C: Historical Data Conversion Analysis DAIRY DMQP $20,000 

Deliverable 6E: Historical Data Conversion Analysis (PRTS) $20,000 

Deliverable 6F: Historical Data Conversion Analysis (IMPACT) $20,000 

Deliverable 6G: Historical Data Conversion Analysis (MLH) $20,000 

Deliverable 6I: Historical Data Conversion Analysis (Service Persons)
 

$20,000 

Deliverable 6J: Historical Data Conversion Analysis (FERTILIZER) $20,000 

Deliverable 6K: Historical Data Conversion Analysis (FEED and REMEDY) $20,000 

Deliverable 7C: Historical Data Conversion Development (DAIRY DMQP) $20,000 

Deliverable 7E: Historical Data Conversion Development (PRTS) $20,000 

Deliverable 7F: Historical Data Conversion Development (IMPACT) $20,000 



 
Phase 2 Deliverables  Cost

Deliverable 7G: Historical Data Conversion Development (MLH) $20,000 

Deliverable 7I: Historical Data Conversion Development (Service Persons)
 

$20,000 

Deliverable 7J: Historical Data Conversion Development (FERTILIZER) $20,000 

Deliverable 7K: Historical Data Conversion Development (FEED and REMEDY) $20,000 

Deliverable 8B: Interface Analysis & Dev(MiCaRS)  $25,000 

Deliverable 8C: Interface Analysis & Dev (USA Herds) $25,000 

Deliverable 9B: Business Process Validation and Automation $75,000 

Deliverable 10B: Report Specifications – Phase 2 Reports $55,000 

Deliverable 11B: Report Development – Phase 2 Reports $50,000 

Deliverable 12.1: Accela GIS Configuration (page 36 of SOW dated 05/07/2014) $0 

Deliverable 12B: Accela Citizen Access Configuration $25,000 

Deliverable 14B: V360 User Experience  $35,000 

Deliverable 16B: Report Workshop  (II)  $20,000 

Deliverable 19B: User Acceptance Testing   $75,000 

Deliverable 21B: Pre‐Go Live Support   $70,000 

Deliverable 22B: Go Live Support and Transition to CRC  $89,700 

  $1,399,700

 
 
 

B. Revised Data Conversion Deliverable Table. The Data Conversion Deliverable Table 
sections of the original “Exhibit A – Statement of Work, Appendix D, Stage 4 – Build” is 
fully restated as follows: 

 
Deliverable  System Name  Description 

6A and 7A  License 2000  Phase 1, Nursery and food licenses. 

6B and 7B  Bottled Water   Phase 1  

6C and 7C  DQMS/DFIS  Phase 2, Dairy Quality Management and Inspections 

6D and 7D  MI Inspector  Phase, 1, Food inspections 

6E and 7E  Pesticide Inspections  Phase 2, Pesticide Use Investigation System 

6F and 7F  IMPACT  Phase 2, Pesticide tracking 

6G and 7G  MLH  Phase 2, Environment Stewardship Division data.  ~900 
record types.  licensing  

6H and 7H  Service Persons  Phase 1, Motor Fuel Inspections dbase system 

6I and 7I  Motor Fuel Licenses  Phase 2, Motor Fuel Licensing system 

6J and 7J  FERTILIZER  Phase 2, Spreadsheet used to track Fertilizer and lime 

6K and 7K  FEED and REMEDY  Phase 2, Spreadsheet used to track feed and remedy  

 
 
 

C. Revised System Interfaces Deliverable Table. The System Interfaces Deliverable Table 
sections of the original “Exhibit A – Statement of Work, Appendix D, Stage 4 – Build” is 
fully restated as follows: 

 
Deliverable  System Name  Description 

8A  CEPAS  (Phase 1) State of Michigan Payment Processor 



 
8B  MiCaRS  (Phase 2) Transportation Central Receipting System (Inbound: MiCaRS 

> Accela, outbound: Accela > MiCaRS) 

8C  USA Herds  (Phase 2) Animal Tracking via RFID 

8D  MAIN  (Phase 1) State of Michigan Financial System 

8E  Lab Lynx  Test results from State Lab to be integrated with Accela via Lab Lynx’s 
web API. Test results will be loaded to Accela in Phase 1.   

 
 

UAT DEFECT RESOLUTION PROCESS 
 

Revised Terms Section 5. The “Service Preparation, Testing and Acceptance” section of the 
Change Notice 2 Terms and Conditions are fully restated as follows, adding Section 5.3, defining 
the defect resolution process: 
 
5.  Service Preparation, Testing and Acceptance. 

5.1 Service Preparation. Promptly upon the parties' execution of this Change Notice, Contractor 

shall take all steps necessary to make the Services procured hereunder ready and available for 

the State's use. Specifically, Contractor will a) commence and complete and implementation‐

related professional services to establish production, support, and test environments, as 

described herein; and b) provide appropriate access credentials to the State’s designated 

technical contact indicating that the Software is available for the State’s use, the date of 

provision of said credentials being the State’s “Service Date” for purposes of designating the 

start of any term. 

5.2 Testing and Acceptance.  User Acceptance Testing (UAT) of all functionality for the Software and 
any other required modules will be tested by the State in a timely manner in the Contractor‐

hosted cloud environment , per the 5.3 Defect Process, below. 

5.3 Defect Process.   

A. The State will conduct tests of the Contractor supplied software and send a Defect notice to 

Contractor based on unacceptable results generated by the Contractor supplied software. 

B. A defect is defined as a condition that prevents or impedes an affected state employee from 

performing their duties within an assigned licensing or inspection workflow.  These 

workflows have been itemized in the test cases created by the State.  If there is a dispute 

about the meaning of a test script the “To‐Be” specification documents will be used for 

clarification.  Test cases provide a high‐level description of the functionality to be tested.  All 

regression and new functionality test cases are contained in the Excel spreadsheet “UA Test 

Cases” created by the State. 

C. The State will determine the severity of the defect.  Defects found in UAT can be assigned 

one of three (3) levels of severity:  Critical – Testing defects that due to the complexity of 

the function or the scheduled dates are putting the implementation date at risk.  No 

workaround exists;  High – Testing defects occurring in a less complex function of the 

application with sufficient time to resolve before the implementation date – but must be 

implemented as scheduled.  A workaround has been identified and is listed in the defect;   

Low – Testing defect occurring in a function that are simple to fix or could be excluded if not 

resolved by the scheduled implementation date. 

D. The Contractor will provide a mechanism to lookup information regarding entered defects 

and a mechanism to generate reports. 



 
E. The Contractor will acknowledge receipt of all logged defects within 24 hours, and 

document the expected resolution timeframe for Critical and High defects within 48 hours.  

The state reserves the right to ask for expedited defect resolution in order to adequately re‐

test the defect within the overall test cycle timeline. 

F. A UAT plan document will be created to clarify the various statuses to be assigned 

throughout the life cycle of a defect.  The contents of the UAT plan document will be 

mutually agreed to.  A defect is deemed to no longer prevent or impede a state employee 

when its status is set to “resolved” by the State. 

G. Phase 1 UAT Round 2 shall be deemed complete when all test cases have been executed, or 

Critical defects are set to “resolved” status by the State, and all “High” defects are either set 

to “resolved” or have a plan that enables successful retesting before the end of the State 

Verification Week, which starts January 19th. 

H. All Critical and High Defects must be retested successfully and set to “resolved” by the State 

before the “Go” permission can be granted during any “Go/No Go for Go Live” meeting.   

I. During Verification Week, the State will verify that logged Critical and High Defects are 

corrected.  The State will also perform any necessary regression testing needed to 

demonstrate that the Accela product is free from negative side effects of the various defect 

corrections.  Defects that were previously set to “resolved” may be re‐opened, if the re‐test 

demonstrates that the condition has returned.  New defects may be created if a test case 

has previously been documented as a successful test. 

J. Schedule delays that impact the overall Go Live timeframe will result in invocation of the 

Withhold Remedy contractual clause.” 
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STATE OF MICHIGAN 

DEPARTMENT OF TECHNOLOGY, MANAGEMENT AND BUDGET 
PROCUREMENT 

P.O. BOX 30026, LANSING, MI 48909 
OR 

525 W. ALLEGAN, LANSING, MI 48933 
 

CHANGE NOTICE NO.  6 
 

to 
 

CONTRACT NO. 071B3200042  
 

between 
 

THE STATE OF MICHIGAN 
 

and 
 

NAME & ADDRESS OF CONTRACTOR PRIMARY CONTACT EMAIL 

Accela Com Julian Munoz jmunoz@accela.com 

2633 Camino Ramon PHONE CONTRACTOR’S TAX ID NO.  
(LAST FOUR DIGITS ONLY) 

San Ramon CA, 94583 925-659-3247 *****7678 
 

STATE CONTACTS AGENCY NAME PHONE EMAIL 
PROGRAM MANAGER / CCI DTMB Tim Gajda (517) 284-5345 gajdat@michigan.gov 

CONTRACT ADMINISTRATOR DTMB Jarrod Barron (517) 284-7045 Barronj1@michigan.gov 
 

CONTRACT SUMMARY  

DESCRIPTION: Lara Construction Code Software 

INITIAL EFFECTIVE DATE  

INITIAL EXPIRATION 
DATE 

INITIAL AVAILABLE 
OPTIONS 

EXPIRATION DATE BEFORE 
CHANGE(S) NOTED BELOW 

December 27, 2012 December 26, 2017 2 - 1 Year 12/26/19 
PAYMENT TERMS DELIVERY TIMEFRAME 

N/A N/A 
ALTERNATE PAYMENT OPTIONS EXTENDED PURCHASING 

☐ P-card    ☐ Direct Voucher (DV)          ☐ Other ☒ Yes       ☐ No 
MINIMUM DELIVERY REQUIREMENTS 

N/A 
 

DESCRIPTION OF CHANGE NOTICE 
EXERCISE OPTION? LENGTH OF OPTION EXERCISE EXTENSION? LENGTH OF 

EXTENSION  REVISED EXP. DATE 

☐  ☐   
CURRENT VALUE VALUE OF CHANGE NOTICE ESTIMATED AGGREGATE CONTRACT VALUE 

$11,697,809.74 $0 $11,697,809.74 
DESCRIPTION: Effective November 6, 2015, the parties add the attached Statement of Work to change the Bureau of Fire 
Services project (originally added in Change Notice 3) from a waterfall to an agile implementation methodology. All other terms, 
conditions, specifications, and pricing remain the same.  Per Contractor, Agency and DTMB Procurement agreement. 
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MICHIGAN DEPARTMENT OF TECHNOLOGY,  

MANAGEMENT AND BUDGET  
IT SERVICES STATEMENT OF WORK 

Agreement to Change Contract Number: 071B3200042 
Between the State of Michigan and Accela, Inc. 

 

 Project Title:  

 LARA – Accela Bureau of Fire Services 

 Period of 
Coverage: 

 Requesting Department:   

 LARA –Bureau of Fire Services 

 Date:  

 11/2/2015 

 Agency Project Manager:  

 Ann Searles 

 Phone:  

 (517) 335-
1299 

 DTMB Contract Compliance Inspector:   

 Tim Gajda 

 Phone: 

 (517) 284-
5345 

BFS SOW V20 – Agile 

BACKGROUND: 

Contract 071B3200042 between Accela, Inc. and the State of Michigan (SOM) provides the Accela Automation 
suite of software products as an enterprise-wide contract available to all State Agencies.   All of the terms and 
conditions of the original agreement as modified by Change Notices 1 through 4 (taken together, “Base 
Contract”) will remain in effect unless modified by this Statement of Work. 

The Bureau of Fire Services (Agency) and each of its sections, Fields Services, Storage Tanks, and Fireworks, 
and Plan Review, along with Accela conducted a Statement of Works Workshop on October the 30th, 2013.  
This workshop allowed Accela to understand the business functions and processes performed by the Agency.   

The agreement herein requests changes to the original instance of the software that is currently being 
installed for LARA Bureau of Construction Codes (BCC).  This change will add the capability for the LARA 
Bureau of Fire Services (BFS) to automate its business functions.  The following areas of BFS and their 
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associated responsibilities are considered to be “in scope” for this project and are hereinafter referred to as 
“the Agency’s Business Functions.” 

 Field Services, which includes Field Inspection Business Functions 
 Storage Tanks 
 Fireworks Permitting 

The intent of this Statement of Work is to optimize Accela’s portfolio of software, best practices, and 
customer experience by using the Agile Approach to enable the Agency to successfully deploy its Accela 
Automation software and meet its functionality, timing, and cost requirements for the Agency’s Business 
Functions. 

PROJECT OBJECTIVE: 

Using an agile methodology, the Accela and State teams will work collaboratively to build upon the current 
instance of Accela Automation for BCC to implement the State of Michigan Application & Inspection systems.  
The implementation is anticipated to involve a 12 month project duration and will include configuration of all 
application & inspection categories. 

SCOPE OF WORK, DELIVERABLES AND ACCEPTANCE CRITERIA 
Accela will provide the following deliverables and implementation services.  Deliverables will not be 
considered complete until the Agency Scrum Product Owner and Agency Project Manager have formally 
accepted them.   

AGILE SCRUM METHODOLOGY 

This SOW will be implemented using an Agile Scrum methodology. Accela will provide a dedicated Certified 
Scrum Master who will lead the development for the duration of the project.  It is understood that this role 
might not require 40 hours per week of effort. Planning sessions will be held for each respective Release and 
Sprint. The intent is for the Scrum team to follow the Release Schedule  However, during these Release and 
Sprint planning sessions, the State’s Scrum Product Owner may re-order deliverables and re-prioritize product 
features with the assistance and approval of the Accela Scrum Master. If mutually agreed to by all parties, the 
Scrum team may add functionality, at no cost, in trade for removing functionality that requires equal effort.   

Following the conventions of Agile Scrum, as the functionality for each sprint is designed, built, and tested by 
the scrum team, and accepted by BFS, that functionality will be considered to be done.  If defects are found 
that are not addressed during the sprint, they will be prioritized, along with other backlog tasks, and repaired 
in later sprints, but any requested changes to previously accepted functionality may impact future 
functionality, or require a change order to complete the request.  

 

PROPOSED RELEASE PLAN, DELIVERABLES AND PAYMENT SCHEDULE: 

The proposed high level release plan, will be reviewed and confirmed during Project Planning and Initiation. 
Deliverables for this project consist of the list of functions below & the schedule will be developed during 
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Project Planning and Initiation.  This is a firm fixed price agreement and payment will be made upon the 
satisfactory acceptance of each Deliverable per the Base Contract.   

The Initial Product Backlog is detailed in Appendix A.  Initial Functional Requirements and estimated level of 
effort are identified in Appendix B.  

DTMB will pay Contractor upon receipt of properly completed invoice(s) which shall be submitted to the 
billing address on the State issued purchase order not more  than monthly. DTMB Accounts Payable area will 
coordinate obtaining Agency and DTMB Project Manager approvals.  All invoices must include the purchase 
order number and should reflect actual work completed by payment date, and must be approved by the 
Agency and DTMB Project Manager prior to payment. The invoices shall describe and document to the State’s 
satisfaction a description of the work performed, the progress of the project, and fees.  

Any additional hours of project management that are required as a result of delays in project schedule that 
are caused by the State (for example, lack of access to BFS subject matter experts) will require a change order 
to increase project management hours. 

This Statement of Work shall not exceed $563,140.73 and the amount of system functionality shall not be 
decreased without a contract change notice processed through DTMB Procurement. 

The following on-site travel requirements have been included in the total project budget: 

• A maximum of 8 on-site trips three days on-site excluding travel time for Accela’s Scrum Master or four 
days on-site excluding travel time for Accela’s Developer(s). The attendee shall be at the discretion of the 
State. 

• A maximum of 12 on-site trips four days on-site excluding travel time for Accela’s Developer(s). 

Payment shall be considered timely if made by the DTMB within forty-five (45) days after receipt of properly 
completed invoices. The price for the functionality of each Deliverable under the initial road map is as follows: 

 

Initial Product Roadmap: 

 

Releases, Deliverables and Payments Requirements Met 
Payment 
Amount 

Planned 
Start Date 

Planned 
Finish Date 

          
Release 1: STORAGE TANKS (ST)          

Deliverable 1: Planning & Initiation 
28,29,30,31,32,33,34,3
5,36,37,41,42,43,44  $22,994.91  

November 
30, 2015 

December 4, 
2015 

Deliverable 2: Tools and Environments Setup 
23 

 $22,994.91  
November 

30, 2015 
December 4, 

2015 

Deliverable 3: Registration Form Mockups Completed 

8.1,8.2,8.3,8.4,8.5,8.6,
8.8,9.1,9.2,9.3,9.4,9.5,
11,12,14,25,26  $22,994.91  

November 
30, 2015 

December 
11, 2015 
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Deliverable 4: Registration Form Mockups Approved 

8.1,8.2,8.3,8.4,8.5,8.6,
8.8,9.1,9.2,9.3,9.4,9.5,
11,12,14,25,26  $22,994.91  

December 
14, 2015 

December 
18, 2015 

Deliverable 5: Conversion Rules Completed 
16 

 $22,994.91  
December 

14, 2015 
January 29, 

2016 

Deliverable 6: Output Reports & Inspection 

8.8,10.1,10.2,10.3,10.4
,10.6,10.7,10.8,10.9,10
.10,14.1,26,27  $22,994.91  

December 
28, 2015 

February 5, 
2016 

Deliverable 7: Reports 
10.5,13,14,15,26 

 $22,994.91  
February 8, 

2016 
March 18, 

2016 

Deliverable 8: Assessment & Tracking 
26,27 

 $22,994.91  
March 21, 

2016 
April 15, 

2016 

Deliverable 9: Data Conversion 
16 

 $22,994.91  
February 1, 

2016 
March 4, 

2016 

Deliverable 10: UAT Completed 
24 

 $22,994.91  
April 18, 

2016 May 6, 2016 

Deliverable 11: Release 1 Go Live 
40,41,42,43,44 

 $22,994.91  May 9, 2016 
May 13, 

2016 

Deliverable 12: Training 
38,39 

 $22,994.91  
May 16, 

2016 
May 20, 

2016 
          

Release 2:  FIELD SERVICES (FS)         

Deliverable 13: Planning & Initiation 
28,29,30,32,33,34,35,3
6,41,42,43,44  $17,457.36  

May 23, 
2016 

May 27, 
2016 

Deliverable 14: Safety Form Mockups Completed  
17.1,17.2,25,26 

 $17,457.36  
May 30, 

2016 June 3, 2016 

Deliverable 15: Safety Form Mockups Approved 
17.1,17.2,25,26 

 $17,457.36  June 6, 2016 
June 10, 

2016 

Deliverable 16: Safety, Tracking, & Invoicing  
18.4,21.5,22.1,22.4,22.
5,25,26  $17,457.36  

August 8, 
2016 

September 
2, 2016 

Deliverable 17: Inspections 

17.3,18.1,18.2,18.3,20,
21.1,21.2,21.3,21.4,25,
26,27  $17,457.36  

June 13, 
2016 

July 22, 
2016 

Deliverable 18: Field Services daily Activities 
22.1,22.2,22.3,22.4,22.
5,25,26,27  $17,457.36  July 25, 2016 

August 5, 
2016 

Deliverable 19: UAT Completed  
24 

 $17,457.36  
September 

5, 2016 
September 

23, 2016 

Deliverable 20: Release 2 Go Live 
40,41,42,43,44 

 $17,457.36  
September 

26, 2016 
September 

30, 2016 

Deliverable 21: Training  
38,39 

 $17,457.36  
October 3, 

2016 
October 7, 

2016 
          

Release 3: FIREWORKS (FW)         

Deliverable 22: Planning & Initiation 
28,29,30,32,33,34,35,3
6,41,42,43,44  $13,008.55  July 18, 2016 

July 22, 
2016 

Deliverable 23: Application Form Mockups Completed 
1.1,1.2,1.3,1.5,1.6,2,3.
1,3.2,6,25,26  $13,008.55  July 25, 2016 

July 29, 
2016 
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Deliverable 24: Application Form Mockups Approved 
1.1,1.2,1.3,1.5,1.6,2,3.
1,3.2,6,25,26  $13,008.55  

August 1, 
2016 

August 5, 
2016 

Deliverable 25: FS-Fireworks 
7.1,7.2,7.3,7.4,7.5,25,2
6,27  $13,008.55  

August 8, 
2016 

September 
2, 2016 

Deliverable 26: Delegation  
4,7.6,25,26 

 $13,008.55  
September 

5, 2016 
September 

16, 2016 

Deliverable 27: Ticket Sales & Confiscation 
19,22.2,22.3,25,26,27 

 $13,008.55  
September 

19, 2016 
September 

30, 2016 

Deliverable 28: Appeals  
5,25,26 

 $13,008.55  
October 3, 

2016 
October 14, 

2016 

Deliverable 29: UAT Completed  
24 

 $13,008.55  
October 17, 

2016 
October 21, 

2016 

Deliverable 30: Release 3 Go Live 
40,41,42,43,44 

 $13,008.55  
October 24, 

2016 
October 28, 

2016 

Deliverable 31: Training 
38,39 

 $13,008.55  
October 31, 

2016 
November 

4, 2016 
          
Total   $563,141.00      

 

RELEASE ACCEPTANCE CRITERIA (Definition of Done) 
 

The acceptance criteria for each Release and Sprint will be detailed during each respective Release and 
Sprint planning session. 

The acceptance criteria for the final delivery (Final Acceptance) of this project is as follows: 

1. The product incorporates the functionality described in the product road map, and satisfactorily 
passes User Acceptance Testing.  Note that the original product road map is included in this 
document, but may be modified during the Agile Scrum development process by the State’s 
Product owner with the mutual agreement of the Contractor and BFS Scrum Team.  

2. The system is promoted to “production” for daily use by the Agency and public users. 

3. Formal Accela support of the system is transitioned to the Accela Customer Resource Center (CRC). 

 

RELEASE END: GO-LIVE & PRODUCTION SUPPORT FOR ALL RELEASES 

Production date is defined as the official date in which Accela Automation moves from the test environment 
to production for daily Agency usage.  
In the weeks prior to moving to Production, Accela will assist in final data conversions, system validation, staff 
preparation assistance and training, and coordination of deployment.  Accela will generate the record types, 
scripts, workflows, reports, historic data conversions, testing, training and support necessary to move the 
new functionality into production and make it usable by internal and external users.  
 

The following outputs and responsibilities will be executed by Accela for this deliverable: 
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1. Two (2) days of Deployment support prior to moving to Production 

2. Accela Automation promote to Production environment for Agency daily use 

3. Provide off-site resources to support the move to Production effort 

4. With assistance from the Agency, lead the effort to transfer the system configuration and any required data 
from Support to Production 

5. Assist in the development of a Pre-Production checklist that details the critical tasks that must be 
accomplished prior to moving to Production 

6. User Training plan and training materials 

7. Updated operations support documentation 

8. Accela will provide 14 calendar days of Production support at which time a formal transfer of ongoing 
support of the client to the CRC will be conducted.   

 

PROJECT CONTROL AND REPORTS: 

The specific reporting for this project must follow the requirements of the Base Contract and will be tailored 
during the Release 1: Project Initiation. 

At a minimum, the Accela BFS project team will develop and maintain a Product Vision (in conjunction with 
BFS), Product Roadmap, Release Plan, and Product Backlog.  There will also be a Sprint Backlog and Scrum 
Board for each sprint.  The Scrum tracking tool will be used to track requirements and acceptance criteria for 
each of the backlog items. 

 

SPECIFIC DEPARTMENT STANDARDS: 

No additional standards are identified. 

 

EXPENSES: 

The State will NOT pay for any travel expenses, including hotel, mileage, meals, parking, etc. 

 

PROJECT CONTACTS: 

 The designated Agency (LARA-BFS) Project Manager is: 

 Name:     Ann Searles 

 Department:  Bureau of Fire Services 

 Address:    3101 Technology Bldg., Ste. H 

 City/State/Zip:    Lansing, MI   48909 
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 Phone Number  517-335-1299 

 Fax Number     517-332-1428 

Email Address   Searlesa@michigan.gov 

  

 The designated DTMB Project Manager is: 

 Name:    Allen Drouare 

 Department:  DTMB – Enterprise PMO 

 Area:    Supporting LARA 

 Building/Floor   Phoenix / 3rd Floor 

 Address:    222 N. Washington Square 

 City/State/Zip:  Lansing, MI   48933 

 Phone Number 517-284-5311 

 Email Address   DrouareA@Michigan.gov 

 

 The DTMB Contract Administrator for this project is: 

 Name:    Jarrod Barron 

 Department:  DTMB – Procurement 

 Area:    IT Division 

 Building/Floor   Constitution Hall / 1st Floor 

 Address:    525 West Allegan Street 

 City/State/Zip:    Lansing, MI   48909 

 Phone Number  517-284-7045 

 Email Address   Barronj1@Michigan.gov 

 

 

mailto:Searlesa@michigan.gov
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Appendix A: INITIAL BFS PROJECT PRODUCT BACKLOG 
 

Note: the numbers in parenthesis below, each denote an estimate of the relative level of effort for 
that particular task.  The development team will work together to re-estimate the entire product 
backlog. 
 

Release 1: Storage Tanks Module (ST) 
 
DELIVERABLE 1: Planning & Initiation 
• Kick-Off 
• Develop Project Charter and Project Management Plan 
• Finalize Statement of Work 
• Discovery 
• Analysis 
• Develop Product Roadmap and Refine Product Backlog 
• Backlog Estimating 
• User Stories 
• Development of Project Infrastructure 
• Determine sprint length, set up scrum meetings. 

 
DELIVERABLE 2: Tools & Environment Setup 

• JIRA Setup 
• Setup BFS user profiles in BFS Accela software environment 
1.  

DELIVERABLE 3: Registration Form Mockups Completed 
FORMS:  BFS3820 (Req ID 8.6)  BFS3821 (Req ID 8.5) 

  BFS3860 (Req ID 8.2)  BFS3861 (Req ID 8.3)  
BFS3858 (Req ID 11)  BFS3888 (Req ID 12) 
BFS3859  (Req ID 8.1)  BFS5240 (Req ID 8.4) 
BFS3881 (Req ID 14)  

 
DELIVERABLE 4: Registration Form Mockups Approved 
• Application form testing by BFS 
• Issue identification & resolution 
• Identification of script requirements 

 
DELIVERABLE 5: Conversion Rules Completed 

• Historic Data analysis 
• Storage Tank backend configuration analysis 
• Draft conversion rules and specifications 
2.  
3.  

DELIVERABLE 6: Inspection 
• Storage Tank Inspections (19) 
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FORMS:  BFS3816  (Req ID 10.4) BFS4026  (Req ID 10.3) 

  BFS3835,  (Req ID 10.4) BFS3867 (Req ID 10.1) 
BFS3866  (Req ID 10.2)  
BFS3857,  (Req ID 14.1)  
 

DELIVERABLE 7: Reports 
FORMS:   BFS3865 (Req ID 10.5)    

BFS3824 (Req ID 13)   
BFS3826 (Req ID 15) 
 

DELIVERABLE 8: Assessment & Tracking 
• Mileage Tracking (1) 
• FOIA (1) 
• Deliverables (1) 
• Site Assessment (1)  
• Daily Tracking (1) 

 
DELIVERABLE 9: Data Conversion 
• Conversion of Data from Legacy Systems to Accela 
• Perform Historic Data conversion and loading 
• Validation of Historic Data by BFS 

 
 
DELIVERABLE 10: UAT Completed  
 
DELIVERABLE 11: Go Live  
• Promote and Validate Configuration  
• Promote and Validate Historic Data 
• Confirm Entire Release is functioning 
• Go Live in Production 

 
DELIVERABLE 12: Training  
• Training of any kind to complete Release 1 
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Release 2: Field Services Module (FS) 
 
DELIVERABLE 13: Planning & Initiation (Activities as Needed) 
• Revisit and repeat Deliverable 1 planning activities for Release 2. 

4.  
5. DELIVERABLE 14: Safety Form Mockups Completed 
6. FORMS: Application for School Safety Inspection (BFS-980) (Req ID 17.2)  
7.    Application for Fire Safety Plan Examination (BFS-979) (Req ID 17.1) 
8.  
9. DELIVERABLE 15: Safety Form Mockups Approved 

• Application form testing by BFS 
• Issue identification & resolution 
• Identification of script requirements 
 

DELIVERABLE 16: Safety, Tracking & Invoicing 
• Safety Inspection (4) 
• False Tracking (3)  
• Invoices (5) 

 
LETTERS:  1st Invoice Notice, 2nd Invoice Notice, 3rd Invoice Notice and Notice of Collection (Req ID 21.5) 
INVOICES:  School Safety Inspections & False Final Inspections (Req ID 17.2) 
LOGS:   Invoice Tracking Sheet (Req ID 22.4) 

 
DELIVERABLE 17: Inspections 
• Annuals (5) 
• Re-Check Annual (5) 
• Project Inspections (4) 
• Complaint Inspections (5) 

 
FORMS:  Incident Reporting Form (07-32)  (Req ID 17.3) 

 
LETTERS:  12A Notice – Documentation Needed, (Req ID 21.1) 

12A Notice – False Documentation, (Req ID 21.2) 
12A Notice – No Electrical Certificate, (Req ID 21.3) 
12A Notice – No Shop Drawings (Req ID 21.4) 

 
 
DELIVERABLE 18: Fire Services Daily Activities 
• Work logs (1) 
• Report Writing (4) 
• Report Distribution (4) 
• Daily Activity Tracking (1) 
• Mileage Tracking (1)  
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FORMS:  BFS-40 (Req ID 18.2) 
CHECKLISTS: AFC Checklist Part 3 (Req ID 18.1) 

AFC Checklist Part 4, (Req ID 18.1) 
Documentation Review Checklist, (Req ID 18.1) 
Documentation Review Checklist – Hospitals (Req ID 18.1) 

LOGS:   Region Work Logs (Req ID R22)  Includes: 
• Tracking Annuals 

• Project Inspections 

• False Final Inspections 

• Invoices 

 
 
DELIVERABLE 19: UAT Completed  
 
DELIVERABLE 20: Go Live  
• Promote and Validate Configuration  
• Confirm Entire Release is functioning 
• Go Live in Production 

 
DELIVERABLE 21: Training  
• Training of any kind to complete Release 2 
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Release 3: Fireworks Module (FW) 
 
DELIVERABLE 22: Planning & Initiation (Activities as Needed) 
• Revisit and repeat Deliverable 1 planning activities for Release 3. 

 
DELIVERABLE 23: Application for Mockups Completed 
• Registration (1) 
• Fees/Invoices (4) 

 
FORMS:  BFS-48 (Req ID 1.1 & 1.2), BFS-400 (Req ID R2),   

   BFS-401 (Req ID 3.1),   BFS-402 (Req ID 1.6),   
   BFS-407 (Req ID 3.2),   BFS-408 (Req ID R6), 
    

DELIVERABLE 24: Application for Mockups Approved 
• Application form testing by BFS 
• Issue identification & resolution 
• Identification of script requirements 

 
DELIVERABLE 25: Fireworks Inspections 
• Fireworks Inspection (8) 
• Fireworks Enforcement (9) 
 

CHECKLISTS:  Fireworks Checklist – Permanent CFRS Facilities, (Req ID 7.1) 
Fireworks Checklist – Temporary CFRS Facilities, (Req ID 7.2) 
Fireworks Checklist – Store Sales Area (Req ID 7.3) 

 
LOGS:   Citations/Enforcement Log, (Req ID 22.2) 

Fireworks Work Log, (Req ID 22.1) 
Delegated Fireworks Project Log (Req ID 22.3) 

 
DELIVERABLE 26: Delegation 
• Delegation Process (3) 
• Delegation Inspection (11) 

  
FORMS:  BFS-404 (Req ID 4), BFS-405 (Req ID 4) 

 
DELIVERABLE 27: Ticket Sales & Confiscation 
• Tickets (3) 
• Confiscation (6) 
• Sales (4)  
• Display (7) 

 
FORMS:  BFS999,  BFS49A,  BFS49B,  

BFS49C,  BFS49D,  BFS49E,  
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BFS49F,  BFS-411 
   (All forms noted above are included in Req ID 19) 
 
DELIVERABLE 28: Appeals 
• Appeal Process (13) 
FORMS:   BFS-415 (Req ID 5) 

 
DELIVERABLE 29: UAT Completed  
 
DELIVERABLE 30: Go Live  
• Promote and Validate Configuration  
• Confirm Entire Release is functioning 
• Go Live in Production 

 
DELIVERABLE 31: Training  
• Training of any kind to complete project 
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Appendix B: Functional Requirements 
Fireworks Division 

Complexity  Req 
ID 

Deliverable Requirement Estimated 
LOE Hours 

  R1   Ability for BFS Fireworks division to receive and process online applications for Fireworks 
Certificates & Registrations 

  

Medium R1.1 23 Ability for BFS Fireworks division to receive and process online applications for Consumer 
Fireworks Certificate (BFS48) 

24 

Medium R1.2 23 Ability for BFS Fireworks division to receive and process online applications for Low Density 
Fireworks Registration (BFS48) 

24 

Low R1.3 23 & 24 Ability for software to determine Plan Review exemptions during the online Consumer Fireworks 
Certificate application process (ACA) and advise the applicant if they need to submit plans with 
their application (script requirement). 

10 

Low R1.5 23 & 24 Ability to for the software to automatically close out Fireworks applications that have exceeded 
the 45 day due date (script requirement) 

4 

Low R1.6 23 Ability for Consumer and Low Density Fireworks Retailers to submit monthly Fireworks Sales 
Report and Safety Fee payment (BFS402) 

14 

Low R2 23 Ability for BFS Fireworks division to receive and process online applications for Refund Requests 
(BFS400) 

14 

  R3 23 Ability for BFS Fireworks division to receive and process online amendment applications   

Medium R3.1 23 Ability for BFS Fireworks division to receive and process online applications for Transfer of 
Ownership Affidavits (BFS401) 

23 

Medium R3.2 23 Ability for BFS Fireworks division to receive and process online applications for Transfer of 
Location (BFS407) 

24 

Medium R4 26 Ability for BFS Fireworks division to receive and process online Delegation of Authority 
Authorization Applications (BFS404) 

24 

Low R5 28 Ability for BFS Fireworks division to receive and process online Fireworks Appeal Requests 
(BFS415) 

13 

Low R6 23 Ability for BFS Fireworks Division to receive and process online Consumer Certificate - Written 
Notice of Cancellation Request Forms (BFS408) 

13 

  R7   Ability for Field Services division to complete inspections on Consumer Fireworks certificates and 
low density registrations 

  

High R7.1 25 Ability for Field Services division to complete Temporary facility Fireworks Inspections and 
associated Fireworks Temporary CFRS Facilities inspection checklist and Inspection Report 
(BFS40) 

27 

Low R7.2 25 Ability for Field Services division to complete Permanent facility Fireworks Inspections and 
associated Fireworks Temporary CFRS Facilities inspection checklist and Inspection Report 
(BFS40) 

10 

Low R7.3 25 Ability for Field Services division to complete Store Sales Area Fireworks Inspections  and 
associated Fireworks Store Sales Area inspection checklist and Inspection Report (BFS40) 

10 

Low R7.4 25 Ability for Field Services division to complete Re-Check Fireworks Inspections and Inspection 
Report (BFS40) 

10 

Low R7.5 25 Ability for Field Services division to complete Final Fireworks Inspection and Inspection Report 
(BFS40) 

10 

Low R7.6 26 Ability for BFS Fireworks division to receive and process completed Delegate Inspection Forms 14 
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Storage Tanks Division 
Complexity  Req ID Deliverable Requirement Estimated 

LOE 
Hours 

  R8   Ability for BFS Storage Tanks division to receive and process online 
applications for the Installation of an Aboveground and Underground 
Storage Tanks 

  

High R8.1 3 Ability for BFS Storage Tanks division to receive and process online 
applications for the Installation of an Aboveground Storage Tank 
(BFS3859) 

36 

Medium R8.2 3 Ability for BFS Storage Tanks division to receive and process online 
applications for the Installation of an aboveground Compressed Natural 
Gas Fueling Facility (BFS3860) 

24 

Medium R8.3 3 Ability for BFS Storage Tanks division to receive and process online 
applications for the Installation of an aboveground Liquefied Petroleum 
Gas Facility (BFS3861) 

24 

Medium R8.4 3 Ability for BFS Storage Tanks division to receive and process online 
applications for the Installation of an aboveground  Hydrogen Storage 
System (BFS5240) 

24 

Medium R8.5 3 Ability for BFS Storage Tanks division to receive and process online 
applications for Underground Storage Tank Registration (BFS3821) 

24 

Medium R8.6 3 Ability for BFS Storage Tanks division to receive and process online 
applications for Notice of Proposed Installation of Underground Storage 
Tanks (BFS3820) 

24 

High R8.8 3, 4 & 6 Ability for Storage Tanks division to auto-populate application forms with 
Tank Registration information such as Tank ID #, Facility ID, Registration # 
etc. (script requirement) 

14 

  R9   Ability for BFS Storage Tanks division to receive online renewal 
applications for all aboveground and underground storage tanks 

  

Medium R9.1 3 Ability for registered Aboveground Storage Tank owners to submit 
renewal applications online 

24 

Medium R9.2 3 Ability for registered Compressed Naturals Gas Fueling Facility owners to 
submit renewal applications online. 

24 

Medium R9.3 3 Ability for registered Liquefied Petroleum Gas facility owners to submit 
renewal applications online 

24 

Medium R9.4 3 Ability for registered  Hydrogen Storage System owners to submit renewal 
applications online  

24 

Medium R9.5 3 Ability for registered  Underground Storage Tank owners to submit 
renewal applications online  

24 

  R10   Ability for BFS Field Services Inspectors to schedule and complete 
inspections on all aboveground and underground storage tanks. 

  

High R10.1 6 Ability for  Inspectors to schedule and complete a tank installation 
inspection, re-inspection and final inspection along with the associated 
above ground storage tank inspection checklist and Inspection Report 
(BFS3816 & BFS3867) 

39 
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Medium R10.2 6 Ability for Inspectors to schedule and complete an initial tank installation 
inspection, re-inspection, and final inspection along with the associated 
Liquefied Petroleum Gas Inspection Checklist and Inspection Report 
(BFS3816 & BFS3866) 

24 

Medium R10.3 6 Ability for Inspectors to schedule and complete an initial tank installation 
inspection, re-inspection, and final inspection along with the associated 
Hydrogen Storage Systems Inspection Checklist and Inspection Report 
(BFS3816 & BFS4026) 

24 

Medium R10.4 6 Ability for Inspectors to schedule and complete a tank installation 
inspection, a pipe installation inspection, and a final inspection along with 
the associated underground storage tank installation checklist and 
Inspection Report (BFS3816 & BFS3835) 

24 

Storage Tanks Division - Continued 

Complexity  Req ID Deliverable Requirement Estimated 
LOE 
Hours 

Low R10.5 7 Ability for Field Services division to complete internal Facility Information 
Sheets (BFS3865) as part of the Aboveground Storage Tank inspection 
process. 

10 

Low R10.6 6 Ability for Field Services division to complete storage tank Site Assessment 
inspection and Inspection Report (BFS3816) 

10 

Low R10.7 6 Ability for Field Services division to complete storage tank Follow Up 
inspections and Inspection Report (BFS3816) 

10 

Low R10.8 6 Ability for Field Services division to complete Existing underground 
storage tank inspections and Inspection Report (BFS3816) 

10 

Low R10.9 6 Ability for Field Services division to complete Triannual inspections on 
underground storage tanks and Inspection Report (BFS3816) 

10 

Low R10.10 6 Ability for Field Services division to complete Final inspections on storage 
tanks and Inspection Report (BFS40) 

10 

High R11 3 Ability for BFS Storage Tanks division to receive and process online Change 
of Information notices/amendments for aboveground storage tanks 
(BFS3858) 

36 

Medium R12 3 Ability for BFS Storage Tanks division to receive and process online 
applications for Notice of Underground Piping Replacement (BFS3888) 

24 

Medium R13 7 Ability for BFS Storage Tanks division to receive and process online 
applications for Intent of Removal, Closure or Change-in-Service of 
Underground Storage Tanks (BFS3824) 

24 

Medium R14 7 Ability for BFS Storage Tanks division to receive and process online 
applications for Underground Storage Tank System Site Assessment 
Report and Closure or Change -in-Service registration (BFS3881) 

24 

Medium R14.1 6 Ability for BFS Storage Tank Inspectors to schedule and complete a tank 
closure inspection along with the associated UST Closure inspection 
checklist (BFS3857) and Inspection Report (BFS3816 & BFS3857) 

24 
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Medium R15 7 Ability for BFS Storage Tanks division to receive and process online 
applications for Release Report: Suspected/Confirmed (BFS3826) 

24 

High R16 5 & 9 Historic Storage Tank Data Conversion Analysis & Execution 135 
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Field Services Division 

Complexity Req ID Deliverable Requirement 
Estimated LOE 

Hours 

 R17  
Ability for Field Services division to receive and process online applications for School 
Safety and Fire Safety Plan evaluations 

 

Medium R17.1 14 
Ability for Field Services division to receive and process online Applications for Fire Safety 
Plan Examination (BFS979)   

17 

Medium R17.2 14 
Ability for Field Services division to receive and process online Applications for School 
Safety Inspection (BFS980) and complete Inspection Report (BFS40) 

17 

Medium R17.3 17 
Ability for Field Services division to receive and process online Incident Report Forms (07-
32) 

17 

 R18  Ability for Field Services division to complete inspections on facilities  

High R18.1 17 
Ability for Field Services division to complete Annual Facility Inspections with associated 
checklist (AFC checklist part 3 &4, Documentation Checklist, Documentation Checklist- 
Hospitals) and Inspection Report (BFS40) 

27 

Low R18.2 17 
Ability for Field Services division to complete Annual Re-Check Facility Inspections with 
associated checklist(s) and Inspection Report (BFS40) 

10 

Medium R18.3 17 
Ability for Field Services division to complete Project Inspections including Pre-
Construction, Halfway point, Final, and Re-check Final and Inspection Report (BFS40) 

17 

Medium R18.4 16 
Ability for Field Services division to complete  School Safety Inspections (Initial & Re-
Inspection) and Inspection Report (BFS40) 

17 

Medium R19 27 
Ability for Field Services division to complete Fireworks Enforcement activities including 
Tickets & Confiscation  

17 

Low R20 17 
Ability for Field Services division to complete Complaint Inspections (Facility, Fireworks, 
Storage Tanks) and Inspection Report (BFS40) 

10 

 R21  Ability for the BFS staff to generate 12A and Invoice notifications   

Medium R21.1 17 
Ability for the BFS staff to generate "12A Notice - Documentation Needed" notifications 
and send to certificate holder 

17 

Low R21.2 17 
Ability for BFS staff to generate "12A Notice - False Documentation" notifications and send 
to certificate holder 

10 

Low R21.3 17 
Ability for BFS staff to generate "12A Notice - No Electrical Certificate" notifications and 
send to certificate holder 

10 

Low R21.4 17 
Ability for software to generate "12A Notice - No Shop Drawings" notifications and send to 
certificate holder 

10 

Low R21.5 16 
Ability for BFS staff to generate "1st, 2nd, and 3rd Invoice Notices and Notice of Collection 
Letter" and send to certificate holders 

10 

 R22  
Ability for all BFS Divisions to generate a work log or Ad Hoc report that track staff's daily 
activities, applications statuses, invoices, and registrations etc.  

 

Low R22.1 16 

Consumer Fireworks Certificate and Low Density Registration applications workflow 
history, captures the 45 Day Due Date for outstanding information requests (i.e. missing 
documents) and flags applications that are approaching the 45 day timeframe so that a 
notice can be sent to the applicant. 

10 

Low R22.2 27 
Ability for BFS staff to capture Enforcement officer daily activities and generate ad hoc 
"Citations & Enforcement" Logs 

10 

Low R22.3 27 
Ability for BFS staff to capture Enforcement officer daily activities and generate ad hoc 
"Delegated Fireworks Project" logs 

10 

Low R22.4 16 
Ability for BFS staff to capture Enforcement officer daily activities and generate ad hoc 
"False Final Inspection"  logs 

10 

Low R22.5 16 
Ability for BFS staff to capture daily invoicing activities and generate ad hoc "Invoice 
Tracking" logs 

10 
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Shared Configuration 

Complexity  
Req 
ID 

Deliverable Requirement 
Estimated 
LOE Hours 

Medium R23 Deliverable 2 
Ability to for software to assign system users to an associated 
department and user group (Daily User, Supervisor, Admin, Inspector, 
etc.) 

18 

Medium R24 10,19&29 
Ability for User Interface to be configured based on Department and 
user group (V360 User Experience - 2 day workshop) 

18 

N/A R25 throughout all Script Development Assistance & Report Development Assistance 400 

N/A R27 Deliverable 6 Mobile Office Configuration 59 

 
 

Fixed Requirements 
Requirement Hours 
R28 JIRA subscription (11 - 25 Users) n/a 
R29 Project Plan 40 
R30 Project Charter 40 
R31 Training Plan 16 
R32 Backlog Refinement Meetings (Scrum Master plus Developer, 2 hours/sprint) 104 
R33 Scrum Planning (Scrum Master plus developer, 2 hrs/sprint) 104 
R34 Scrum Review (Scrum Master plus  developer, 2 hrs/sprint) 104 
R35 Scrum Retrospective (Scrum Master plus developer, 2 hrs/sprint) 104 
R36 Daily Sprint Meeting (Scrum Master plus 2 developers, 0.5 hrs/scrum) 345 
R37 Backlog development 180 
R38 Daily User Training (5 days total)  42 
R39 System Administrator Training (5 days total)  42 
R40 One week Post Production Support (Scrum Master plus 1 developer)  60 
R41 Accela Program Management 110 
R42 Accela Hosted Environment Technical Consultation 150 
R43 Risk Management 100 
R44 General team management  208 



 
Appendix C: Project Assumptions 

 

LICENSING  

• Accela will implement the Accela Automation subscription service in accordance with the terms of the 
subscription agreement.  

• New features deployed by Accela in the subscription service during the project will be left turned off.  If 
there is minimal impact to the project or project timeline every effort will be made to incorporate the 
new features.  

• For use with Accela Citizen Access, SOM will provide all related hardware, software and documentation 
required to interface with a merchant account provider through the SOM CEPAS payment service. 

SCOPE AND TIMELINE 

• The Agency and Accela will review their responsibilities before work begins to ensure that Services can be 
satisfactorily completed and in the appropriate timeframe. 

•  “Go live” (system is in production) timeline assumes timely completion of the Agency’s scrum assigned 
tasks, availability of key Agency resources, collaboration, and availability of any third-party vendor 
resources.   

• Product Backlog, release & sprint planning will be agreed to by SOM Scrum Product Owner & Accela 
Scrum Master. 

• Accela will provide licenses to the state team members for the selected Scrum and Sprint tracking tool 
• Should any project roadblocks arise, Accela and the Agency will escalate according to the escalation plan 

in the Project Charter. 
• Project management and oversight is included in the cost estimation for all work to be completed. 

TRAINING 

• Unless otherwise agreed in writing, the Training deliverables will continue to meet the specific 
requirements of Deliverables 22 and 23 of the BFS Statement of Work in Change Notice 1 through 4. 

• The Training strategy uses a “Train-the-Trainer” approach whenever possible in order to ensure 
maximum efficiency for the training provided. This allows the Agency to best react to changing 
requirements and ongoing maintenance, which can allow the Agency to be reactive and significantly 
reduce system maintenance costs over time. 

• The BFS scrum team will identify the individuals to participate in End User and Administrative training 
classes. 

• The Scrum team will create a Training Plan during the Initiation of the project.  Training will be a 
combination of “hands on” and standard Accela coursework as determined by the scrum team. Standard 
courses normally provided include:  
o Accela Automation Administration  
o Accela Automation User 
o Citizen Access Administration  

• Accela will provide training for LARA staff on the administration, maintenance, and augmentation of its 
Accela Automation configuration.  This training will require as background taking the Accela Automation 
Administrator Training Course (three days).  It is assumed that there will be a shared service and 
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resources established by LARA and or DTMB to with maintenance and any future development of reports 
or custom scripting. 

• All Accela-led training will be conducted at LARA on-site facilities unless the training is one day or less in 
which case it may be conducted via webex.  Each Agency will provide adequate training rooms/space 
with sufficient computing capability and network access as needed. 

• The Agency project team will provide the necessary staff resources to complete training needs analysis 
and assist with training planning.  The Agency is solely responsible for making designated trainees 
(trainers, agents, administrators) available for training per the project schedule. If any designated trainee 
is not available to participate in scheduled training, Accela is not responsible for making alternative 
arrangements for missed training. 

• The Agency will be responsible for all end user training including training logistics, training scheduling, 
and the printing of training materials.  

• The Agency users will have basic computer skills. Accela is not responsible for an individual’s response to 
the training or their capacity to learn or be trained. Specific prerequisite skills include: 

• End users – proficient in Windows environment and Internet environment, as well as working knowledge 
of the Agency’s business processes and functions. 

• The Agency may request “make-up” or remedial training sessions for initial training during system 
deployment, via the Change Order process for estimated staff hrs/session at the specified hourly rate for 
each training category. 

• Workshops and training may be shared with other State of Michigan projects as long as the number of 
students does not exceed the max specified. 

TESTING 

• Accela is responsible for testing the initial configuration of system. 
• The Agency is responsible for writing User Acceptance Test Cases after Accela completes the User 

Acceptance Test Plan.  
• The Agency’s staff are responsible for conducting User Acceptance Testing and System Integration 

Testing. 
• Accela will provide 1 Resource Onsite for 16 hours during UAT for the purpose of training support, 

oversight, answering questions and addressing issues discovered in User Acceptance Testing.   
 

GO LIVE AND GO LIVE SUPPORT 

• Production date is defined as the official date in which Accela Automation moves from the test 
environment to production for daily Agency usage.  This date will be agreed to by both Accela and the 
Agency at project inception.  It may be altered only by change order agreed to by both parties.  In the 
weeks prior to moving to Production, Accela will assist in system validation, staff preparation assistance 
and training, and coordination of deployment. 

• In terms of specific output, the following will be executed for this deliverable: 
• Two (2) days of Deployment support prior to moving to Production 
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• Accela Automation used in Production environment for Agency daily use Accela System administration 
and production operations support will be a centralized LARA function 

• In order to share subscription costs, HFES and BFS, will go live in the same “Accela hosted agency” as 
BCC.    The BCC Go Live is a dependency for HFES and BFS to Go Live.   

• User training on Accela Automation will be a combination of hands-on during scrum sessions and 
classroom training as defined during Release 1.  For Go Live Accela will support SOM with development 
of training materials for ACA users in addition to development of communications to support training 
initiatives. 

• Accela is responsible for unit testing the configuration updates to the platform required for electronic 
plan review (this item has been removed from scope and added to the Plan review project already 
underway for the State of Michigan) 

• BFS Scrum team will develop  User Acceptance Test Scripts working from Accela provided templates and 
samples.   SOM will conduct User Acceptance Testing. 
 

SCRIPTING 

• Accela will implement the EMSE 3.0 scripting environment for this project and resolve all scripting 
conflicts within this instance of Accela that has been developed by Accela for BFS.  

• The Accela Responsibilities, Agency Responsibilities, and Acceptance Criteria for this deliverable will 
follow the guidelines as set forth in Section 1.104 Deliverable 5 of the original agreement except as 
clarified below: 

 
Accela will provide 300 hours of Scripting Assistance.  The State will develop the remainder of the scripts.  
The development team will create and maintain a list of scripting opportunities (script list) along with 
estimates for creating each script.  If the entire list of scripts can’t be accomplished within the 300 hours, the 
Product Owner, with assistance the development team, will determine which of the scripts will be assigned to 
the State.  The intent will be for Accela to complete the more complicated scripts. 
 
Script Development Assistance (300 hours) & Report Development Assistance (100 hours) have a total of 400 
hours between the two deliverables. A total of 400 hours can be interchanged between the two deliverables a 
required.  

10. Throughout implementation, Accela will build a Script Inventory list to capture the Agency’s script 
requirements, sizing and priority level. Sizing of scripts is estimated at an average of: 

11.  
12. Low Complexity (6 hours): Examples of low complexity scripts include updating ASI fields, creating 

inspections, updating workflows, fee automation, scripts that validate data & prevent submission, etc. 
13.                          
14. Medium Complexity (14 hours): examples of medium complexity scripts include creating amendment 

records, Citizen Access page flow automation and validation, complex fee calculation etc. 
15.                          
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16. High Complexity (24 hours): examples of high complexity scripts include batch jobs for license creation 
and/or expirations, automated assignment of inspection, etc. 

 
 

REPORTS 

• The definition and process of creating reports is defined in the Base Contract.  The Accela 
Responsibilities, Agency Responsibilities, and Acceptance Criteria for this deliverable will follow the 
guidelines previously set forth in other projects. 

• Accela will provide up to 100 hours of reporting assistance to develop documents, letters or reports in 
the new system 

• During Deliverable 1, the Scrum Team will develop a report list, and a mutually agreed upon number of 
report designs and update the product backlog with the reports required. 

 
 

Script Development Assistance (300 hours) & Report Development Assistance (100 hours) have a total of 400 
hours between the two deliverables. A total of 400 hours can be interchanged between the two deliverables a 
required.  
 

17. Throughout implementation, Accela will build a Report Inventory list to capture the Agency’s report 
requirements, sizing and priority level. Sizing of reports is estimated at an average of: 

18.  
19. Low Complexity (10 hours): Reports that require a simple pull from a limited number of database fields and 

presentation on a document.  Examples include letters such as Certificates of Occupancy, notices, and 
mailing labels) 

20.                          
21. Medium Complexity (14 hours): Reports that require some calculations and summaries.  Examples include 

forms and transaction reports (receipts, permits, inspection tickets, journals, logs).  Many agency reports fall 
under this category. 

22.                          
23. High Complexity (30 hours): Reports that require complex queries, joins, multiple sources, etc. Examples 

include statistical and analytical reports , schedules,  and agendas. 
ACCELA GIS CONFIGURATION 

• Accela will use the same GIS services as available to BCC to provide services to BFS project. 

ACA- ACCELA CITIZEN ACCESS CONFIGURATION 

• During analysis and configuration sprints, the scrum team will develop user stories for the public access 
of the platform via Accela Citizen Access for Plan Submission, Certificate printing, and Status Tracking.  
The user stories will include payment options and Accela will setup and configure pass through to SOM’s 
merchant account test system.   
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ACCELA MOBILE OFFICE CONFIGURATION 

• Accela will configure the Accela Mobile Office application to meet the specific business needs of this 
project. 
 

AA – ACCELA AUTOMATION (INTERNAL USER INTERFACE) 

• During analysis and configuration sprints, the scrum will fine-tune the system’s User Interface (“look and 
feel”), usability, and security.  Accela will develop the user stories for the BFS staff interaction with AA to 
identify and configure the required fields, field order, and field names for each of the AA portlets 
required.  Accela will also work with the Agency users to define the default lists and configuration for the 
following AA components related to the Agency user experience. 

 

CHANGE CONTROL  

• During Deliverable 1, the State’s Certified Product Owner, Project Manager and Certified Scrum Master(s) 
will work with the Accela Certified Scrum Master to design the project artifacts and define project 
reporting responsibilities.  The guidelines for developing acceptance criteria for each Release, Deliverable 
and Sprint will also be defined and approved.     

• During the initiation and planning stage of the project, an initial estimate will be developed of the effort 
to required provide all of the functionality in the Product Backlog.  Following the principles of Agile 
Scrum, the Product Owner and the Scrum Team will continuously groom the Product Backlog. The State’s 
Product Owner may re-order deliverables and re-prioritize product features with the assistance and 
approval of the Accela Scrum Master or Project Manager.  If mutually agreed, the Scrum team may add 
functionality, at no cost, in trade for removing functionality that requires equal effort. 

• “Go live” (system is in production) timeline assumes timely completion of the Agency’s deliverables 
(including finalization of requirements / use cases / product catalog), availability of key Agency resources, 
collaboration, & availability of any third-party vendor resources. 

 

INTERFACES 

• CEPAS:  ACA will redirect users to CEPAS for credit card and electronic check (ACH) payments.  It is 
assumed that this will be already available through the ACA instance from previous projects. However, it 
may be necessary to configure an additional CEPAS profile for each Agency and update the MAIN 
reconciliation file.  Accela will support SOM but will be dependent upon the LARA project Agency and 
DTMB resources to engage the CEPAS team and make any required profile additions or updates.                         

DATA CONVERSION  

• The approach that will be utilized for data conversion is an agile approach to have the requirements of 
what is designed in Accela for Storage Tanks drive the final list of items for conversion from SID the 
legacy system. The goal is to minimize the number of data items converted from SID into Accela on a 1-
for-1 basis. Certain items will require a full conversion such as facility, owner, tanks and their attributes 
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however, other items may not have a 1-for-1 conversion and instead will have records created in Accela 
based off of reporting that will be performed out of the legacy system. 

• Details regarding the facilities, owner information, tanks, and the attributes for the tanks will need to be 
converted into Accela from the legacy system.  

• Records will need to be created in Accela to trigger future events such as renewals and inspections. The 
creation of these records will be based on information currently contained in SID.  

• Items Requiring Detailed Data Conversion 
 Facilities 
 Owners 
 Tanks & Attributes 

 
• Items Requiring Record Creation for Future Events 

 Tank Registration Expiration 
 Past Due Fees 
 Site Assessments 
 Compliance (Inspections) Expiration 
 LUST Notifications 
 Plan Reviews (In Progress) 
 Intent of Closure (In Progress) 

 
• It is anticipated that approximately 41 tables, 350 fields and 1,600,000 records will be converted and 

loaded into the new system. 

• Accela and BFS will work in collaboration to map and migrate historic data into Accela Automation. 
• Execution of the conversion will not begin until backend AA configuration has been tested and approved 

by BFS. 

• Historic data will be uploaded “As-is”. This means if invalid, inaccurate, or incomplete data is provided, it 
will be loaded into the Accela Civic Platform “As-Is”.  The Agency is solely responsible for all data cleanup 
and cleanup must occur prior to beginning Release 5: Conversion Rules Completed for the Storage Tanks 
division.  

• The conversion effort will occur a maximum of three (3) times. 

24.  



 
 

APPENDIX D: PROJECT RESOURCES AND ROLES 

 

LARA RESOURCES 

SOM must fill the appropriate roles with the appropriate personnel to work together with the Accela 
Project Team for these Services. LARA will make available additional resources as needed for the Services 
to be successful.  LARA roles can be filled by the same person.  In addition, LARA will provide all necessary 
technical resources to make appropriate modifications within any LARA systems needing to integrate with 
any Accela systems. These resources must be proficient in LARA coding/development environment and 
tools, to make the required changes to their software to enable integration and must be available during 
the timeframe of these Services.   LARA roles are clarified as follows: 

Product Owner  

Responsibilities include: 
• Communicating the vision of the product to the development team.  
• Must also represent the Agency’s interests through requirements and prioritization.  
• The Product Owner is the single individual who has project knowledge and the authority to make 

decisions. 
• Because the Product Owner has the most authority of the three primary roles, it’s also the role with 

the most responsibility.  
• Facilitates Release Planning & Retrospective 
 

SOM Scrum Master  

Responsibilities: 
• Manages 1 sprint at a time 
• Facilitates Sprint Planning, Review & Retrospective 
• Finds and works to remove roadblocks 
• Helps to motivate the team and keep them excited 
• Protects team from outside distractions 
• Facilitates communication between roles for every aspect of the project 
• Responsible for keeping release/project information consolidated, organized and up to date 
• Drives the cross-functional team at all levels 
• Drives the execution of sprint items 
• Responsible for throughput (team velocity) 

SOM Program Manager  

Responsibilities: 
• Manages overall program schedule 
• Drives multiple releases/projects 
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• Provides access to tools and people 
• Owns all action items for the project until he/she finds the right owner 
• Owns reporting on project status, to all directions 
• Coordinates other release support 
• Responsible for risk assessment & mitigation 
• Educates/Enforces agreed upon processes & methodology rules 
• Educates/Enforces roles and responsibilities 

 

SOM Development Team  

The Development Team is responsible for delivering the product at the end of each Sprint (the Sprint 
Goal). A Team is made up of individuals with cross-functional skills who do the actual work (analyze, 
design, develop, test, technical communication, document, etc.). 

ACCELA RESOURCES 

Accela will assign key Professional Services resources for this engagement.  Accela will ensure these 
individuals are well versed in the Accela Automation application, and are well qualified to lead this effort.  
Accela’s Project Manager shall assume full responsibility for the coordination of this team and its 
interaction with key LARA resources assigned to the effort.  If the project team requires support to solve 
product-related issues, Accela will leverage other resources on an as needed basis to support the assigned 
project team. Accela also assumes that an overall LARA implementation lead will be assigned under a 
separate Statement of Work, which will define the role and allocation of the implementation lead relative 
to the BFS project 

Program or Project Manager / Scrum Master  

• Program Management responsibilities 
• Manages planning process 
• Manages overall program schedule 
• Drives multiple releases/projects 
• Facilitates Release Planning & Retrospective 
• Provides access to tools and people 
• Owns all action items for the project until he/she finds the right owner 
• Owns reporting on project status, to all directions 
• Coordinates other release support 
• Responsible for risk assessment & mitigation 
• The Role is a peer to the Product Manager and the Engineering Manager on the release/project 
• Educates/Enforces agreed upon processes & methodology rules 
• Educates/Enforces roles and responsibilities 

Scrum Master Responsibilities: 
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• Facilitates Sprint Planning, Review & Retrospective 
• Finds and works to remove roadblocks 
• Helps to motivate the team and keep them excited 
• Protects team from outside distractions 
• Facilitates communication between roles for every aspect of the project 
• Responsible for keeping release/project information consolidated, organized and up to date 
• Drives the cross-functional team at all levels 
• Drives the execution of sprint items 
• Responsible for throughput (team velocity) 

 

Development Team  

The Development Team is responsible for delivering the product at the end of each Sprint (the Sprint 
Goal). A Team is made up of individuals with cross-functional skills who do the actual work (analyze, 
design, develop, test, technical communication, document, etc.). 
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CONTRACT ADMINISTRATOR DTMB Jarrod Barron (517) 284‐7045 Barronj1@michigan.gov 
 

CONTRACT SUMMARY 

DESCRIPTION: LARA Construction Codes Software 
INITIAL EFFECTIVE DATE 

INITIAL EXPIRATION 
DATE 

INITIAL AVAILABLE 
OPTIONS 

EXPIRATION DATE BEFORE 
CHANGE(S) NOTED BELOW 

December 27, 2012 December 26, 2017 2, one year December 26, 2019 
PAYMENT TERMS F.O.B. SHIPPED TO 

N/A N/A N/A 
ALTERNATE PAYMENT OPTIONS EXTENDED PURCHASING 
   ☐ P-card    ☐ Direct Voucher (DV)          ☐ Other  ☒ Yes       ☐ No 
MINIMUM DELIVERY REQUIREMENTS 
N/A 
 

DESCRIPTION OF CHANGE NOTICE 
EXTEND CONTRACT 
EXPIRATION DATE 

EXERCISE CONTRACT 
OPTION YEAR(S)  

EXTENSION BEYOND
CONTRACT OPTION YEARS 

LENGTH OF 
EXTENSION/OPTION 

EXPIRATION DATE AFTER 
CHANGE 

 No        Yes               

CURRENT VALUE VALUE/COST OF CHANGE 
NOTICE 

ESTIMATED REVISED AGGREGATE 
CONTRACT VALUE 

$11,662,640.74 $35,169.00 $11,697,809.74 
DESCRIPTION: 
Effective June 4, 2015, this contract is amended to add $35,169 and the services in the attached Statement of Work to split the 
LARA instance of Accela Automation into two separate environments to transition the Motor Carrier Division from LARA to 
MSP in response to executive order.  The BCC reserve bank of hours balance remains at $128,488.10. Accela agrees that the 
State Police are permissive users under the Agreement and the State Police agrees to be bound by all terms and conditions of the 
Contract, as previously amended, unless specifically modified herein. The Parties agree and confirm the transfer of the Motor 
Carriers module with twenty (20) Subscription End Users by State Police. All other terms, conditions, pricing and specifications 
remain the same. Per vendor and agency agreement and DTMB Procurement approval.

 



  
 

MICHIGAN DEPARTMENT OF TECHNOLOGY,  
MANAGEMENT AND BUDGET  

IT SERVICES STATEMENT OF WORK 
Agreement to Change Contract Number: 071B3200042 

Between the State of Michigan and Accela, Inc. 
 
Project Title:  
LARA Accela – Separate the MCD and BCC software instances 

Period of Coverage: 
5/25/2015-6/30/2015 

Requesting Department:   
LARA – Bureau of Construction Codes and MSP Motor Carrier Division 

Date:  
6/30/2015 

Agency Project Manager:  
Allen Drouare 

Phone:  
517-243-9386 

DTMB Contract Compliance Inspector:   
Tim Gajda 

Phone: 
517-284-5345 

  LARA – MCD Split v4 
 

BACKGROUND 
Contract 071B3200042 between Accela, Inc. and the State of Michigan (SOM) provides the Accela Automation 
suite of software products as an enterprise-wide contract available to all State Agencies.   All of the terms and 
conditions of the original agreement, as modified by Change Notice 1 (“Base Contract”) will remain in effect 
unless modified by this Statement of Work (SOW). 

Change Notice 1 changed the original LARA Bureau of Construction Codes (BCC) from a State-hosted platform 
to a vendor-hosted platform. Change Notice 2 allowed another agency to leverage the contract and does not 
affect LARA. Change Notice 3 initiated projects for three other LARA bureaus, namely MPSC-Motor Carrier 
Division, Bureau of Fire Services, and Bureau of Health Care Services.  Change Notice 4 provided additional 
scripting and reporting services for BCC and a separate Statement of Work to integrate the plan review function 
for 3 bureaus. 

The Base Contract called for the MPSC Motor Carrier Division (MCD) to be implemented in the same 
configuration as BCC.  MCD has become part of the Michigan State Police and they need to be broken out from 
BCC and hosted on a separate Accela instance. 

PROJECT OBJECTIVE 
The objective of this project is to split the current hosted account “Michigan”, into two separate hosted instances 
of the Accela platform for LARA and MCD. 

SCOPE OF WORK 

MCD 
Create a new instance for the Michigan State Police (MSP) and move the MCD module and configuration from 
the Accela agency named “Michigan” into this new instance which will be named “MSP”.    

Regression test the moved instance. 

LARA 
Create a new instance for Licensing and Regulatory Affairs (LARA) and replicate the current configuration and 
data from the agency named “Michigan” into this new instance which will be named “LARA”.  

Disable/remove the MCD functionality.  Regression test the new instance. 

REQUIREMENTS 
The services performed for this Statement of Work must meet the following requirements: 

 Two new Accela Automation instances are to be created.  One for Michigan State Police (MSP) and one 
for Licensing and Regulatory Affairs (LARA). 



 The new instances shall retain all existing functionality and work in progress, including but not limited to 
record types, screens, workflows, scripts, reports, etc.  for existing projects.  

 MSP instance to be named “MSP”. 

 LARA instance to be named “LARA”. 

 Upon delivery, MSP instance shall retain the Motor Carrier Division (MCD) functionality currently installed 
in the Michigan instance.   

 The new LARA instance shall retain the functionality currently installed in the existing Michigan 
configuration as needed to support the development in progress for LARA. 

 The new instances shall meet all other requirements established in the base contract and applicable 
change notices. 

 

DELIVERABLES 
MSP Agency Instance 

 Installed and configured at hosted Accela location 

 MCD Module and all MCD configuration components moved from “Michigan” agency instance to “MSP” 
agency instance, regression testing 

LARA Agency Instance 
 Installed and configured at hosted Accela location 

 “Michigan” agency instance replicated to LARA instance.  All LARA/BCC configuration components 
moved from “Michigan” agency instance to “LARA” agency instance  

 MCD components removed 

 Regression testing, Michigan agency removed 

ASSUMPTIONS:  

 Cutover to new platforms should be done at the same time for each agency. 

 Regression testing will be limited to scripts, reports and other configuration items related to a change in 
Agency Name.  

 
PROJECT PLAN (assumes June 19, 2015 start date): 
 
Task Name      Start Date End Date      Duration (days) 
Create new MSP Instance of AA    6/19/15  6/19/15  .5 
Create new LARA Instance of AA   6/19/15  6/19/15  .5 
Copy existing Michigan configuration to LARA  6/22/15  6/22/15  1 
Copy existing Michigan configuration to MSP   6/22/15  6/22/15  1 
Remove MCD functionality from LARA   6/23/15  6/23/15  1 
Remove BCC functionality from MSP    6/23/15  6/24/15  2 
Regression testing for LARA and MSP   6/24/15  6/26/15  3 
Adjust agency name for all MSP Reports  6/23/15  6/23/15  .25 
Adjust agency name for all Lara Reports   6/23/15  6/26/15  4 
Cut over to new LARA and MSP instances  6/26/15  6/26/15  0 
 

ACCEPTANCE: 

 LARA project team to verify that reports, scripts and configuration items are operational. 

 MSP project team to verify the reports, scripts and configuration items are operational. 

 Any defects not caught during regression testing or acceptance testing will become UAT defects to be corrected 

for the respective project. 



 

PROJECT CONTROL AND REPORTS: 
Accela will manage in accordance with the current project controls. 

SPECIFIC DEPARTMENT STANDARDS 
Not applicable. 

PAYMENT SCHEDULE 
This is a firm fixed price agreement and payment will be made upon the satisfactory acceptance of each 
milestone or deliverable.  DTMB will pay CONTRACTOR upon receipt of properly completed invoice(s) which 
shall be submitted to the billing address on the State issued purchase order not more often than monthly. DTMB 
Accounts Payable area will coordinate obtaining Agency and DTMB Project Manager approvals.  All invoices 
must include the purchase order number and should reflect actual work completed by payment date, and must be 
approved by the Agency and DTMB Project Manager prior to payment. The invoices shall describe and document 
to the State’s satisfaction a description of the work performed, the progress of the project, and fees.   

The fixed price for these services shall be $35,169, and will be provided in a single deliverable.  All costs related 
to creating these split instances are included in this Statement of Work.  Upon completion of regression testing for 
both environments and acceptance by the State, Accela will invoice for the fees in this SOW.  

    Deliverable 1: Set up and cutover to LARA and MSP Instances of Accela Automation         $35,169.00 

TRAVEL AND EXPENSES 
The State will not pay for any travel expenses, including hotel, mileage, meals, parking, etc.  Travel time will not 
be reimbursed. 

PROJECT CONTACTS 
Per the contract. 

STATE RESPONSIBILITIES AND ASSUMPTIONS 
SOM will provide resources to assist in regression testing. 

LOCATION OF WHERE THE WORK IS TO BE PERFORMED 
Work will be performed remotely. 

EXPECTED CONTRACTOR WORK HOURS AND CONDITIONS 
Per the contract. 

PROPOSED PROJECT SCHEDULE: 
Accela will schedule the current data to be moved to the new instances within 7 business days of a fully executed 
change Notice. Once data has been moved to new instance Regression testing will follow. Regression testing will 
complete within 10 business days of the data move being completed. 

  



Form No. DTMB-3521    (Rev. 4/2012) 
AUTHORITY:  Act 431 of 1984 
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STATE OF MICHIGAN 
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530 W. ALLEGAN, LANSING, MI  48933 

 
CHANGE NOTICE NO. 4 

to 

CONTRACT NO. 071B3200042 
between 

THE STATE OF MICHIGAN 
and 

NAME & ADDRESS OF CONTRACTOR: PRIMARY CONTACT EMAIL 

Accela, Inc. Julian Munoz jmunoz@accela.com 

2633 Camino Ramon, Suite 120 TELEPHONE CONTRACTOR #, MAIL CODE 

San Ramon, CA  94583 (925) 659-3247       
     

STATE CONTACTS AGENCY NAME PHONE EMAIL 
CONTRACT COMPLIANCE 

INSPECTOR DTMB Tim Gajda 517-284-5345 gajdat@michigan.gov 

BUYER DTMB Jarrod Barron 517-284-7045 barronj1@michigan.gov 

 
CONTRACT SUMMARY: 

DESCRIPTION:   LARA – Construction Codes Software 

INITIAL EFFECTIVE DATE  INITIAL EXPIRATION DATE 

INITIAL AVAILABLE 
OPTIONS 

EXPIRATION DATE BEFORE 
CHANGE(S) NOTED BELOW 

December 27, 2012 December 26, 2017 2, one year December 26, 2019 
PAYMENT TERMS F.O.B SHIPPED SHIPPED FROM 

N/A N/A N/A N/A 

ALTERNATE PAYMENT OPTIONS: 
AVAILABLE TO MiDEAL 
PARTICIPANTS 

 P-card  Direct Voucher (DV)  Other  Yes  No 
MINIMUM DELIVERY REQUIREMENTS: 

N/A 
 

DESCRIPTION OF CHANGE NOTICE: 

EXTEND CONTRACT 
EXPIRATION DATE 

EXERCISE CONTRACT 
OPTION YEAR(S)  

EXTENSION BEYOND
CONTRACT OPTION 

YEARS 
LENGTH OF 

OPTION/EXTENSION 

EXPIRATION 
DATE AFTER 

CHANGE 
 No        Yes     

VALUE/COST OF CHANGE NOTICE: ESTIMATED REVISED AGGREGATE CONTRACT VALUE:
$89,830.00 $11,662,640.74 

Effective April 9, 2015, this contract is amended to: 
1. Add $89,830 and the services in the attached Statement of Work and project plan for the Department of Licensing and 

Regulatory Affairs Bureau of Health Care Services (BHCS) Facilities Engineering Section (FES). 
2. Add the services in the attached Statement of Work and project plan for the Department of Licensing and Regulatory 

Affairs Bureau of Construction Codes (BCC) utilizing $92,130 of existing reserve funding. 
Accordingly, this contract is INCREASED by $89,830 and the remaining BCC reserve bank of hours balance is now 
$128,488.10. All other terms, conditions, pricing and specifications remain the same. Per vendor and agency agreement 
and DTMB Procurement approval. 
 
  



 
MICHIGAN DEPARTMENT OF TECHNOLOGY,  

MANAGEMENT AND BUDGET  
IT SERVICES STATEMENT OF WORK 

Agreement to Change Contract Number: 071B3200042 
Between the State of Michigan and Accela, Inc. 

 
Project Title:  
LARA – Plan Submission and Review  

Period of Coverage: 
 

Requesting Department:   
LARA – Bureau of Health Care Services, Bureau of Construction Codes, and 
Bureau of Fire Services 

Date:  
TBD, 2015 

Agency Project Manager:  
Shelly Edgerton 

Phone:  
(517) 241-4805 

DTMB Contract Compliance Inspector:   
Tim Gajda 

Phone: 
(517) 284-5345 

  HFES SOW V15 
BACKGROUND: 

Contract 071B3200042 between Accela, Inc. and the State of Michigan (SOM) provides the Accela Automation 
suite of software products as an enterprise-wide contract  available to all State Agencies.   All of the terms and 
conditions of the original agreement as modified by Change Notice 1 (taken together, “Base Contract”) will 
remain in effect unless modified by this Statement of Work. 
The agreement herein requests changes to the original configuration of the software that is currently being 
installed for LARA Bureau of Construction Codes (BCC).  This change will add the capability for the LARA 
Bureau of Health Care Services (BHCS), Health Facilities Engineering Section (HFES) and Bureau of Fire 
Services (BFS) to automate Plan Review functions. It is envisioned that there will be only one “Plan 
Submission” function on the Accela Citizen Access portal that will receive plans for all of these business areas.  
There is a separate SOW submitted for the Bureau of Fire Services (BFS) that includes integration with BCC 
and HFES.   
This Statement of Work (SOW) replaces the HFES SOW included with Change Notice 3, to accommodate three 
requests from SOM: 

 Replace Adobe with e-PlanCheck as the plan review tool used with Accela Electronic Document 
Review (EDR) for BCC, HFES and BFS 

 Provide the capability to use e-PlanCheck software in a standalone version 

 Provide the capability to use e-PlanCheck as a hosted, integrated Accela solution when available 
with HFES, BCC and BFS.   

When the software is available, the integrated version will be deployed for use with licensed professionals 
through the Accela Citizen Access portal and by State employees from the Accela Automation platform.  This 
version of the software is scheduled for availability late February 2015. 
 



PROJECT OBJECTIVE: 
Accela will analyze and extend the Accela Automation implementation for BCC and add record types, 
configure plan types, add scripts and any other necessary configuration required to expand the Accela EDR plan 
review  functionality to HFES and BFS. The solution should enable the following functions for all three 
divisions.  
1.    Submission / Portal 

a. Submit plan documents 

b. Notification of new documents 

c. Submitter access to comments and marked up plans when review is completed 

2.    Plan Review 
a. Define and manage the workflow 

b. Standard Accela EDR using e-PlanCheck markup functionality   

c. Provide Accela Automation standard plan review, comments, and tracking functionality 

3.    Document Retention 
The implementation is anticipated to involve a 3-6 month project duration that will include integration of the e-
PlanCheck software with the Accela platform as configured for BCC.  See Scope of Work section for further 
details on the functionality. Appendix A: provides the Project Assumptions used to qualify this Statement of 
Work and Appendix B: describes the Accela and SOM Project Resources. 

SCOPE OF WORK, DELIVERABLES AND ACCEPTANCE CRITERIA 
Accela will provide the following deliverables and implementation services.  Deliverables will not be 
considered complete until the Agency Scrum Product Owner and Agency Project Manager have formally 
accepted them.   

AGILE SCRUM METHODOLOGY 
This SOW will be implemented using an Agile Scrum methodology. Accela will provide a dedicated Certified 
Scrum Master who will lead the development for the duration of the project.  It is understood that this role 
might not require 40 hours per week of effort.  HFES will dedicate one Certified Scrum Product Owner per 
sprint and at least one Certified Scrum Master to assist Accela’s Scrum Master for the duration of the project.  
Planning sessions will be held for each respective Release and Sprint. The intent is for the Scrum team to follow 
the Release Schedule as set by this document.  However, during these Release and Sprint planning sessions, the 
State’s Scrum Product Owner may re-order deliverables and re-prioritize product features with the assistance 
and approval of the Accela Scrum Master. If mutually agreed to by all parties, the Scrum team may add 
functionality, at no cost, in trade for removing functionality that requires equal effort.   

Following the conventions of Agile Scrum, as the functionality for each sprint is designed, built, and tested 
by the scrum team, and accepted by HFES, that functionality will be considered to be done.  If defects are 
found that are not addressed during the sprint, they will be prioritized, along with other backlog tasks, and 
repaired in later sprints, but any requested changes to previously accepted functionality may impact future 
functionality, or require a change order 
to complete the request.  

PROPOSED RELEASE PLAN & DELIVERABLES 
The proposed release plan, will be reviewed and confirmed during Release 1 Project Planning and Initiation. 
Deliverables for this project consist of the product release schedule below: 

 Standalone e-PlanCheck 
 Release 1: Project Planning and Initiation 
 Release 2: e-PlanCheck Integrated with Accela Automation 
 Release 3: Go-Live (HFES, BCC, BFS) 

 
For each Release, a description is provided as well as criteria for acceptance of the release and any related 
deliverables.   



Standalone e-PlanCheck 
Activities Accela Deliverables 
e-PlanCheck hosting set up 10 e-PlanCheck application user ids, licenses, hosted e-PlanCheck 

application 
e-PlanCheck training Two days On-site and 8 hours of remote training 
e-PlanCheck configuration and setup Project management and e-PlanSoft Services to configure standalone e-

PlanCheck installation 
Assumptions:   

 The standalone version will not integrate with the Accela EDR or ACA modules. 
 Training will be provided for the e-PlanCheck standalone software during this release.  Since e-PlanCheck will 

not yet be integrated with the Accela software until Release 2, training on the integrated software will occur 
when the integration is deployed. 

 Not all e-PlanCheck data elements collected for plan documents have a corresponding element in Accela.  
During analysis and mapping in Release 2, the e-PlanCheck data required by the Accela EDR workflow will 
be mapped.  

 License fees for e-PlanCheck will be for individual users and can be added as needed.  10 users will be 
provided initially and license costs will be transferable to the integrated system.  It is expected that BFS and 
BCC will each have one license and attend training.   

 Hosting costs are one time. 
Acceptance Criteria (Definition of Done):   

SOM users are able to login to the hosted e-PlanCheck application and have received on-site and remote 
training to enable them to use e-PlanCheck to review, annotate and approve plans.   
 

RELEASE 1: PROJECT PLANNING AND INITIATION 
The Project Planning and Initiation process will follow the guidelines of the Agile Scrum development 
methodology. 

Scrum Team Responsibilities Accela Deliverables  
Develop Project Charter and finalize Scrum Team 
approach  

Project Charter Document 
 Vision 
 Product Roadmap 
 Release Plan 
 Project Organization and Responsibilities 
 Initial Training Plan 
 Project Control 

(see Motor Carrier Division Project Charter for example) 

Develop project infrastructure Scrum Team access to project repository and tools 

Discovery, analysis and estimating to develop 
product backlog, user stories and validate SOW cost 
estimate. 
 

Product Backlog with prioritization and point assignment updated in 
tracking tool and ability to produce sprint backlog and product increment.  
Validated cost estimates or change order depending on outcomes of 
discovery, analysis and estimating. 

Assumptions:   
 Training will be provided in each Release as defined in the training plan which will be updated with each 

release. 
 Plan Review requirements for BCC and BFS will be reviewed by the scrum team while developing the HFES 

product backlog. 
 The point assignment for the Product Backlog defined in Release 1 will provide the baseline for project scope.  

Feature addition, replacement and prioritization will be based on relative point value when determining if a 
scope issue requires a change order. 

Acceptance Criteria (Definition of Done):   
The development team is aligned on the product roadmap and understands the work to be completed in the 
product backlog according to the Release schedule.  Each team member knows what training they will need to 
complete their activities for this project. 
 

Release 2: e-PlanCheck Integrated with Accela automation 
Sprint planning for Release 2 will use the product backlog established in Release 1. User stories will be further 
elaborated for the main business processes (e.g. submission, plan review).  The scrum team will attempt to 
optimize the processes as they are mapped to the Accela Automation Workflow configuration.  The team will 



look at the process for HFES, BCC and BFS to determine what parts of the user interface, workflow and 
underlying data structure can be shared versus requiring a unique configuration or customization. 

Scrum Team Responsibilities Accela Deliverables 
Release and Sprint Planning  Product backlog assigned to sprints, updated schedule 
Configuration Design & Build:  

 Training 
 Review and mapping of e-PlanCheck to 

Accela EDR data fields and workflows 
 Review, design and build Accela 

configuration from user stories 
 Script Development 
 Report Development 
 Unit testing  

Accela Automation configured in Development environment, with 
required user roles/groups, workflow, fees, scripts, reports and plan 
review data 
Updated Training Plan 

Configure/integrate CEPAS interface ACA interface integrated with CEPAS for payments 
Develop conversion scripts to move plan 
documents and meta-data generated in Release 2 

Migrated plan documents 

Assumptions:   
 Two (2)  business process types are in scope for this project: 

 Document Review Application (provider document submission) 
 Document Review Amendment (reviewed and modified document submission) 

 There will be a governance process in place to handle any decisions required to resolve issues that arise 
between bureaus while trying to develop a common process and data structures. 

 The EDR function of Accela Automation will be used to manage the workflow process for plan review.  During 
Release 1 the scrum team will define how e-PlanCheck data elements are mapped to Accela Automation.   

 Data captured in AA for HFES, BFS and BCC plan documents is limited to meta-data about the document 
itself and its status.  Mapping or extracting Information contained within the plan document is not part of the 
Accela EDR automation. 

 The scrum team may identify opportunities to supplement the Accela Automation base functionality via Event 
Manager Script Engine (EMSE) script development.  Once the user stories are fully developed and the Accela 
configuration to support them designed, the scrum team will identify any custom scripts required.  According 
to the Scrum Management process, new additional scripts of equal point value can be added as long as the 
overall points in the backlog do not exceed the baseline.  Scripts can also be removed from the backlog to 
accommodate adding reports with greater business priority. See Scripts in Appendix A for further details. 

 Accela will estimate the effort for report design and development as part of Release 1.  Once the user stories 
are fully developed and the Accela configuration to support them designed, the scrum team will confirm the 
points estimate to complete the reports. According to the Scrum Management process, new additional reports 
of equal point value can be added as long as the overall points in the backlog do not exceed the baseline.  
Reports can also be removed from the backlog to accommodate adding reports with greater business priority. 
See Reports in Appendix A for further details. 

 
Acceptance Criteria (Definition of Done):   

Solution is available in the Accela Test environment and incorporates full functionality to enable an ACA 
(public) user to submit or review submitted and reviewed plan documents.  SOM reviewers will be able to 
electronically review and mark up plan documents using e-PlanCheck software, and manage the plan review 
process including approvals and issuance from the EDR function of AA.   



Release 3: Go Live  
 

Scrum Team Responsibilities Accela Deliverables 
Support development and delivery of user training 
materials, communications 

User Training plan and training materials 

Support development of test scripts and user 
acceptance criteria 

User Acceptance Test Plan 

Support development of operations support 
process and documentation 

Updated operations support documentation 

Support Go Live deployment EDR and e-PlanCheck deployed in production environment with AA 
and ACA access. 

Assumptions:   
 Accela System administration and production operations support will be a centralized LARA function 
 In order to share subscription costs, HFES and BFS, will go live in the same “Accela hosted agency” as BCC.    

The BCC Go Live is a dependency for HFES and BFS to Go Live.   
 User training on Accela Automation will be a combination of hands-on during scrum sessions and classroom 

training as defined during Release 1.  For Go Live Accela will support SOM with development of training 
materials for ACA users in addition to development of communications to support training initiatives. 

 Accela is responsible for unit testing the configuration updates to the platform required for electronic plan 
review 

 Scrum team will work together to develop User Acceptance Test Scripts working from Accela provided 
templates and samples.   SOM will conduct User Acceptance Testing. 

Acceptance Criteria (Definition of Done):   
Solution is available in the Accela Production environment and incorporates full functionality to enable an ACA 
user to submit or review submitted and reviewed plan documents.  SOM reviewers will be able to electronically 
review and mark up plan documents using e-PlanCheck software, and manage the plan review process including 
approvals and issuance from the EDR function of AA.   

 
PROJECT CONTROL AND REPORTS: 

The reporting for this project must follow the requirements of the Base Contract and will be tailored during the 
Release 1: Project Initiation for this project’s activities. 
 

SPECIFIC DEPARTMENT STANDARDS: 
No additional standards are identified. 
 

PAYMENT SCHEDULE: 
This is a firm fixed price agreement and payment will be made upon the satisfactory acceptance of each 
milestone or deliverable per the Base Contract.  Contractor may invoice the State no more often than monthly.  
 
The following table provides the costs for the e-PlanCheck standalone segment of the project. 

Deliverable Description Cost 
e-PlanCheck standalone Configuration, installation and training  $10,730.00 
e-PlanCheck Hosting Hosting Platform and support for year 1 $8,573.00 
Total  $19,303.00 

 
The table below shows the reallocation of the Change Notice 3 HFES SOW’s fixed price costs to reflect the 
change from a waterfall to an agile deployment methodology. This is a neutral-dollar reallocation. 

 Deliverable Description and Prior SOW (CN3 HFES) Deliverable(s) Cost 

Release 1: Project Initiation Planning and setup – includes deliverables 1,2,9,10,11 from prior SOW $36,355.98 

Release 2: e-PlanCheck 
integrated EDR design and build – includes deliverables 3-8, 12 from prior SOW $97,113.57 

Release 3: Go Live Training, UAT, Readiness – includes deliverables 13-16 from prior SOW $30,025.45 

Total $163,495.00 

 



Lastly, the e-PlanCheck Subscription fees will be based on the number of individual users.  This project will 
start with 10 users initially (8 for HFES, 1 for BCC and 1 for BFS).  The per user subscription fee is $948 per 
year for year 1, and will be increased to  $1,188 per user after the first year.  The following pricing schedule 
identifies the ePlanCheck software license prices and estimated proration of license fees through the end of the 
Base Contract term. 
 

ePlanCheck 
License Fees 

2015 
First Year Pro-rated 

2016 2017 

Number of Users 10 13 23 23 

License Period 1/26/2015 – 12/26/2015 
(11 months) 

6/26/2015 -12/26/2015 
(7 months) 

12/27/2015 -12/26/2016 
(12 months) 

12/27/2016 -12/26/2017 
(12 months) 

Annual per seat 
price $948 $948 $1,188 $1,188 

Prorated per seat 
price $869 $553 $1,188 $1,188 

License Cost $8,690.00 $7,189.00 $27,324.00 $27,324.00 

 
EXPENSES: 

The State will NOT pay for any travel expenses, including hotel, mileage, meals, parking, etc. 
 

PROPOSED PROJECT SCHEDULE (May be modified during project initiation): 

 
 

PROJECT CONTACTS: 
 
The designated Agency Project Manager is: 
Name:     Shelly Edgerton 
Department:  LARA – Executive Office 
Area:    Engineering 
Building/Floor   Ottawa  4th Floor 
Address:    611 Ottawa 
City/State/Zip:     Lansing, MI   48909 
Phone Number   517-241-4805 
Email Address    EdgertonS1@michigan.gov 
 
The designated DTMB Project Manager is: 
Name:     Allen Drouare 
Department:  DTMB – Enterprise PMO 



Area:    Supporting LARA 
Building/Floor   Phoenix / 3rd Floor 
Address:    222 N. Washington Square 
City/State/Zip:     Lansing, MI   48933 
Phone Number   517-243-9386 
Email Address    DrouareA@Michigan.gov 
 
The DTMB Contract Administrator for this project is: 
Name:     Jarrod Barron 
Department:  DTMB – Procurement 
Area:    IT Division 
Building/Floor   Constitution Hall / 1st Floor 
Address:    525 West Allegan Street 
City/State/Zip:     Lansing, MI   48909 
Phone Number   517-284-7045 
Email Address    Barronj1@Michigan.gov 



Appendix A: Project Assumptions 
Changes in the following assumptions could affect schedule and cost.  Assumptions from the CN3  SOW for 
HFES that were associated with specific deliverables now consolidated with the Agile approach, are referenced 
by the original deliverable number. 

Accela Document Review  
 Accela will leverage functionality provided out of the box by e-PlanCheck and provide training and instruction 

on that tool in a standalone mode.  Once trained, the Agency will be responsible for creating any e-PlanCheck 
configurations that will be used in conjunction with Accela EDR once moved to the integrated platform.  
(replaces assumptions for original deliverables 11 & 12) 

 Accela will implement the Accela Automation subscription service in accordance with the terms of the 
subscription agreement. The implementation will be based upon the feature set available in Accela 
Automation version 7.3.   

 New features deployed by Accela in the subscription service during the project will be left turned off.  If there 
is minimal impact to the project or project timeline every effort will be made to incorporate the new features.  

 For use with Accela Citizen Access, SOM will provide all related hardware, software and documentation 
required to interface with a merchant account provider through the SOM CEPAS payment service. 

Scope and Timeline 
 Health Facilities Engineering Section (HFES) and Accela will review their responsibilities before work begins 

to ensure that Services can be satisfactorily completed and in the appropriate timeframe. 
 Deliverables not specifically described in this document are the responsibility of the Health Facilities 

Engineering Section (HFES). 
 “Go live” (system is in production) timeline assumes timely completion of Health Facilities Engineering Section 

(HFES) scrum assigned tasks, availability of key Health Facilities Engineering Section (HFES) resources, and 
collaboration and availability of any third-party vendor resources.   

 Product Backlog and release and sprint planning will be agreed to by the SOM Scrum Product Owner and 
Accela scrum master. 

 . Accela will provide licenses to the state team members for this tool.  Should any roadblocks arise, Accela 
and Health Facilities Engineering Section (HFES) will escalate according to the escalation plan in the Project 
Charter. 

 Deliverables will be documented in Accela based templates using the Accela methodology. Sample templates 
are available to Health Facilities Engineering Section (HFES) upon request however the templates do not 
represent completed deliverables, they are just examples.  

 Project management and oversight is included in the cost estimation for each release. 
Training (original Deliverable 13) 

 The Training strategy uses a “Train-the-Trainer” approach whenever possible in order to ensure maximum 
efficiency for the training provided. This allows the Agency to best react to changing requirements and 
ongoing maintenance, which can allow the Agency to be reactive and significantly reduce system 
maintenance costs over time. BCC and BFS will have representatives at training sessions, however, the goal 
is to have HFES to be trained as the LARA “trainer” for e-PlanCheck and Accela EDR as configured for SOM. 

 The Scrum team will create a Training Plan during the Initiation of the project.  The Training Plan will identify 
Training will be a combination of “hands on” and standard Accela coursework as determined by the scrum 
team. Standard courses normally provided include:  

 Accela Automation Administration  
 Accela Automation User 
 Citizen Access Administration  
 Electronic Document Review Administration and User 

 Accela will provide training for LARA staff on the administration, maintenance, and augmentation of its Accela 
Automation configuration.  This training will be tailored to the specific components configured for electronic 
plan review and will require as background taking the Accela Automation Administrator Training Course (three 
days).  It is assumed that there will be a shared service and resources established by LARA and or DTMB to 
assist HFES, BCC and BFS with maintenance and any future development of reports or custom scripting. 

 All on-site Accela-led training will be conducted at Health Facilities Engineering Section (HFES) facilities 
unless the training is one day or less in which case it may be conducted via webex.  Health Facilities 
Engineering Section (HFES) will provide adequate training rooms/space with sufficient computing capability 
and network access as needed. 

 Health Facilities Engineering Section (HFES) project team will provide the necessary staff resources to 
complete training needs analysis and assist with training planning.  Health Facilities Engineering Section 
(HFES) is solely responsible for making designated trainees (trainers, agents, administrators) available for 



training per the project schedule. If any designated trainee is not available to participate in scheduled training, 
Accela is not responsible for making alternative arrangements for missed training. 

 Health Facilities Engineering Section (HFES) will be responsible for all end user training including training 
logistics, training scheduling, and the printing of training materials. Health Facilities Engineering Section 
(HFES) will confirm the total number of training rooms needed for the project duration after Health Facilities 
Engineering Section (HFES) approval of the draft training strategy. 

 Health Facilities Engineering Section (HFES) users will have basic computer skills. Accela is not responsible 
for an individual’s response to the training or their capacity to learn or be trained. Specific prerequisite skills 
include: 

 End users – proficient in Windows environment and Internet environment, as well as working 
knowledge of Health Facilities Engineering Section (HFES) business processes and functions. 

 Health Facilities Engineering Section (HFES) may request “make-up” or remedial training sessions for initial 
training provided during system deployment, via the Change Order process for estimated staff hours per 
session at the specified hourly rate for each training category. 

 Workshops and training may be shared with other State of Michigan projects as long as the number of 
students does not exceed the max specified 

 
Testing (original Deliverable 14: User Acceptance Testing) 

 Accela is responsible for testing the initial configuration of system 
 Health Facilities Engineering Section (HFES) is responsible for writing User Acceptance Test Scripts.  Accela 

will provide templates and samples so that Health Facilities Engineering Section (HFES) does not have to 
start from scratch. 

 Health Facilities Engineering Section (HFES) staff are responsible for User Acceptance Test and System 
Integration Testing 

 Accela will provide 1 Resource Onsite for 16 hours during UAT for the purpose of training support, oversight, 
answering questions and addressing issues discovered in User Acceptance Testing.   

 
Go Live and Go Live Support (Original Deliverable 15: Production Support) 

 Production date is defined as the official date in which Accela Automation moves from the test environment to 
production for daily Agency usage.  This date will be agreed to by both Accela and the Agency at project 
inception.  It may be altered only by change order agreed to by both parties.  In the weeks prior to moving to 
Production, Accela will assist in system validation, staff preparation assistance and training, and coordination 
of deployment. 

 In terms of specific output, the following will be executed for this deliverable: 
 Two (2) days of Deployment support prior to moving to Production 
 Accela Automation used in Production environment for Agency daily use 

 In order to share subscription costs, the Health Facilities Engineering Section (HFES) will go live in the same 
“Accela hosted agency” as BCC.    The BCC Go Live is a dependency for Health Facilities Engineering 
Section (HFES) to Go Live.   

Scripting (Original Deliverable 6) 
 The Accela Responsibilities, Agency Responsibilities, and Acceptance Criteria for this deliverable will follow 

the guidelines as set forth in Section 1.104 Deliverable 5 of the original agreement except as clarified below: 
 Provide 32 hours of Scripting Assistance. 

 The HFES SOW for CN3 also assumed by reference to Deliverable 5 of the original contract, that SOM would 
develop the remainder of the scripts.  Based on the points allocated to scripting in Release 1, the product 
scrum master and Accela will determine if the scripting work can be completed entirely by Accela within the 
product backlog point total agreed to in Release 1 or if work will still need to be assigned to SOM 
 

Reports (Original Deliverables 7&8) 
 The definition and process of creating reports is defined in the Base Contract.  The Accela Responsibilities, 

Agency Responsibilities, and Acceptance Criteria for this deliverable will follow the guidelines as set forth in 
Section 1.104 Deliverable 14 of the original agreement except as clarified below: 

 Accela will develop up to five (5) documents/letters/reports from those identified by the Agency as 
required for the new system, and will develop reports based on the following breakdown: 

 Three (3) of Medium Complexity 
 Two (2) of Low Complexity 

 During Release 1, the Scrum Team will develop a report list, and a mutually agreed upon number of report 
designs and update the product backlog with the reports required. 



 The HFES SOW for CN3 also assumed by reference to Deliverable 14 of the original contract, that SOM 
would develop the remainder of the reports.  Based on the points allocated to reports, the product scrum 
master and Accela will determine if the reporting work can be completed entirely by Accela within the product 
backlog point total agreed to in Release 1.   

ACA- Accela Citizen access configuration (Original Deliverable 9) 
 During analysis and configuration sprints, the scrum will develop user stories for the public access of the 

platform via Accela Citizen Access for Plan Submission, Certificate printing, and Status Tracking.  The user 
stories will include payment options and Accela will setup and configure pass through to SOM’s merchant 
account test system.   

AA User Interface (Original Deliverable 10) 
 During analysis and configuration sprints, the scrum will fine-tune the system’s User Interface (“look and 

feel”), usability, and security.  Accela will develop the user stories for the HFES staff interaction with AA to 
identify and configure the required fields, field order, and field names for each of the AA portlets required.  
Accela will also work with HFES users to define the default lists and configuration for the following AA 
components related to the HFES user experience. 

Change Control  
 During Release 1, the State’s Certified Product Owner and Certified Scrum Master(s) will work with the 

Accela Certified Scrum Master to design the project artifacts and define project reporting responsibilities.  The 
acceptance criteria for each Release and Sprint will also be defined and agreed to.  Lastly, the product 
backlog will be agreed to and scored.  The points assigned will be used by the Scrum Product manager to 
manage scope so that functionality can be added or removed as long as the total points are not exceeded.   

  “Go live” (system is in production) timeline assumes timely completion of Health Facilities Engineering 
Section (HFES) deliverables (including finalization of requirements / use cases / product catalog), availability 
of key Health Facilities Engineering Section (HFES) resources, and collaboration and availability of any third-
party vendor resources.  Late (per mutually agreed project plan) Health Facilities Engineering Section (HFES) 
deliverables may adversely impact overall implementation timeline.   

 
BCC & BFS analysis and configuration 

 HFES and BFS will leverage the Accela Automation platform already set up for BCC. The fixed price for this 
SOW was developed for the HFES business process – this SOW assumes the BFS and BCC projects will 
cover whatever unique analysis and configuration is required for their respective projects. 

Interfaces 
 CEPAS:  ACA will redirect users to CEPAS for credit card and echeck payments.  It is assumed that this will 

be already available through the ACA instance set up for BCC. However, it may be necessary to configure an 
additional CEPAS profile for HFES and update the MAIN reconciliation file.  Accela will support SOM but will 
be dependent upon HFES, BCC, BFS and DTMB resources to engage the CEPAS team and make any 
required profile additions or updates.                         

 e-PlanCheck: Users registered for the Release 2 e-PlanCheck standalone platform will have to re-register for 
ACA when moving to the integrated version, i.e., their user ids and passwords will NOT carry over. 

Data Conversion  
 Approved plan documents completed for HFES in Release 2 on the standalone platform will be manually 

moved to the integrated platform when it goes live. There will be no other historical conversion of plan 
documents or plan review information for HFES.   

 Licensed Professionals and other public users will register online through ACA.  There will be no conversion 
of any user information for HFES and BFS. 

 There will be no conversion of existing plans or plan review information for BFS. 
 BCC has data related to plan reviews and licensed professionals from their legacy systems that is included in 

their data conversion plans, no conversion activity for BCC is in scope for this project. 
 

  



APPENDIX B: Project Resources and Roles 
 

LARA Resources 
SOM must fill the appropriate roles with the appropriate personnel to work together with the Accela Project 
Team for these Services. LARA will make available additional resources as needed for the Services to be 
successful.  LARA roles can be filled by the same person.  In addition, LARA will provide all necessary 
technical resources to make appropriate modifications within any LARA systems needing to integrate with any 
Accela systems. These resources must be proficient in LARA coding/development environment and tools, to 
make the required changes to their software to enable integration and must be available during the timeframe of 
these Services.   LARA roles are clarified as follows: 

Product Owner  

 Responsibilities include: 
 Communicating the vision of the product to the development team.  
 Must also represent the Agency’s interests through requirements and prioritization.  
 The Product Owner is the single individual who has project knowledge and the authority to make 

decisions. 
 Because the Product Owner has the most authority of the three primary roles, it’s also the role 

with the most responsibility.  

Assistant Program or Project Manager / Scrum Master 

 Program Management responsibilities: 

 Manages planning process 
 Manages overall program schedule 
 Drives multiple releases/projects 
 Facilitates Release Planning & Retrospective 
 Provides access to tools and people 
 Owns all action items for the project until he/she finds the right owner 
 Owns reporting on project status, to all directions 
 Coordinates other release support 
 Responsible for risk assessment & mitigation 
 The Role is a peer to the Product Manager and the Engineering Manager on the release/project 
 Educates/Enforces agreed upon processes & methodology rules 
 Educates/Enforces roles and responsibilities 

Scrum Master Responsibilities: 

 Manages 1 sprint at a time 
 Facilitates Sprint Planning, Review & Retrospective 
 Finds and works to remove roadblocks 
 Helps to motivate the team and keep them excited 
 Protects team from outside distractions 
 Facilitates communication between roles for every aspect of the project 
 Responsible for keeping release/project information consolidated, organized and up to date 
 Drives the cross-functional team at all levels 
 Drives the execution of sprint items 
 Responsible for throughput (team velocity) 



 

Development Team  

The Development Team is responsible for delivering the product at the end of each Sprint (the Sprint Goal). A 
Team is made up of individuals with cross-functional skills who do the actual work (analyze, design, develop, 
test, technical communication, document, etc.). 

 

Accela Resources 
 
Accela will assign key Professional Services resources for this engagement.  These individuals are well versed 
in the Accela Automation application, and are well qualified to lead this effort.  Accela’s Project Manager shall 
assume full responsibility for the coordination of this team and its interaction with key LARA resources 
assigned to the effort. 

Program or Project Manager / Scrum Master  

 Program Management responsibilities 
 Manages planning process 
 Manages overall program schedule 
 Drives multiple releases/projects 
 Facilitates Release Planning & Retrospective 
 Provides access to tools and people 
 Owns all action items for the project until he/she finds the right owner 
 Owns reporting on project status, to all directions 
 Coordinates other release support 
 Responsible for risk assessment & mitigation 
 The Role is a peer to the Product Manager and the Engineering Manager on the release/project 
 Educates/Enforces agreed upon processes & methodology rules 
 Educates/Enforces roles and responsibilities 

Scrum Master Responsibilities: 

 Manages 1 sprint at a time 
 Facilitates Sprint Planning, Review & Retrospective 
 Finds and works to remove roadblocks 
 Helps to motivate the team and keep them excited 
 Protects team from outside distractions 
 Facilitates communication between roles for every aspect of the project 
 Responsible for keeping release/project information consolidated, organized and up to date 
 Drives the cross-functional team at all levels 
 Drives the execution of sprint items 
 Responsible for throughput (team velocity) 

 

  



Development Team  

The Development Team is responsible for delivering the product at the end of each Sprint (the Sprint Goal). A 
Team is made up of individuals with cross-functional skills who do the actual work (analyze, design, develop, 
test, technical communication, document, etc.). 
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Agreement to Change Contract Number: 071B3200042 
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Project Title:  
LARA – Script and Report Development Assistance 
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12/29/2014-9/30/2015 
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  BCC SOW v4.6 
BACKGROUND 

Contract 071B3200042 between Accela, Inc. and the State of Michigan (SOM) provides the Accela Automation 
suite of software products as an enterprise-wide contract  available to all State Agencies.   All of the terms and 
conditions of the original agreement, as modified by Change Notice 1 (“Base Contract”) will remain in effect 
unless modified by this Statement of Work (SOW). 
Change Notice 1 changed the original LARA Bureau of Construction Codes from a State-hosted platform to a 
vendor-hosted platform. Change Notice 2 allowed another agency to leverage the contact and does not affect 
LARA. Change Notice 3 initiated projects for three other LARA bureaus, namely MPSC-Motor Carrier 
Division, Bureau of Fire Services, and Bureau of Health Care Services.   
The Base Contract called for SOM to be responsible for some of the script and report design and development 
defined in Deliverables 5 and 14.  In order to mitigate the risk of the this work delaying the schedule, the parties 
are reassigning some of this work to Accela and providing additional hands-on training for SOM. 

Project Objective 
The objective of this project is to accelerate completion of the SOM assigned scripts and reports identified in 
Deliverables 5 and 14. 
This Change Request authorizes use of the reserve bank of hours to accelerate development of specific EMSE 
scripts and Crystal reports that were not originally assigned to Accela in Deliverable 5 and Deliverable 14.  
Accela will also provide additional training for State of Michigan personnel as an apprenticeship to ensure State 
personnel will be self-sufficient with future script and report development or maintenance.  

Scope of Work 
The scope of this SOW is limited to the work identified for Deliverables 5 and 14 that was assigned to SOM in 
the Base Contract.   
Scripts 
The scripts to be completed by Accela are listed in the attached EMSE Script List.  By way of this Change 
Notice, Scripts identified in the disposition column with “5” were in the original scope.  Scripts with a 
disposition of “5B” are being assigned to Accela.  The scripts labeled “SOM” are the responsibility of SOM.   
Reports 
The reports to be completed by Accela are listed in the attached Reports List.  By way of this Change Notice, 
Reports identified in the disposition column with “14” were in the original scope.  Reports with a disposition of 
“14B” are being assigned to Accela.  The reports labeled “SOM” are the responsibility of SOM.   

Deliverables 
Deliverable 5B EMSE Scripting  

 EMSE scripts (see attached list) with sufficient comments to support future maintenance 



Acceptance Criteria 
o Demonstrated operability of scripts in staging/test environment and verified as acceptable with unit testing.  

Deliverable 14B Report Design/Development 
 Report Development for reports in the attached list. 

o Phase 1 will have 6 medium level of effort reports. 
o Phase 2 will have 4 medium level of effort reports and 1 high level of effort report. 

 Acceptance Criteria 
o Demonstrated operability of reports in staging/test environment  and verified as acceptable with unit testing. 

Training and Support 
 40 hours “apprenticeship” training 

o Up to 2 days working with an SOM script developer on actual scripts 
o Up to 2 days working with an SOM report developer on actual reports 
o Remaining hours will be allocated to support, assisting SOM script writers and report developers as needed by SOM 

 
Assumptions:  

 The report list attached provides the definition of complexity for the remaining reports.  High Complexity is defined as a 
report containing significant calculation and/or extensive detail and number of fields – for example a financial statistical 
report or complex permit.  The majority of reports are Medium Complexity, which is defined as a report displaying non-
calculated and minimal calculated data fields.  Reports with Low Complexity are typically letters or notices that contain 
contact information and basic application data.   
 

Project Control and Reports: 
Accela will manage in accordance with the current project controls subject to the following changes: 

 Accela will invoice for the additional scripts (5B) and reports (14B) as described in the section 
PAYMENT SCHEDULE once they are completely developed, tested and accepted by the State. 

 Accela will withhold 10% of invoices pending approval of scripts and reports during User 
Acceptance Testing. Accela may invoice the 10% holdback after the State grants Final 
Acceptance to User Acceptance Testing for Phase 1 as defined in the Base Contract. 

Specific Department Standards 
Script and Report specifications will follow standards adopted by Deliverables 5 and 14 per the Base Contract. 

Payment Schedule 
Per the Base Contract, developer assistance is available at $185 per hour.  Contractor will complete the work in 
498 hours at a total firm fixed price of $92,130.00.  The parties will utilize existing reserve bank funding for this 
SOW. After this project, the remaining reserve bank funding will be $  128,488.10.  Payment less the 10% 
holdback will be made upon completion and acceptance of the deliverables in this SOW.   

Payments: 
Scripting (Deliverable 5b)    $ 58,941.00 
Reporting (Deliverable 14b – 6 reports in phase 1): $   7,992.00 
Training and Support     $   6,660.00 
Reporting (Deliverable 14b – 5 reports in phase 2) $   9,324.00 
Release of Retainage     $   9,213.00 
 

 
Travel and Expenses 

The State will not pay for any travel expenses, including hotel, mileage, meals, parking, etc.  Travel time will 
not be reimbursed. 

Project Contacts 
Per the contract. 

State Responsibilities and Assumptions 
SOM will provide resources to be trained for Scripting and Reporting. 

Location of Where the Work is to be Performed 
Work will be performed remotely except for the apprenticeship training, which will require one on-site visit. 



Expected Contractor Work Hours and Conditions 
Per the contract. 

PROPOSED PROJECT SCHEDULE: 
Accela will perform this work between March 15, 2015 and December 31, 2015. User Acceptance Testing time 
frames are per the Contract.  
 
  



EMSE Script List 
Script Number  Disposition  Title  Priority  Level of Effort 

1  5  Create License  (1) High  Medium 

2  5  Prevent manual creation of License record  (2) Normal  Medium 

3  5  Disallow Issuance of License  (1) High  Medium 

4  5  Batch Job to Expire Applications  (2) Normal  Medium 

5  5  Batch job to expire applications  (2) Normal  Medium 

7  5  About to Expire Batch Jobs  (1) High  Medium 

8  5  Calculation of Late Fees  (1) High  High 

9  5  Renewal Scripts  (1) High  Medium 

12  5  Electrical Apprentice Expressions on License Numbers  (1) High  Medium 

13  5  Expression to validate license to be amended on Amendments  (1) High  Medium 

14  5  Expression to populate ASI fields on Address Amendment  (1) High  High 

15  5  Address Amendment ‐ modify license  (1) High  High 

16  5  Expression to populate Name Change Amendment ASI fields  (1) High  High 

17  5  Name Change Amendment ‐ Modify License  (1) High  High 

20  5  Populate the ASIT on the Change of Insurance Companies Amendment  (1) High  High 

21  5  Insurance Company Amendment ‐ modify license  (1) High  High 

22  5  Insurance Company Amendment Fee Check  (1) High  Low 

23  5  Related License Amendment ‐ modify license  (1) High  High 

25  5  Fee Assessment for Related License Amendment  (1) High  Medium 

27  5  Terminate a license  (3) Low  Medium 

28  5  Site Addition Amendment ‐ modify license  (1) High  High 

30  5  Site Addition Amendment fee  (1) High  High 

31  5  License Number to be reissued validation  (2) Normal  Medium 

32  5  Assess Electrical Contractor License Fee  (1) High  High 

33  5  Expression to validate Master License Number  (1) High  Medium 

35  5  Expressions to validate license number fields  (1) High  Medium 

106  5  ACA Pageflow Building Application  (2) Normal  High 

110  5  ACA Pageflow Boiler Application   (2) Normal  High 

19  5b  Phone Number Amendment ‐ modify license  (1) High  High 

24  5b  Fee check for Related License Amendment  (2) Normal  Low 

26  5b  Fee check ‐ reprint amendment  (1) High  Low 

29  5b  Site Addition Amendment fee check  (1) High  Low 

34  5b  Electrical Facility Contractor license fee  (1) High  High 

36  5b  Create Fire Alarm Apprentice Relationships  (1) High  Medium 

38  5b  Create Fire Alarm Contractor Relationship  (1) High  Medium 

39  5b  Assess the Electrical Fire Alarm Contractor License Fee  (1) High  High 

43  5b  Assess Electrical Master license fee  (1) High  High 

45  5b  Electrical Sign Specialist License Fee  (1) High  High 

46  5b  Electrical Sign Contractor License Fee  (1) High  High 

47  5b  Mechanical Contractor License/Reinstatement Fee  (1) High  High 

48  5b  Manufactured Home Community Application Fee  (1) High  High 

53  5b  Plumbing Contractor License Fee  (1) High  High 

56  5b  Boiler Installer Fees  (1) High  Medium 

58  5b  Assess Electrical Journey License Fee  (1) High  Medium 



Script Number  Disposition  Title  Priority  Level of Effort 

59  5b  EB to verify license number on all reapplications  (1) High  Medium 

64  5b  ASI Field "Workers Comp Insurance..." required  (1) High  High 

70  5b  Demolition Admin Fee  (1) High  Low 

71  5b  Certificate of Occupancy  (1) High  Low 

72  5b  Lighting Fixture ‐ Outlets Fee  (1) High  Low 

73  5b  Signs Neon Fee  (1) High  Low 

74  5b  Signs ‐ Feeders ‐ Bus Ducts, etc. fee  (1) High  Low 

75  5b  Fire Alarm Systems Fee  (1) High  Low 

76  5b  Data ‐ Telecommunication Outlets Fee  (1) High  Low 

77  5b  Fuel Gas Piping Fee  (1) High  Low 

78  5b  Process Piping Fee  (1) High  Low 

79  5b  Hydronic Piping Fee  (1) High  Low 

102  5b  Reset expiration date of permit on payment  (2) Normal  Medium 

105  5b  Jurisdiction Validation  (2) Normal  High 

119  5b  C.A. Number Validation  (2) Normal  High 

121  5b  Label Numbers  Medium   

10  SOM  MFD Housing Exam ‐ one review requested checkbox required.  (2) Normal  Low 

11  SOM  ASIT Project Type for MFD Housing Exam RO fields  (2) Normal  Medium 

18  SOM  Expression to populate Phone Number Amendment ASI fields  (1) High  Medium 

37  SOM  Expression to validate license number on Fire Alarm Contractor Application  (1) High  Medium 

40  SOM  License Number verification for Fire Alarm Specialty Tech  (1) High  Medium 

41  SOM  Fire Alarm Specialty Tech License Fee  (1) High  Medium 

42  SOM  Expression to validate Electrical Journey license number on Master  (1) High  Medium 

44  SOM  Expression to validate "Sign Contractor License" number  (1) High  Medium 

49  SOM  Manufactured Home Installer Servicer License Fee  (1) High  Medium 

50  SOM  Manufactured Home Retailer License Fee  (1) High  Medium 

51  SOM  Plumber Affidavit Expression  (1) High  Medium 

52  SOM  Master Plumber License Verification Expression  (1) High  Medium 

54  SOM  Plumbing Apprentice Number validation  (1) High  Medium 

55  SOM  Validation of Journey Plumber license  (1) High  Medium 

57  SOM  Boiler Operator License Fees  (1) High  Medium 

60  SOM  Expiration Date Adjustment  (1) High  Medium 

61  SOM  Assess Fee on Boiler permit based on Permit Type  (1) High  Low 

62  SOM  Update boiler fee on ASI field "Length of Piping B31.1"  (1) High  Low 

63  SOM  Assess fee based on "Type of Permit" ASI field  (1) High  Low 

65  SOM  Fees due check on Building Permits  (1) High  Low 

66  SOM  Require "BCC Plan Review Project Number"  (1) High  Low 

67  SOM  Re‐Open Expired Permit Fee  (1) High  Medium 

68  SOM  Certification Fee  (1) High  Medium 

69  SOM  Check status of children before C of O Issued  (1) High  Medium 

80  SOM  Refrigeration Piping  (1) High  Low 

81  SOM  Commercial Air Conditioning Piping Fee  (1) High  Low 

82  SOM  Duct Fee  (1) High  Low 

83  SOM  Fire Suppression/Protection Fee  (1) High  Low 

84  SOM  Related Record Check for C of O  (1) High  Medium 



Script Number  Disposition  Title  Priority  Level of Effort 

85  SOM  Addendum and Bulletin Required  (1) High  Low 

86  SOM  Is a Temporary Exception Requested?  (2) Normal  Low 

87  SOM  MFH Community Alteration Fee  (2) Normal  Medium 

88  SOM  MFH Expansion Fee  (2) Normal  Medium 

89  SOM  MFH Community New Fee  (2) Normal  Medium 

90  SOM  New Condominium Fee  (2) Normal  Medium 

91  SOM  MFH Condo Expansion Fee  (2) Normal  Medium 

92  SOM  Condo Conversion Fee  (2) Normal  Medium 

93  SOM  Building Code  Review Fee  (2) Normal  Low 

94  SOM  Consulting Service Fee  (2) Normal  Low 

95  SOM  Valuation Fee  (2) Normal  Medium 

96  SOM  Construction  Code and Fire Safety Reviews Fees  (2) Normal  Low 

97  SOM  Fire Safety Fee  (2) Normal  Medium 

98  SOM  Deputy Boiler Inspector License creation  (2) Normal  Medium 

99  SOM  Prevent Mechanical License Issuance if Law Exam not present  (2) Normal  High 

100  SOM  Reset expiration date of permit on inspection  (2) Normal  Medium 

101  SOM  Reset permit expiration date on workflow  (2) Normal  Low 

103  SOM  Permit About to Expire batch  (2) Normal  High 

104  SOM  Expired permit batch  (2) Normal  High 

107  SOM  ACA Pageflow Electrical Application   (2) Normal  Medium 

108  SOM  ACA Pageflow Plumbing Application  (2) Normal  Medium 

109  SOM  ACA Pageflow Mechanical Application   (2) Normal  Medium 

111  SOM  Reactivate a license from a Reapplication approval  (2) Normal  High 

112  SOM  General Services ‐ Start/End Mileage  (2) Normal  High 

113  SOM  General Services ‐ Total Mileage  (2) Normal  Low 

114  SOM  Pre‐Manufactured Housing ‐ Update Wf to Complete  (2) Normal  Low 

115  SOM  Pre‐Manufactured Housing ‐ Start/End Mileage  (2) Normal  High 

116  SOM  PLAN REVIEW ‐ Total Due  (2) Normal  Medium 

117  SOM  PLAN REVIEW REQUEST INFO  (2) Normal  Medium 

118  SOM  PLAN REVIEW REQUEST INFO ‐ PR_PPE  (2) Normal  Medium 

120  SOM  Fees due check on Building Permits when Issued  (1) High  Medium 

125  SOM  Plan Review Required Applicant ‐ Organization  High   

 
 
Reports 
Report 
Number  Report Title 

Dispositio
n  Priority 

Departmen
t  Category 

Level of 
Effort 

1  Approval Letter ‐ BSAR  14  Phase 
1 

Building    Low 

3  Invoice ‐ Miscellaneous  14  Phase 
1 

Plan Review  Invoice  Medium 

4  Invoice ‐ Premanufactured  14  Phase 
1 

Building  Invoice  Low 

5  Request for Hearing  14  Phase 
1 

Plan Review    Medium 

6  Inspection Agency Label Report  14  Phase 
1 

Plan Review    Medium 

7  Mechanical Contractor Renewal  14  Phase 
1 

Mechanical  Renewal  Medium 



Report 
Number  Report Title 

Dispositio
n  Priority 

Departmen
t  Category 

Level of 
Effort 

8  Mechanical Permit Correction Notice  14  Phase 
1 

Mechanical  Correction  Medium 

9  Mechanical Permit Issued  14  Phase 
1 

Mechanical  Permit  Medium 

10  Mechanical Permit Invoice  14  Phase 
1 

Mechanical  Invoice  Medium 

12  Daily Travel Log  14  Phase 
1 

TBD    Medium 

13  General Services Activity Summary  14  Phase 
1 

TBD    Medium 

14  Inspector Activity Listing  14  Phase 
1 

TBD    Low 

15  Notice of Violations  14  Phase 
1 

TBD    Medium 

16  Mechanical Exam Admission Card  14  Phase 
1 

Mechanical  Admission  Medium 

17  Mechanical Contractor License  14  Phase 
1 

Mechanical  License  Medium 

18  Persons Involved with Request for Hearing  14  Phase 
1 

Plan Review    Medium 

19  Electrical License Application  14  Phase 
1 

Electrical  Application  Medium 

20  Building Permit  14  Phase 
1 

Building  Permit  Medium 

23  Building Permit Invoice  14  Phase 
1 

Building  Invoice  Medium 

27  Building Certificate of Occupancy  14  Phase 
1 

Building    Low 

32  Mobile Home Community License  14  Phase 
1 

Building  License  Low 

43  Certificate of Acceptance  14  Phase 
1 

Electrical    Medium 

47  Examination Results  14  Phase 
1 

Electrical  Exam Results  Medium 

60  Electrical Contractor Renewal  14  Phase 
1 

Electrical  Renewal  Medium 

65  Apprentice Electrician Renewal  14  Phase 
1 

Electrical  Renewal  Low 

76  Master Electrician License  14  Phase 
1 

Electrical  License  Low 

85  Master Electrician Examination "Passed" List  14  Phase 
1 

Electrical  Passed List  Medium 

111  Apprentice Registration Renewal  14  Phase 
1 

Plumbing  Renewal  Medium 

116  Plumbing Contractor and Master Plumber Renewal  14  Phase 
1 

Plumbing  Renewal  Medium 

33  Mobile Home Community Renewal  14b  Phase 
1 

Building  Renewal  Low 

48  Examination Roster  14b  Phase 
1 

Electrical  Exam Roster  Medium 

138  Elevator Journeyperson License Application  14b  Phase 
1 

Elevator  Application  Low 

174  Mobile Home Code Commission Permit  14b  Phase 
1 

Plan Review  Permit  Medium 

182  Invoice Log  14b  Phase 
1 

Plan Review  Invoice  Medium 

204  Boiler Installer Renewal  14b  Phase 
1 

Boiler  Renewal  Low 

21  Correction Notice  SOM  Phase 
1 

Building  Correction  Low 

22  Building Permit 2nd Notice (Correction)  SOM  Phase 
1 

Building  Correction  Low 



Report 
Number  Report Title 

Dispositio
n  Priority 

Departmen
t  Category 

Level of 
Effort 

26  Building Permit 2nd Notice (Invoice)  SOM  Phase 
1 

Building  Invoice  Low 

28  Mobile Home Installer's License  SOM  Phase 
1 

Building  License  Medium 

29  Mobile Home Installer's Renewal  SOM  Phase 
1 

Building  Renewal  Medium 

30  Mobile Home Dealer's License  SOM  Phase 
1 

Building  License  Low 

31  Mobile Home Dealer's Renewal  SOM  Phase 
1 

Building  Renewal  Low 

34  Mobile Home Annual Inspection Report  SOM  Phase 
1 

Building    Medium 

36  Electrical Permit  SOM  Phase 
1 

Electrical  Permit  Low 

37  Electrical Permit Invoice  SOM  Phase 
1 

Electrical  Invoice  Low 

39  Electrical Permit Cancelled  SOM  Phase 
1 

General  Permit 
Cancelled 

Medium 

40  Electrical Permit Closed  SOM  Phase 
1 

Electrical  Permit Closed  Low 

41  Electrical Permit 2nd Notice (Correction)  SOM  Phase 
1 

Electrical  Correction  Low 

42  Electrical Permit 2nd Notice (Invoice)  SOM  Phase 
1 

Electrical  Invoice  Low 

46  Admission Card  SOM  Phase 
1 

Electrical  Admission  Low 

50  Notice of Code Violation  SOM  Phase 
1 

Electrical  Correction  Low 

52  Approved Exam Prep and Re‐Exam Courses  SOM  Phase 
1 

Electrical    Medium 

61  Master Electrician Renewal  SOM  Phase 
1 

Electrical  Renewal  Low 

62  Fire Alarm Contractor Renewal  SOM  Phase 
1 

Electrical  Renewal  Low 

63  Sign Contractor Renewal  SOM  Phase 
1 

Electrical  Renewal  Low 

64  Sign Specialist Renewal  SOM  Phase 
1 

Electrical  Renewal  Low 

66  Fire Alarm Specialty Technician Apprentice 
Renewal 

SOM  Phase 
1 

Electrical  Renewal  Low 

67  Journeyman Electrician Renewal  SOM  Phase 
1 

Electrical  Renewal  Low 

68  Fire Alarm Specialty Technician Renewal  SOM  Phase 
1 

Electrical  Renewal  Low 

69  Factory Contractor Affidavit Renewal  SOM  Phase 
1 

Electrical  Renewal  Low 

70  Reciprocal Contractor Registration Renewal  SOM  Phase 
1 

Electrical  Renewal  Low 

71  Registered Fire Alarm Contractor Renewal  SOM  Phase 
1 

Electrical  Renewal  Low 

72  Registered Sign Contractor Renewal  SOM  Phase 
1 

Electrical  Renewal  Low 

73  Electrical Contractor License  SOM  Phase 
1 

Electrical  License  Low 

74  Sign Contractor License  SOM  Phase 
1 

Electrical  License  Low 

75  Fire Alarm Contractor License  SOM  Phase 
1 

Electrical  License  Low 

77  Journeyman Electrician License  SOM  Phase 
1 

Electrical  License  Low 

78  Fire Alarm Specialty Technician License  SOM  Phase 
1 

Electrical  License  Low 



Report 
Number  Report Title 

Dispositio
n  Priority 

Departmen
t  Category 

Level of 
Effort 

79  Sign Specialist License  SOM  Phase 
1 

Electrical  License  Low 

80  Apprentice Electrician License  SOM  Phase 
1 

Electrical  License  Low 

81  Fire Alarm Specialty Technician Apprentice License  SOM  Phase 
1 

Electrical  License  Low 

82  Factory Contractor Affidavit   SOM  Phase 
1 

Electrical    Medium 

84  Contractor Examination Roster  SOM  Phase 
1 

Electrical  Exam Roster  Low 

93  Mechanical Permit 2nd Notice (Correction)  SOM  Phase 
1 

Mechanical  Correction  Low 

94  Mechanical Permit 2nd Notice (Invoice)  SOM  Phase 
1 

Mechanical  Invoice  Low 

95  Certificate of Acceptance  SOM  Phase 
1 

Mechanical    Low 

98  Examination Results  SOM  Phase 
1 

Mechanical  Exam Results  Low 

99  Initial Mechanical Contractor's License Application  SOM  Phase 
1 

Mechanical  Application  Low 

102  Plumbing Permit  SOM  Phase 
1 

Plumbing  Permit  Low 

103  Plumbing Permit Correction Notice  SOM  Phase 
1 

Plumbing  Correction  Low 

104  Plumbing Permit 2nd Correction Notice  SOM  Phase 
1 

Plumbing  Correction  Low 

105  Plumbing Permit Invoice  SOM  Phase 
1 

Plumbing  Invoice  Low 

106  Plumbing Permit 2nd Notice Invoice  SOM  Phase 
1 

Plumbing  Invoice  Low 

110  Certificate of Acceptance  SOM  Phase 
1 

Plumbing    Low 

112  Plumbing Contractor Renewal  SOM  Phase 
1 

Plumbing  Renewal  Medium 

113  Master Plumber Renewal  SOM  Phase 
1 

Plumbing  Renewal  Medium 

114  Journey Plumber Renewal  SOM  Phase 
1 

Plumbing  Renewal  Medium 

115  Factory Affidavit Renewal  SOM  Phase 
1 

Plumbing  Renewal  Medium 

117  Application for Initial Journey Plumber License  SOM  Phase 
1 

Plumbing  Application  Medium 

118  Journey Plumber License  SOM  Phase 
1 

Plumbing  License  Low 

119  Application for Master Plumber License  SOM  Phase 
1 

Plumbing  Application  Low 

120  Master Plumber License  SOM  Phase 
1 

Plumbing  License  Low 

122  Plumbing Contractor License  SOM  Phase 
1 

Plumbing  License  Low 

123  Apprentice Plumber License  SOM  Phase 
1 

Plumbing  License  Low 

124  Factory Affidavit License  SOM  Phase 
1 

Plumbing  License  Low 

125  Admission Card  SOM  Phase 
1 

Plumbing  Admission  Low 

126  Examination Results  SOM  Phase 
1 

Plumbing  Exam Results  Low 

127  Approved Code Update Courses  SOM  Phase 
1 

Plumbing    Medium 

135  Elevator Contractor License Application  SOM  Phase 
2 

Elevator  Application  Low 



Report 
Number  Report Title 

Dispositio
n  Priority 

Departmen
t  Category 

Level of 
Effort 

136  Elevator Contractor Renewal Application  SOM  Phase 
2 

Elevator  Renewal  Low 

137  Elevator Contractor License  SOM  Phase 
2 

Elevator  License  Low 

139  Elevator Journeyperson Renewal Application  SOM  Phase 
2 

Elevator  Renewal  Low 

140  Elevator Journeyperson License   SOM  Phase 
2 

Elevator  License  Low 

145  Listing of Temporary Inspection  SOM  Phase 
1 

General    Medium 

163  Invoice ‐ Interagency Billing  SOM  Phase 
1 

Plan Review  Invoice  Medium 

165  Invoice ‐ Schools  SOM  Phase 
1 

Plan Review  Invoice  Low 

166  Defect Violation letter  SOM  Phase 
1 

Plan Review    Medium 

167  Defect Violation Form  SOM  Phase 
1 

Plan Review    High 

168  Defect Violation Closure Letter  SOM  Phase 
1 

Plan Review    Medium 

169  Inspection Agency Renewal Letter  SOM  Phase 
1 

Plan Review  Renewal  Medium 

170  Manufacturing Facility Update  SOM  Phase 
1 

Plan Review    Medium 

171  Inspection Agency Certificate  SOM  Phase 
1 

Plan Review  Inspection  Low 

172  Out of Jurisdiction ‐ College/University   SOM  Phase 
1 

Plan Review    Medium 

173  Out of Jurisdiction ‐ General  SOM  Phase 
1 

Plan Review    Medium 

177  Renewal of Inspection Agency  SOM  Phase 
1 

Plan Review  Renewal  Low 

180  Final Order of Michigan Barrier Free Design Board  SOM  Phase 
1 

Plan Review    Medium 

181  Barrier Free Design Complete Letter  SOM  Phase 
1 

Plan Review    Medium 

184  Premanufactured Labels Issued  SOM  Phase 
1 

Plan Review    Medium 

185  List of all Premanufacture's  SOM  Phase 
1 

Plan Review    Medium 

186  List of all approved Premanufacture's  SOM  Phase 
1 

Plan Review    Medium 

201  Approved Permit  SOM  Phase 
1 

Boiler  Permit  Low 

202  Application for Boiler Installer/Repairer License  SOM  Phase 
1 

Boiler  Application  Low 

203  Examination Results  SOM  Phase 
1 

Boiler  Exam Results  Low 

205  Boiler Repairer Renewal  SOM  Phase 
1 

Boiler  Renewal  Low 

206  Boiler Inspector Renewal  SOM  Phase 
1 

Boiler  Renewal  Low 

207  Boiler Operator Renewal  SOM  Phase 
1 

Boiler  Renewal  Low 

208  Boiler Installer License  SOM  Phase 
1 

Boiler  License  Low 

209  Boiler Inspector License  SOM  Phase 
1 

Boiler  License  Low 

210  Boiler Operator License  SOM  Phase 
1 

Boiler  License  Low 

211  Boiler Repairer License  SOM  Phase 
1 

Boiler  License  Low 
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CONTRACT SUMMARY: 

DESCRIPTION:   LARA – Construction Codes Software 

INITIAL EFFECTIVE DATE  INITIAL EXPIRATION DATE 

INITIAL AVAILABLE 
OPTIONS 

EXPIRATION DATE BEFORE 
CHANGE(S) NOTED BELOW 

December 27, 2012 December 26, 2017 2, one year December 26, 2019 
PAYMENT TERMS F.O.B SHIPPED SHIPPED FROM 

N/A N/A N/A N/A 

ALTERNATE PAYMENT OPTIONS: 
AVAILABLE TO MiDEAL 
PARTICIPANTS 

 P-card  Direct Voucher (DV)  Other  Yes  No 
MINIMUM DELIVERY REQUIREMENTS: 

N/A 
 

DESCRIPTION OF CHANGE NOTICE: 

EXTEND CONTRACT 
EXPIRATION DATE 

EXERCISE CONTRACT 
OPTION YEAR(S)  

EXTENSION BEYOND 
CONTRACT OPTION 

YEARS 
LENGTH OF 

OPTION/EXTENSION 

EXPIRATION 
DATE AFTER 

CHANGE 
 No        Yes     

VALUE/COST OF CHANGE NOTICE: ESTIMATED REVISED AGGREGATE CONTRACT VALUE:

$1,355,995.74 $11,572,810.74 
Effective September 11, 2014, this contract is amended to: 
1. Add $106,550.00 to correct a clerical error in the original contract. The original contract provided for the 

procuring GIS Server software license, and Cost Table 3 (Software License, Maintenance and Support) of 
Appendix G included the required line item and price. However, only a subtotal of Cost Table 3, not the 
complete total, was transferred into Cost Table 1 (Summary of Project Cost), inadvertently excluding this 
cost.  Accordingly, while the parties contracted for this software, the incorrect total cost was requested of 
Ad Board and placed on the contract. This addition corrects that mistake. See attached Restated Cost 
Table 1. 



2. Add $563,140.74 for the services in the attached Statement of Work and project plan for the Department of 
Licensing and Regulatory Affairs Bureau of Fire Services (BFS). 

3. Add $522,810.00 for the services in the attached Statement of Work and project plan for the Department of 
Licensing and Regulatory Affairs Public Service Commission Motor Carrier Division (MCD). 

4. Add $163,495.00 for the services in the attached Statement of Work and project plan for the Department of 
Licensing and Regulatory Affairs Bureau of Health Care Services (BHCS) Facilities Engineering Section 
(FES). 

Accordingly, this contract is INCREASED by $1,355,995.74. Revised aggregate contract value: 
$11,572,810.74.  All other terms, conditions, pricing and specifications remain the same. Per vendor and 
agency agreement, DTMB Procurement approval and the approval of the State Administrative Board on 
September 11, 2014. 
 
 
  



Restated Cost Table 1: Summary of the Project Cost 
 
 
WHEREAS the parties contracted, in relevant part, to procure a GIS Server software license in the original contract for $106,550.00, per Cost Table 

3 (Software License, Maintenance and Support) of Appendix G; 
WHEREAS due to clerical error, only a $1,285,140.00 subtotal of Cost Table 3, not the complete $1,391,690.00 total, was transferred into Cost 

Table 1 (Summary of Project Cost), inadvertently excluding this cost; 
WHEREAS as a result of this clerical error, the incorrect total cost was requested of Ad Board and placed on the contract. 
WHEREAS the parties now desire to correct this error and add these funds to the contract; 
 
NOW THEREFOR, the parties hereby fully restate Cost Table 1 (Summary of Project Cost) of Appendix G of the original contract as follows: 
 
These costs apply to the 5-year contract base period only, not the option years. 
 

One Time Project Costs 

Item Project Cost(s) Cost ($)  Comments 

a.  Deliverables 1 – 26 2,668,635.00 
See Table 2, Deliverable- based payment 
schedule. 

b.  Sub-total of the One-time Project Costs $2,668,635.00  

On-Going/Future Project Costs 

Item Project Cost(s) Cost ($)  Comments 

c.  
Software, Maintenance and Support (help 
desk) $1,391,690.00 

See Table 3, Software License, Maintenance 
and Support Deliverable- based payment 
schedule. 

d.  Reserve Bank of Hours $92,500.00 See Table 4, Reserve Bank of Hours 

e.  Sub-total of the Ongoing/Future Project Costs $1,484,190.00 
 

 
Total Project Cost $ 4,152,825.00 

 

 
 
 
  



 
MICHIGAN DEPARTMENT OF TECHNOLOGY,  

MANAGEMENT AND BUDGET 
  IT SERVICES 

STATEMENT OF WORK 
Agreement to Change Contract Number: 071B3200042 

Between the State of Michigan and Accela, Inc. 
 

Project Title:  
LARA – Bureau of Fire Services 

Period of Coverage:
 

Requesting Department:   
LARA –Bureau of Fire Services 

Date:  
September 11, 2014 

Agency Project Manager:  
Ann Searles 

Phone:  
(517) 335-1299 

DTMB Contract Compliance Inspector:   
Celeste Sickles 

Phone: 
(517) 284-5345 

BFS SOW V3.2 
 
BACKGROUND:   

 

The current contract (071B3200042) between Accela, Inc. and the State of Michigan provides the Accela 
Automation suite of software products as an enterprise-wide contract available to all State Agencies.   All of the 
terms and conditions of the original agreement, as modified by Change Notice 1 (Base Contract), will remain in 
effect unless modified by this Statement of Work. 

The Bureau of Fire Services (Agency) and each of its sections, Fields Services, Storage Tanks, and Fireworks, along with 
Accela conducted a Statement of Works Workshop on October the 30th, 2013.  This workshop allowed Accela to understand 
the business functions and processes performed by the Agency.   

The agreement herein requests changes to the original instance of the software that is currently being installed for 
LARA Bureau of Construction Codes (BCC).  This change will add the capability for the LARA Bureau of Fire 
Services (BFS) to automate its business functions.  The following areas of BFS and their associated 
responsibilities are considered to be “in scope” for this project and are hereinafter referred to as “the Agency’s 
Business Functions.” 

 Field Services, which includes Plan Review and Field Inspection business functions 
 Fireworks Permitting 
 Storage Tanks 

 

The intent of this Statement of Work is to optimize Accela’s portfolio of software, best practices, and customer experience 
to enable the Agency to successfully deploy its Accela Automation software and meet its functionality, timing, and cost 
requirements for the Agency’s Business Functions. 

 



PROJECT OBJECTIVE: 

This project engages Accela, Inc. to configure the Accela Automation (AA) components, add record types, 
configure plan types, add scripts, develop necessary interfaces, convert historical data, and perform any other 
necessary configurations to the Accela Automation LARA BCC system to automate the Agency’s Business 
Functions.  The term of this project is expected to be 12 months. 

In addition, the functionality for Field Services plan submission and review will be tightly integrated with the 
original BCC plan review functionality currently being configured.  There is an additional (separate) Statement of 
Work being submitted for the Bureau of Health Care Services (BHCS) Health Facilities Engineering Section 
(HFES) which will also require that the plan review functionality be tightly integrated with BCC and BFS.  It is 
envisioned that there will be only one “Plan Submission” function on the Accela Citizen Access portal that will 
receive plans for each of these business areas. 

Furthermore, while this Statement of Work utilizes a waterfall methodology, the State and Accela Inc. may change 
to the Agile Scrum methodology to develop the Bureau of Fire Services’ functionality, if deemed appropriate by 
both parties.   In the event the parties change to the Agile Scrum methodology, as part of the Project Initiation 
Deliverable phase, the parties will develop a revised Statement of Work and project plan describing this change to 
the Agile Scrum approach and will enact a contract change notice (contract amendment) through DTMB 
Procurement.  The parties agree that the change to the Agile Scrum approach will not result in a higher total cost 
to the State for achieving the functionality described herein. 

System Build Activities – General Description 

 
The Build stage includes data conversions, development of Accela Event Management Scripts, and custom report 
development.  It comprises all of the additional critical activities outside of solution foundation that has been configured 
for the Agency.  Similar to the Configuration Stage, it is critical that appropriate agency representatives are involved in 
each step of the process to ensure success. 
 
Data conversion of historic/legacy data from Agency systems is a critical activity for the success of this project.  The 
Accela team is highly experienced in planning for and executing these activities and will work closely with Agency staff 
to ensure a successful transition of data.  Specifically, the Accela team will work with the Agency to understand the 
data sources, how they are used, where their data will be stored in Accela Automation, and the quality of that data. 
Often, multiple sources store and manage similar information and decisions need to be made about the authoritative 
source. It is also common to find that data sources have not had strong controls and the accuracy is questionable or 
there is missing data. There are techniques and tools that Accela may recommend to understand the current state of 
Agency data so that decisions can be made about data quality and what to convert. Upon completion of the data 
analysis, mapping of historical/legacy data sources may begin with Accela’s mapping tool and conversion iterations 
performed as outlined in the Project Plan. Accela provides release notes during these conversion tests to verify data is 
being transferred correctly (e.g., number of records and expected values in fields).  
 
Accela will lead the conversion effort and/or provide a Workshop to train the Agency to use the standard Accela tools 
which assist specifically in the following areas: data mapping, script development for conversion, assistance in data 
testing and validation, and the planning and execution of the final data conversion.  For conversions, it is expected and 
anticipated that the Agency will provide resources knowledgeable with the historical data to assist in the data 
migration/conversion effort.   
 
The required data mapping effort will be conducted by Accela personnel with assistance from the Agency.  Once the 
data mapping has been defined, Accela will ask that a representative of the Agency sign off on the data maps.   Accela 
will be responsible for the data conversion programs to load data from the staging tables to the Accela Automation 
database.  
 
System Interfaces 

Other than those already being built or considered for LARA-BCC, no additional System Interfaces are defined for this 
project.  The goal is to leverage what has been developed for the BCC Licensing and Permitting project. 

 
  



SCOPE OF WORK, DELIVERABLES AND ACCEPTANCE CRITERIA 
 

In support of the implementation effort as described above, Accela will provide the following detailed 
implementation services. Deliverables will not be considered complete until the Agency Project Manager has 
formally accepted them.   Deliverables for this project include: 
 

Deliverable 1:  Project Initiation 
Deliverable 2:  Accela Automation setup – Cloud Support 
Deliverable 3:  To-Be Analysis Sessions – Field Services 
Deliverable 4:  To-Be Analysis Sessions – Storage Tanks  
Deliverable 5:  To-Be Analysis Sessions – Fireworks Permitting  
Deliverable 6:  To-Be Analysis Document(s) – Field Services 
Deliverable 7:  To-Be Analysis Document(s) – Storage Tanks 
Deliverable 8:  To-Be Analysis Document(s) – Fireworks Permitting 
Deliverable 9:  Accela automation Solution Foundation – Field Services 
Deliverable 10: Accela Automation Solution Foundation – Storage Tanks 
Deliverable 11:  Accela Automation Solution Foundation – Fireworks Permitting 
Deliverable 12:  Historical Data Conversion Analysis 
Deliverable 13:  Historical Data Conversion Development 
Deliverable 14: Historical Data Conversion Workshops  
Deliverable 15:  Event Management Scripting Assistance 
Deliverable 16:  Report Workshop 
Deliverable 17:  Accela GIS Configuration 
Deliverable 18:  Accela Citizen Access Configuration 
Deliverable 19:  Accela Mobile Office Configuration 
Deliverable 20A: V360 User Experience 
Deliverable 20B: Electronic Document Review Configuration 
Deliverable 21:  Accela Automation Setup – Cloud Production 
Deliverable 22:  Administrative and Technical Training 
Deliverable 23:  Daily User Training 
Deliverable 24:  User Acceptance Testing (UAT) 
Deliverable 25:  Production Support 
Deliverable 26:  Post Deployment Support and Transition to Customer Resource Center (CRC) 

 
For each deliverable below, a description is provided.  The Accela Responsibilities, Agency Responsibilities and 
Acceptance Criteria will follow those included in the Base Contract except where outlined below.  Clarification to 
these Responsibilities and Criteria may be made by mutual agreement during Project Initiation.   
 
Deliverable 1: Project Initiation 

During the Project Initiation process, Accela and the State will decide whether to continue using Accela’s 
Implementation Methodology (AIM) – which is a traditional “waterfall” development methodology, or to change to 
the Agile Scrum methodology to build this functionality for the Bureau of Fire Services.  Depending upon which 
methodology is selected, the outputs for this deliverable are described below. 

 

The following outputs will be completed for this deliverable using the AIM approach: 
 Project Charter 
 Clarify Responsibilities and Acceptance Criteria, as needed 
 Project Plan and Schedule 
 Project Status Report Template 
 Plan Historic Data Conversions 
 Develop User Security Roles 
 Develop User Training Plan 
 Project Sharepoint Site 
 Project Kickoff Presentation  

 



Alternatively, if the parties mutually agree to change to the Agile Scrum methodology, a contract change notice 
(contract amendment) will be submitted and  the following outputs will be completed for this deliverable using the 
Agile Scrum approach: 

 Develop contract change notice (contract amendment) to employ the Agile Scrum development methodology 
 Finalize Scrum Team approach 
 Develop Agile Scrum Product Roadmap 
 Refine Requirements/Develop Effort and Time Estimates 
 Plan Releases and Sprints 
 Plan Historic Data Conversions 
 Develop User Security Roles 
 Develop User Training Plan 

 
Deliverable 2: Accela Automation setup – (Accela Cloud)  
This Deliverable is defined as the setup of the Accela Automation software in the Accela Cloud environment, 
such that Agency can log into the system and verify that the software is available.  
 

 Setup of the Accela Automation software, to include development and test environments, in the Accela 
Cloud 

 Demonstration of an operational Accela Automation environment 
 

Acceptance Criteria:  

 Confirmation of ability to log into the vendor-hosted Accela Automation software. 
 

Deliverable 3: To-Be Analysis Sessions - Field Services (Plan Review and Inspections)   

To-Be Analysis is comprised of the activities required to define the Accela Automation Solution Foundation for the 
Agency and is further defined in the Base Contract.  For each of the Agency’s Business Functions, the key output 
of the To-Be Analysis Sessions will be the To-Be Analysis Document(s).   The To-Be Analysis Session meetings 
will be conducted via email, web conference, phone and in person, as the parties may determine as part of the 
Project Initiation deliverable, to gather and validated analysis input. Each of the To-Be Analysis Document(s) will 
include detailed information on the Agency’s business processes to be configured in the Accela Automation 
Solution Foundation, including the following topics: 
 

 Organization and departments 
 Processing requirements and workflows 
 Intake requirements 
 Forms, fields and values 
 Record types and fields 
 Processing status and notifications 
 User roles 
 Fees 

 
The To-Be Analysis Sessions and To-Be Analysis Document(s) do not include detailed information related to the 
following deliverables, as they are dependent on the completion of the Solution Foundation milestone. 
 

 Deliverable 15:  Business Process Validation, Automation and Scripting 
 Deliverable 16:  Report Workshop and Development 
 Deliverable 20A: V360 User Experience 



 
The Project Team, consisting of representatives from both Accela and the Agency, will conduct a formal review of the To-Be 
Analysis Documents for the purpose of approval and sign-off on the deliverable.  Accela will build prototypes of three (3) processes 
which will be used during the review sessions to demonstrate the proposed functionality.  Prototyping is intended to demonstrate 
selected aspects of Accela Automation functionality to assist in understanding how it will operate for the Agency. 
 
In order to develop the content for the To-Be Analysis Document(s), Accela will work closely with designated Agency personnel and 
will conduct analysis sessions to capture the to-be required business processes.   

In conjunction with the Agency representatives, Accela will perform the following tasks: 

 Review and understand existing business processes intended for migration into Accela Automation. 
 Review the developed business process as a basis for configuration in Accela Automation’s workflow tool. 
 Assist the Agency in streamlining existing business processes for fit into Accela Automation. 
 Collect employee names and associated roles and identify user group setups. 
 Review the collected document intake requirements, forms, and data fields for each process. 
 Review the collected document output requirements (documents/letters/reports). 
 Review the collected document fees, fee schedules, and collection procedures for each process. 
 Review the collected document all required inspections and inspection result options for each type. 
 Determine the Accela Mobile Office application configuration requirements. 

 
Accela’s Project Manager will coordinate and schedule the Analysis Sessions in conjunction with the Agency Project 
Manager and according to the agreed upon Project Plan.  The specific output for this deliverable will be: 
 
To-Be Analysis data gathering activities includes workshops, interviews, and web conferencing sessions.  It is 
expected that the Field Services division will have several record types and may have a need for traditional licensing 
record type configuration which includes an Application, License, Amendment, and Renewable record.  Lastly, it is 
expected that the Fields Services Division will have a complaint and violation record type.  A proposed set of records 
are below: 
 

 Application 
 Permit/License 
 Amendment 
 Renewal 
 Complaint 
 Violation 

 

Deliverable 4: To-Be Analysis Sessions – Storage Tanks  

In order to develop the content for the To-Be Analysis Document(s), Accela will work closely with designated personnel 
and conduct analysis sessions to capture the to-be required business processes.   

In conjunction with the Agency representatives, Accela will perform the following tasks: 

 Review and understand existing business processes intended for migration into Accela Automation. 
 Review the developed business process as a basis for configuration in Accela Automation’s workflow tool. 
 Assist the Agency in streamlining existing business processes for fit into Accela Automation. 
 Collect employee names and associated roles and identify user group setups. 
 Review the collected document intake requirements, forms, and data fields for each process. 
 Review the collected document output requirements (documents/letters/reports). 
 Review required preventative maintenance and/or condition assessment s for potential assets. 
 Determine the Accela Mobile Office application configuration requirements. 

 
Accela’s Project Manager will coordinate and schedule the Analysis Sessions in conjunction with the Agency Project 
Manager and according to the agreed upon Project Plan.  The specific output for this deliverable will be: 

 
 To-Be Analysis data gathering activities, including workshops, interviews, and web conferencing sessions. It is 

expected that the Storage Tanks will have up to 5 record types for the following areas: 
 LPG 



 Hydrogen 
 Underground 
 Above Ground 
 Flammable 

 
Deliverable 5: To-Be Analysis Sessions – Firework Permitting  

In order to develop the content for the To-Be Analysis Document(s), Accela will work closely with designated Agency 
personnel and conduct analysis sessions to capture the to-be required business processes.   

In conjunction with the Agency representatives, Accela will perform the following tasks: 

 Review and understand existing business processes intended for migration into Accela.  
 Review the developed business process as a basis for configuration in Accela Automation’s workflow tool. 
 Assist the Agency in streamlining existing business processes for fit into Accela Automation. 
 Collect employee names and associated roles and identify user group setups. 
 Review the collected document intake requirements, forms, and data fields for each process. 
 Review the collected document output requirements (documents/letters/reports). 
 Review required preventative maintenance and/or condition assessment s for potential assets. 
 Determine the Accela Mobile Office application configuration requirements. 

 
Accela’s Project Manager will coordinate and schedule the Analysis Sessions in conjunction with the Agency Project 
Manager and according to the agreed upon Project Plan.  The specific output for this deliverable will be: 

 
 To-Be Analysis data gathering activities, including workshops, interviews, and web conferencing sessions.  It 

is expected that the Fireworks permitting will have up to 5 record types for the following areas: 
 Permanent 
 Temporary 
 Low Impact 
 Consumer 
 Transfer 

 

Deliverable 6: To-Be Analysis Document(s) – Field Services 
 

To-Be Analysis Document(s) will be developed by Accela based on the information gathered in Deliverable 3: To-Be 
Analysis Sessions – Field Services.  This document(s) will serve as the blueprint for Department processes throughout 
the implementation project. Upon completion of the document(s), Accela will conduct a formal review with the Agency 
for the purpose of approval and sign-off on the deliverable.  To facilitate the approval process, Accela will configure 
prototypes of the solution for one (1) mutually agreed upon To-Be processes, which will be used during the review 
sessions to demonstrate the proposed functionality.  Prototyping is intended to demonstrate selected aspects of Accela 
Automation functionality to assist in understanding how it will operate for the Agency. 
 
The specific output for this deliverable will be:  

 To-Be Analysis Document(s) (Adobe PDF). 
 

Deliverable 7: To-Be Analysis Document(s) – Storage Tanks 
To-Be Analysis Document(s) will be developed by Accela based on the information gathered in Deliverable 4: To-Be 
Analysis Sessions – Storage Tanks.  This document(s) will serve as the blueprint for Department processes throughout 
the implementation project. Upon completion of the document(s), Accela will conduct a formal review with Agency for 
the purpose of approval and sign-off on the deliverable.  To facilitate the approval process, Accela will configure 
prototypes of the solution for one (1) mutually agreed upon To-Be process, which will be used during the review 
sessions to demonstrate the proposed functionality.  Prototyping is intended to demonstrate selected aspects of Accela 
Automation functionality to assist in understanding how it will operate for the Agency. 
 
The specific output for this deliverable will be:  

 To-Be Analysis Document(s) (Adobe PDF). 
 



Deliverable 8: To-Be Analysis Document(s) – Fireworks Permitting 

To-Be Analysis Document(s) will be developed by Accela based on the information gathered in Deliverable 5: To-Be 
Analysis Sessions – Fireworks Permitting.  This document(s) will serve as the blueprint for Department processes 
throughout the implementation project. Upon completion of the document(s), Accela will conduct a formal review with 
Agency for the purpose of approval and sign-off on the deliverable.  To facilitate the approval process, Accela will 
configure prototypes of the solution for one (1) mutually agreed upon To-Be process, which will be used during the 
review sessions to demonstrate the proposed functionality.  Prototyping is intended to demonstrate selected aspects of 
Accela Automation functionality to assist in understanding how it will operate for the Agency. 
 
The specific output for this deliverable will be:  

 To-Be Analysis Document(s) (Adobe PDF). 
 

Deliverable 9: Accela Automation Solution Foundation – Field Services 
 

Accela will provide professional services to develop the Accela Automation Solution Foundation in accordance with 
requirements established and agreed upon during the execution of the To-Be Analysis tasks.  Accela will produce 
a detailed, technical Solution Foundation Document(s) that represents the entire foundation of the system, for each 
module.  This document will be delivered for review with the completed solution. 

 
The specific output for this deliverable will be: 

 Completed Foundation of Accela Automation Solution to support the To-Be Business Processes  
 Accela Automation Solution Foundation Document – Field Services 

 

Deliverable 10: Accela Automation Solution Foundation – Storage Tanks 
Accela will provide professional services to develop the Solution Foundation of the Accela Automation product in 
accordance with requirements established and documented in Deliverable 07: To-Be Analysis Document(s).   
 
The specific output for this deliverable will be: 

 Completed Foundation of Accela Automation Solution to support the To-Be Business Processes  
 Accela Automation Solution Foundation Document – Storage Tanks 

 

Deliverable 11: Accela Automation Solution Foundation – Fireworks Permitting 
 

Accela will provide professional services to develop the Solution Foundation of the Accela Automation product in 
accordance with requirements established and documented in Deliverable 08: To-Be Analysis Document(s).   
 
The specific output for this deliverable will be: 

 Completed Foundation of Accela Automation Solution to support the To-Be Business Processes  
 Accela Automation Solution Foundation Document – Fireworks Permitting 

 
Deliverable 12: Historical Data Conversion Analysis 
Upon receipt of Agency’s Storage Tank Information Database and other historical data, Accela will create a Data 
Conversion Mapping Document detailing the data conversion process, mutually agreed upon requirements, and 
mapping of Agency’s historical data into Accela Automation.   
 
The specific output for this deliverable will be: 

 6 sources for the  Historical Data Conversion Specifications 
 
Deliverable 13: Historical Data Conversion Development 
Upon Agency approval of the Historical Data Conversion Specifications document (Deliverable 12), Accela will provide 
a program(s) to migrate appropriate historical data into Accela Automation. Upon receipt of the conversion from 
Accela, the Agency DBA will load the data into the Support Cloud environment for validation.  
 
The specific output for this deliverable will be: 

 Migrated historical data into Accela Automation Support Cloud database environment. 
 



Deliverable 14: Historical Data Conversion Workshops 

Accela will conduct a Historical Conversion workshop(s) to train the State on how to use the Accela Standard Tools to 
convert data into Accela Automation. 
 
The specific output for this deliverable will be: 

 Data Conversion Workshops. 
 Accela Tool Use 
 Building your source views 
 Mapping your data 
 Loading Staging tables 
 Load Accela Automation tables 

 

Deliverable 15: Event Management Scripting Assistance 

During the configuration analysis phase of the implementation project, Accela will identify opportunities to supplement 
the Accela Automation base functionality via Event Manager Script Engine (EMSE) script development.  Accela will 
work with key Agency project stakeholders to identify the business rules/processes to be automated.  Accela will work 
with Agency to identify desired EMSE functionality and subsequently help prioritize the scripting needs to determine 
which scripts will be developed by Accela and which scripts can be developed by the Agency.   The scripts developed 
by Accela can be used as models whereby Agency staff can develop and modify additional EMSE scripts as needed.  
Accela will provide up to 300 hours of scripting assistance. 

 
The specific output for this deliverable will be: 

 Prioritized list of desired EMSE scripts (MS Excel/Word) 
 EMSE script specifications for scripts to be developed by Accela (MS Excel/Word) 
 Demonstrated operability of scripts in staging/test environment per the design document specifications 

 
Deliverable 16: Report Workshop 

Accela will provide up to 100 hours of assistance to develop documents/letters/reports from those identified by the 
Agency as required for the new system.   

Prior to the development of a report, the Agency will approve report design specification documents that will be created 
jointly by the Agency and Accela.  The approved documents will be used as a basis for determining completion and 
approval of the reports.  Development of each report cannot begin until agreement on each specification is complete.   
 
A proven strategy that combines the use of the Accela Automation Quick Queries, custom reports developed by Accela 
that include run-time parameters to allow similar reports to be combined, and the development of other reports by the 
Agency after training can ensure that all reporting requirements are met.   
 
The specific output for this deliverable will be: 

 List of identified reports that Accela will develop  
 Report Specifications Documents for each of the identified reports to be developed by Accela 

 

Deliverable 17: Accela GIS Configuration 
Accela will install and configure Accela GIS to link and leverage existing Agency GIS information, including assistance 
with establishing the map service to be used in conjunction with Accela GIS.  The following are the main objectives 
being pursued through the implementation of the Accela GIS: 

 Look up permit information and address information from the Permitting system. 
 View selection, location, and associated GIS information. 
 Relate Records to Address. 
 If no address data can be loaded Accela will configure Accela GIS to work with Bing Maps, which will be 

appropriately licensed by vendor for the State’s use.  
 

  



The specific output for this deliverable will be: 

 Accela GIS installed on Agency server(s) 
 BFS will use the same Accela GIS instance as BCC 

 Demonstration of operational system. 
 Configure to work with Address layer or Bing Maps. 

 
Deliverable 18: Accela Citizen Access Configuration 

This deliverable includes setup, analysis, configuration, and online merchant account setup assistance for the Accela 
Citizen Access (ACA) software on the Test site.  Subsequently, Accela will work with the Agency representatives to 
assess and implement Accela Citizen Access to extend certain aspects of the internal Accela Automation configuration 
for use by the general public.   

 Permit Application and Issuance 
 Inspection Request Entry 
 Inspection Results Research 
 Status Tracking 

 

The specific output for this deliverable will be: 
 Accela Citizen Access Configuration Specifications Document (MS Word)  
 Configure ACA for English Language only 
 Configuration of Online Record types in Accela Automation 

 

Accela Responsibilities:  

 Set up Accela Citizen Access in Accela Support Cloud. 
 Assist agency in setup and validation of merchant account integration. 
 Work with the Agency to determine which services to expose to the public via Accela Citizen Access. 
 Create configuration specification for Accela Citizen Access based on analysis with the Agency. 
 Configure the Online Record types defined in the System Configuration Document in Accela Citizen Access. 

 

Deliverable 19: Accela Mobile Office Configuration 

Accela will configure the Accela Mobile Office application.  As part of this deliverable, Accela will perform the 
configuration tasks required to ensure Accela Mobile Office interfaces with Accela Automation in both a test and 
production environment.  Using Accela Mobile Office, an Agency inspector can perform activities such as: 

 Result inspections/investigations in either store/forward or wireless mode  
 
Analysis activities with the Agency will result in a Mobile Office Configuration Specifications Document.  Subsequently, 
Accela’s staff will extend base configuration of Accela Mobile Office per the Mobile Office Configuration Specifications 
Document for Field Services, Storage Tanks, and Firework Permitting divisions  

 

The specific output for this deliverable will be: 
 Accela Mobile Office Configuration Specifications Document (MS Word)  
 Demonstration of operational system per Accela Mobile Office Configuration Specifications document 

 
Deliverable 20A: V360 User Experience 

V360 User Experience is comprised of the fine-tuning of the system’s User Interface (“look and feel”), usability, and 
security.  This portion is completed prior to User Acceptance Testing to provide a more refined view of the system and 
assistance with system acceptance for new users.  Accela will use the completed configuration and standard, best 
practice V360 User Interface as a starting point for analysis and documentation of the desired look and feel of Accela 
Automation V360 user interface.  

  



In conjunction with the Agency representatives, Accela will perform the following tasks: 
 Review and update the required portlets for each major user group. 
 Review and update the required fields, field order, and field names of each major portlet. 
 Provide recommendations and seek input on required Quick Queries in order to define a default list. 

 
Accela will use the V360 User Console configuration document template and the appropriate content within that 
document to capture the Agency’s desired V360 User Experience to be configured.  Accela’s Project Manager will 
coordinate the compilation of the information collected during the Analysis into the document, including detailed 
settings related to the following topics: 

 User Consoles 
 Form Filters 
 ASI Form Layout 
 APO Template Form Layout 
 Quick Queries 
 Smart Charts 
 My Navigation 
 Go To Menu’s 
 Data Filters 
 Security 

 
The Project Team, consisting of representatives from both Accela and the Agency, will conduct a formal review of the 
document for the purpose of approval and sign-off on the deliverable.  Accela will configure the application to meet the 
requirements of the document upon approval 
 
The specific output for this deliverable will be: 

 Provide 2 days of Workshops and assistance in the setup of V360 User Interface 
 

Deliverable 20B: Accela Electronic Document Review Configuration 

This deliverable is comprised of the activities that will enable the submission, review and markup of documents to work 
effectively given the Agency’s configuration.  Accela will leverage stamps provided out-of-the box, or from its stock of 
stamps.  The Agency will be responsible for creating any additional stamps that will be applied through 
configuration.  Accela will also leverage buttons provided out of the box and provide training and instruction on the 
creation of custom buttons with links. The Agency will be responsible for creating any buttons that will be applied 
through configuration.  Accela will work with the Agency to identify and review: 

 Documents that will be submitted online through Accela Citizen Access and Accela Automation as part of the 
review process. 

 Agency workflows associated with the document review process. 
 Requirements for workflow tasks I statuses I assignments for each role (e.g. intake personnel, plan reviewers, 

plan processors approvers, etc.) in support of Agency workflow. 
 Versioning of documents submitted / reviewed. 
 Process steps within the Agency's workflow associated with reviewing the plan. 
 Requirements for notifications via email. 
 Stamps to be used on submitted documents. 
 Buttons to be used to quickly access Web-based regulatory codes. 
 Information that will be exposed to the public via Accela Citizen Access. 

 

The specific output for this deliverable will be: 
 Accela Electronic Document Review  Specification Document(MS Word) 
 Configuration of Accela Electronic Document Review 

 

Accela Responsibilities:  

 Install Accela Electronic Document Review on up to 20 client(s) PC’s and train the Agency so they can install 
on additional PC’s. 

 Provide one sample custom button for the purposes of training 
 Provide Sample Stamps provided by Accela installer 



  

Agency Responsibilities:  

 The Agency will have installed .Net Framework 4.0 Client Profile and Adobe Acrobat X Pro software. Adobe 
Acrobat Pro must be purchased and installed separately for each Agency user who will be interacting with 
Accela Electronic Document Review for plan review and markups.  

 Make available the appropriate subject matter experts to provide needed information, participate in the 
analysis and verify the accuracy of the information provided. 

 Provide timely and appropriate responses to Accela's request for information. 
  

Acceptance Criteria:  

 Accela Electronic Document Review Specification Document provides details of all configuration elements 
based on Accela Automation back office configuration. 

 Demonstration of the operational Accela Electronic Document Review functionality per the specification 
document(s). 

  

Deliverable 21: Accela Automation Setup – Cloud Production 
During the setup of the Accela Cloud Production step of this project, Accela’s technical staff will work with the 
Agency IT staff to ensure that the components for hardware, software, database, network, and Internet are in 
place for Cloud Production Site.  Accela technical staff will validate the proper installation and configuration of the 
Accela Automation environment. This Deliverable is defined as the agency setup in the Cloud environment of the 
Accela Automation software, such that Agency can log in to the system and verify that the software was set up.  
 

The specific output for this deliverable will be: 
 Setup of Cloud Production of the Accela Automation software 
 Demonstration of an operational Accela Automation computing environment 

 
Specifically, Accela will perform the following tasks within the production environment:  

 Perform a remote system check of the setup. 
 Demonstrate that the Accela Automation applications are operational in the Agency computing environment. 
 Configure Accela Automation to use the reporting technology Crystal Reports. 

 
Deliverable 22: Administrative and Technical Training 

Accela will provide training for Agency staff that focuses on the administration, maintenance, and augmentation of its 
Accela Automation configuration.  Our aim at Accela is to educate Agency resources on all aspects of Accela 
Automation in an effort to ensure the Agency is self-sufficient.  This allows the Agency to best react to changing 
requirements and ongoing maintenance, which can allow the Agency to be reactive and significantly reduce system 
maintenance costs over time.   

In addition to a comprehensive administrator training course that spans 3 days, Accela will also train Agency users on 
the administration and use of the system.  Specifically, the following courses can be selected from the 5 days of 
training being provided to the Agency.  (NOTE: This is a list of all Administrative Training and the Agency can choose 
at their discretion which training is required).  At a minimum, the follow training sessions must be delivered to the 
Agency: Three-Day Accela Automation Administrator, One-day EMSE, and One-day Report Workshop. The total of 
required Administrative training courses is 5 days. Training will be delivered on site unless the parties mutually agree 
otherwise. 

 Accela Automation Administrator Training 
 Accela Event Manager Script Training 
 Accela Report Workshop Training 
   

The specific output for this deliverable will be: 
 Three-day Accela Automation Administrator Training course 
 One-day Basic Event Manager Script Manager Training course 
 One-day Report Workshop Training course 



 

Deliverable 23: Daily User Training  

This Deliverable includes the Delivery by Accela to Agency of 5 Days of the Daily User Training course (5 consecutive 
days onsite).  Accela best practices have proven that class sizes no larger than 14 participants are more successful 
with students who meet the prerequisites of the course.  The Accela Trainer has the right to modify the class size to 
ensure successful instruction with Agency agreement.   

End User Training should be coupled with the Agency delivering supplementary user training to its staff using the core 
Use Cases documented in each System Configuration Document.  Accela recommends that Agency adopt the “80/20 
rule” for training, focusing the majority of their training on the 80% of what the Agency normally does operationally.  
The recommended supplementary training conducted by the Agency can utilize business experts from each area to 
train on all aspects of their configuration.  Accela will deliver current training documentation in a standard Accela 
format.  We will not provide customized documentation.  Documents delivered by Accela to the Agency will be valid for 
the Accela software release that the Agency is trained.  Documents delivered by Accela may not be shared with any 
other Company per the Non-Disclosure Agreement. 

 
The specific output for this deliverable will be: 
 5 Days of Daily User Training (NOTE: the Agency may decide to split the training up between the Field 

Services, Storage Tanks, and Fireworks Permitting depending on how they determine it’s best to train the 
staff.) 

 

Deliverable 24: User Acceptance Testing (UAT)  

This deliverable is comprised of the assistance Accela will provide to allow the Agency to accept that the solution 
meets the requirements as documented in all the deliverables.  Accela will assist the Agency in the testing and 
validation of the solution and its readiness to be migrated to production for active use and will assist in transferring the 
solution and any required data from Support to Production.  

Accela will provide support for training, oversight, answering questions, and addressing issues discovered in User 
Acceptance Testing.  It should be noted that it is critical that the Agency devote ample time and resources to this effort 
to ensure that the system is operating per signed specifications and ready for the move to production.  The testing 
effort will require a significant time investment by the Agency, and coordination of resources is critical.  At this point in 
the implementation process, the Agency should test individual components of functionality of the solution (i.e., 
functional and/or unit testing), and also test to ensure that the interrelated parts of the Accela Automation solution are 
operating properly (i.e., integration testing).   

Accela will provide assistance to the Agency as needed by providing User Acceptance Testing (UAT) support and 
facilitating completion of UAT.  Accela will address and rectify issues discovered during the UAT process as Agency 
staff executes testing activities.  Accela will work with the Agency to develop a test plan and deliver sample test scripts 
as well as an issue log to track the progress of testing.  It should be noted that Accela will plan for a total of 1 month to 
complete this deliverable.    

The specific output for this deliverable will be: 
 Resolution of configuration issues resulting from Agency End User Testing 
 Fully-tested system that is ready to move to a production environment 

 

Deliverable 25: Production Support 

Production date is defined as the official date in which Accela Automation moves from the test environment to 
production for daily Agency usage.  This date will be agreed to by both Accela and the Agency at project inception.  It 
may be altered only by a change order agreed to by both parties.  In the weeks prior to moving to Production, Accela 
will assist in final data conversions, system validation, staff preparation assistance and training, and coordination of 
deployment. 

The specific output for this deliverable will be: 
 Deployment support prior to moving to Production 
 Accela Automation used in production environment for Agency daily use 



 

Deliverable 26: Post Deployment Support and Transition to CRC  

This deliverable is comprised of the post-Production support assistance that Accela will provide to address issues and 
provide consultative advice immediately following the move to Production for daily use.  Accela will provide support for 
1 week immediately following deployment (go-live) of phase 1.  At the end of the support period, a formal meeting will 
be scheduled with the Agency, Accela Services Team, and Accela CRC for the purpose of transitioning support of the 
Agency to Accela CRC. 

Accela will work with the Agency to identify and address issues identified during this period using a post-Production 
Issues List.  This list will be comprised of issues related to the defined deliverables listed in this SOW, which will be 
addressed by Accela as well as any other issues which will be addressed by the Agency.  Examples of issues the 
Agency is responsible for include; training issues, functional changes beyond the scope of this SOW, cosmetic 
changes, and procedures related to the use of Accela Automation.  Specifically, Accela will not be developing or 
creating additional reports, conversions, records types, and workflow processes that were not included in the scope of 
this project. 

The specific output for this deliverable will be: 
 1 week of Post Deployment Support 
 Finalized Post Production Issues List 
 Transition of Agency from Services team to Customer Resource Center for ongoing support 

 
 
PROJECT CONTROL AND REPORTS: 
 
The reporting for this project must follow the requirements of the Base Contract and will be tailored during the 
project initiation phase for this project’s activities. 
 
 
SPECIFIC DEPARTMENT STANDARDS: 
 
No additional standards are identified. 

 



PAYMENT SCHEDULE: 
 
 
This is a firm fixed price agreement and payment will be made upon the satisfactory acceptance of each 
milestone or deliverable.  DTMB will pay CONTRACTOR upon receipt of properly completed invoice(s) which 
shall be submitted to the billing address on the State issued purchase order not more often than monthly. DTMB 
Accounts Payable area will coordinate obtaining Agency and DTMB Project Manager approvals.  All invoices 
must include the purchase order number and should reflect actual work completed by payment date, and must be 
approved by the Agency and DTMB Project Manager prior to payment. The invoices shall describe and document 
to the State’s satisfaction a description of the work performed the progress of the project, and fees.   

 

Payment shall be considered timely if made by the DTMB within forty-five (45) days after receipt of properly 
completed invoices.  
 

Deliverable 1: Project Initiation $7,400.00  
Deliverable 2: Accela Automation setup – Cloud Support $4,440.00  
Deliverable 3: To-Be Analysis Sessions – Field Services $40,700.74  
Deliverable 4: To-Be Analysis Sessions – Storage Tanks  $28,120.00  
Deliverable 5: To-Be Analysis Sessions – Firework Permitting  $28,120.00  
Deliverable 6: To-Be Analysis Document(s) – Field Services $11,100.00  
Deliverable 7: To-Be Analysis Document(s) – Storage Tanks $6,660.00  
Deliverable 8: To-Be Analysis Document(s) – Fireworks Permitting $6,660.00  
Deliverable 9: Accela automation Solution Foundation – Field Services $38,110.00  
Deliverable 10: Accela Automation Solution Foundation – Storage Tanks $21,275.00  
Deliverable 11: Accela Automation Solution Foundation – Fireworks Permitting $21,275.00  
Deliverable 12: Historical Data Conversion Analysis $39,220.00  
Deliverable 13: Historical Data Conversion Development $42,180.00  
Deliverable 14: Historical Data Conversion Workshops $42,180.00  
Deliverable 15: Event Management Scripting Assistance $55,500.00  
Deliverable 16: Report Workshop $18,500.00  
Deliverable 17: Accela GIS Configuration $13,320.00  
Deliverable 18: Accela Citizen Access Configuration $17,020.00  
Deliverable 19: Accela Mobile Office Configuration $13,320.00  
Deliverable 20A: V360 User Experience $2,960.00  
Deliverable 20B: Electronic Document Review Configuration $26,640.00  
Deliverable 21: Accela Automation Setup – Cloud Production $3,700.00  
Deliverable 22: Administrative and Technical Training $23,680.00  
Deliverable 23: Daily User Training $15,540.00  
Deliverable 24: User Acceptance Testing (UAT) $14,600.00  
Deliverable 25: Production Support $9,620.00  
Deliverable 26: Post Deployment Support and Transition to CRC $11,100.00  
Total $563,140.74  

 
EXPENSES: 
 
The State will NOT pay for any travel expenses, including hotel, mileage, meals, parking, etc. 
 

 
INITIAL PROJECT SCHEDULE: 
This proposed project schedule will be updated during Project Initiation to reflect the actual start date and other 
mutual agreements.  



 

 
 
 

 
 
 

PROJECT CONTACTS: 
 
The designated Agency Project Manager is: 

 
Name:     Ann Searles 
Department:   Bureau of Fire Services 
Address:    3101 Technology Bldg., Ste. H 
City/State/Zip:     Lansing, MI   48909 
Phone Number    517-335-1299 
Fax Number     517-332-1428 
Email Address:    Searlesa@michigan.gov 

 
 
 



The designated DTMB Project Manager is: 
 

Name:     Allen Drouare 
Department:  DTMB – Enterprise PMO 
Area:    Supporting LARA 
Building/Floor   Phoenix / 3rd Floor 
Address:    222 N. Washington Square 
City/State/Zip:     Lansing, MI   48933 
Phone Number   517-284-5311 
Email Address    DrouareA@Michigan.gov 

 
 
The DTMB Contract Administrator for this project is: 
 

Name:     Jarrod Barron 
Department:  DTMB – Procurement 
Area:    IT Division 
Building/Floor   Constitution Hall / 1st Floor 
Address:    525 West Allegan Street 
City/State/Zip:     Lansing, MI   48909 
Phone Number   517-284-7045 
Email Address    Barronj1@Michigan.gov 

 
 
 
APPROVALS: 
 
By signing below, both the Department of Licensing And Regulatory Affairs (LARA) and the Contractor agree to 
this Statement of Work pending approval by DTMB Procurement and the State Administrative Board, if needed. 
 
 
Contractor      The State of Michigan 
Accela, Inc      Licensing And Regulatory Affairs (LARA) 
 
 
 
By:    __________________________  By: __________________________ 
 
 
Name: __________________________  Name:   __________________________ 
 
Title:    __________________________  Title: __________________________ 
 
Date:   __________________________  Date:     __________________________ 
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BACKGROUND 

 
The current contract (071B3200042) between Accela, Inc. and the State of Michigan provides the Accela 
Automation suite of software products as an enterprise-wide contract  available to all State Agencies.   All of the 
terms and conditions of the original agreement, as modified by Change Notice 1 (Base Contract), will remain in 
effect unless modified by this agreement. 

 

The agreement herein requests changes to the original instance of the software that is currently being installed for 
LARA Bureau of Construction Codes (BCC).  This change will add the capability for the Michigan Public Service 
Commission (MPSC) Motor Carrier Division (MCD) to automate its licensing system and work processes.  The 
business processes and system requirements for the MCD system have been documented and provided to  
Accela.  The existing system requirements documents will guide the implementation of this new functionality.   

 

This Statement of Work (SOW) sets forth a scope and the deliverables to be provided by Accela  to the State of 
Michigan, Motor Carrier Division (Agency). 

 

PROJECT OBJECTIVE 
 

Using an agile methodology, the Accela and State teams will work collaboratively to build upon the current 
instance of Accela Automation for BCC to implement the State of Michigan Motor Carrier Division licensing 
system.  This implementation will enhance how the Motor Carrier Division is processing applications and issuing 
licenses.  The Division is moving toward a paperless process and Accela Services will deploy Accela Automation 
and Accela Citizen Access with the paperless process in mind.  The implementation is anticipated to involve a six  
(6) month project duration and will include configuration of the Motor Carrier Division license categories. 

 

See Scope of Work section below for further details on the functionality to be added for MCD.  Please also see 
Appendix A: Project Resources and Roles and Appendix B: Project Assumptions as they relate to further 
clarifying the specific approach for this Statement of Work only. 



 
SCOPE OF WORK & DELIVERABLES 

 
Agile Scrum Methodology 
 
This SOW will be implemented using the Agile Scrum methodology. The Contractor will provide a dedicated 
Certified Scrum Master who will lead the development for the duration of the project.  It is understood that this role 
might not require 40 hours per week of effort.  The MCD will dedicate one Certified Scrum Product Owner per 
sprint and at least one Certified Scrum Master to assist the Contractor’s Scrum Master for the duration of the 
project.  Planning sessions will be held for each respective Release and Sprint (Release and Sprint planning 
sessions). During these Release and Sprint planning sessions, the State’s Scrum Product Owner may re-order 
deliverables and re-prioritize product features with the assistance and approval of the Contactor’s Scrum Master. 
If mutually agreed to by all parties, the Scrum team may add functionality, at no cost, in trade for removing 
functionality that requires equal effort.  The intent is for the Scrum team to follow the deliverable schedule (road 
map) as set by this document. 

Following the conventions of Agile Scrum, as the functionality for each sprint is designed, built, tested, and 
accepted by MCD, that functionality will be considered to be done.   If bugs are found that are not addressed 
during the sprint, they will be prioritized, along with other backlog tasks, and repaired in later sprints, but any 
requested changes to previously accepted functionality may impact future functionality, or require a change order 
to complete the request. 

 
Functionality 
 
In support of the implementation effort as described above, Accela will provide the following deliverables and  
implementation services. Deliverables will not be considered complete until the Agency Project Manager has 
formally accepted them.   The release schedule, will be reviewed, reorganized, and updated during Release 1. 
Deliverables for this project consist of the product release schedule below: 
 

Release 1:  Project Planning and Initiation 
Release 2: Intrastate Application Processing 
Release 3:  Vehicle Registration Processing 
Release 4:  Renewal Processing 
Release 5:  General Business Functions 
Release 6:  Go-Live and Production Support 

 
A description of each release’s added functionality is provided below. 

 
Release 1: Project Planning and Initiation 

 
The Project Planning and Initiation process will follow the guidelines of the Agile Scrum development 
methodology and are clarified below. 

 

The following tasks will be completed for this deliverable: 
 Finalize Scrum team approach 
 Develop Product Road Map 
 Refine Requirements/Develop Time and Schedule Estimates 
 Plan Releases and Sprints 
 Plan Historic Data Conversions 
 Develop user security roles 
 Develop user training plan 

o Up to 18 days of training for MCD personnel.  The training will be a mix of on-site and remote WebEx. 
o Does not include Crystal Report Writer training that will be provided as part of the Report 

Development Workshops. 
 



For each of the functionality releases, initially identified as Release 1 through 5 below, the Scrum Team will 
collaboratively generate the record types, scripts, workflows, reports, historic data conversions, testing, training 
and support necessary to add the required functionality: 

 
Release 2: Intrastate Application Processing    

 
1. General Commodities (GC) Authority Original, (Form P 371-GC) 
2. Household Goods (HHG) Authority Original, (Form P 371-H) 

a. HHG Statewide 
b. HHG Local 
c. HHG Contract 
d. GC Statewide 

3. General Commodities (GC) Authority Transfer, (Form P 383-T) 
4. Household Goods (HHG) Authority Transfer, (Form P383-T) 
5. Motor Carrier Name Change, (Form P 381-T) 
6. Motor Carrier Information Update, (Form P-002-NOC) 
7. GC Authority TD/PD Approval, (Form P 382-T) 
8. GC Authority TD Reinstate Approval, (Form P 382-T) 
9. Household Goods (HHG) Authority  Temporary Discontinuance (TD)/(Permanent Discontinuance (PD) 

Approval, (Form P 382-T) 
a. Statewide 
b. Local 
c. Contract 
d. GC Statewide 

10. Household Goods (HHG) Authority TD Reinstatement Approval, (Form P 382-T) 
a. Statewide 
b. Local 
c. Contract 
d. GC Statewide 

 
 

Release 3: Vehicle Registration Processing    
 

1. Equipment List, (Form P 344-T) 
2. Vehicle Lease,  (Form P 341-T) 
3. 72 Hours Special Identification (SID) cards, (Form P 347-T) 

 
 

Release 4: Renewal Processing    
 

1. GC Intrastate (no interstate Unified Carrier Registration (UCR)) 
2. HHG All Intrastate (regardless of interstate UCR) 
3. TD GC Intrastate (no interstate UCR) 
4. TD HHG All Intrastate (regardless of interstate UCR) 

 
 



Release 5: General Business Functions 
 

1. Walk- in receipt processing 
2. Cash Log Processing 
3. UCR Registered/Unregistered Update Processing 
4. Insurance Processing 
5. Complaints Processing 

a. Safety, (Form P-Complaint) 
b. HHG, (Form P-Complaint) 
c. Authority (none, other fitness issues) , (Form P-Complaint) 
d. Insurance (informal complaints create from insurance processing) 

6. Household Goods (HHG) Authority  Annual Report Data Collection Processing (Form P-604) 
7. Bad Check Processing 
8. ListServ (Email address processing) 
9. Special Searches 
10. Reports – (includes anything that can be printed from the system) 

a. Scrum Team will develop the report list, and a mutually agreed upon number of report designs. 
b. Two (2) days of Report Development Workshop Planning and Preparation. 
c. 8 days of onsite Report Development Workshops and Crystal Report writer training (2 visits) 
d. Accela to develop 9 reports, 3 each of easy, medium and hard. 
e.  

11. Historical Data Conversions, including: 
a. Existing Databases 
b. Spreadsheets 
c. Word Documents and Workflows 
d. Scanned Documents 

 
Release 6: Go-Live and Production Support 
 

Production date is defined as the official date in which Accela Automation moves from the test environment to 
production for daily Agency usage.  

In the weeks prior to moving to Production, Accela will assist in final data conversions, system validation, staff 
preparation assistance and training, and coordination of deployment.  Accela will generate the record types, 
scripts, workflows, reports, historic data conversions, testing, training and support necessary to move the new 
functionality into production and make it usable by internal and external users.  
 
The following outputs and responsibilities will be executed by Accela for this deliverable: 

1. Two (2) days of Deployment support prior to moving to Production 
2. Accela Automation promote to Production environment for Agency daily use 
3. Provide off-site resources to support the move to Production effort 
4. With assistance from the Agency, lead the effort to transfer the system configuration and any required 

data from Support to Production 
5. Assist in the development of a Pre-Production checklist that details the critical tasks that must be 

accomplished prior to moving to Production 
6. Accela will provide 14 calendar days of Production support at which time a formal transfer of ongoing 

support of the client to the CRC will be conducted.  The CRC will then assume responsibility of 
addressing any post production issues that require remediation. 

 



ACCEPTANCE CRITERIA 
 

The acceptance criteria for each Release and Sprint will be detailed during each respective Release and Sprint 
planning session. 
 
The acceptance criteria for the final delivery (Final Acceptance) of this project is as follows: 
 

1. The product incorporates the functionality described in the product road map, and satisfactorily passes 
User Acceptance Testing.  Note that the original product road map is included in this document, but may 
be modified during the Agile Scrum development process by the State’s Product owner with the mutual 
agreement of the Contractor and Scrum Team.  

2. The system is promoted to “production” for daily use by the Agency and public users. 

3. Formal Accela support of the system is transitioned to the Accela Customer Resource Center (CRC). 

 
PAYMENT SCHEDULE 

 
This is a firm fixed-price agreement  and the total payment amount reflects the work required to complete the fully 
functional system described in this SOW.  Payment will be made for each respective Sprint following its 
completion, testing and acceptance in accordance with each respective Sprint’s acceptance criteria.  

 

DTMB will pay Contractor upon receipt of properly completed invoice(s) which shall be submitted to the billing 
address on the State issued purchase order not more often than monthly. DTMB Accounts Payable area will 
coordinate obtaining Agency and DTMB Project Manager approvals.  All invoices must include the purchase order 
number and should reflect actual work completed by payment date, and must be approved by the Agency and 
DTMB Project Manager prior to payment. The invoices shall describe and document to the State’s satisfaction a 
description of the work performed, the progress of the project, and fees.  

 

Payment shall be considered timely if made by the DTMB within forty-five (45) days after receipt of properly 
completed invoices. The price for the functionality of each Release under the initial road map is as follows: 
 

Release 1:  Project Planning and Initiation $52,281 

Release 2: Intrastate Application Processing $ 130,702 

Release 3:  Vehicle Registration Processing $78,421 

Release 4:  Renewal Processing $78,422 

Release 5:  General Business Functions $104,562 

Release 6:  Go-Live and Production Support $78,422* 

    Total  $  522,810 
 
*The Release 6 payment amount shown above reflects both the value of the Release 6 functionality as well as an 
amount equal to a ten percent (10%) hold back of Releases 1 through 5. The Release 6 payment amount will be 
released to Contractor after the State has granted both Release 6 Sprint functionality acceptance and Final 
Acceptance of ALL sprints, releases, services and deliverables. 

 

Regardless of whether the Scrum team makes functionality adjustments during the Release and Sprint planning 
sessions, the total price of this SOW shall not exceed $522,810.00 and the amount of system functionality shall 
not be decreased without a contract change notice processed through DTMB Procurement. 

EXPENSES 
 
The State will NOT pay for any travel expenses, including hotel, mileage, meals, parking, etc. 

 



PROJECT CONTROL AND REPORTS 
 
During Release 1, the State’s Certified Product Owner and Certified Scrum Master(s) will work with the Accela 
Certified Scrum Master to design the project artifacts and to outline future project reporting  responsibilities. 
 
INITIAL PROJECT SCHEDULE 
This proposed project schedule will be updated during Release 1 to reflect the actual start date and revisions 
made to the product road map and release schedule.  
 

 
 

PROJECT CONTACTS 
 
The designated Agency Product Owners will be: 

 
Names:   Ikechukwu N. Nwabueze, Ph.D. and Kirk Forbes 
Department:  DLARA – Michigan Public Service Commission/Motor Carrier Division 
Building/Floor   Suite 5 
Address:    6546 Mercantile Way 
City/State/Zip:     Lansing, MI   48911 
Phone Number   517-241-6137 
Fax Number     517-241-6031 
Email Address    NwabuezeN1@michigan.gov 

 
 



The designated DTMB Project Manager is: 
 

Name:     Allen Drouare 
Department:  DTMB – Enterprise PMO 
Area:    Supporting LARA 
Building/Floor   Phoenix / 3rd Floor 
Address:    222 N. Washington Square 
City/State/Zip:     Lansing, MI   48933 
Phone Number   517-284-5311 
Email Address    DrouareA@Michigan.gov 
 

The DTMB Contract Administrator for this project is: 
 

Name:     Jarrod Barron 
Department:  DTMB – Procurement 
Area:    IT Division 
Building/Floor   Constitution Hall / 1st Floor 
Address:    525 West Allegan Street 
City/State/Zip:     Lansing, MI   48909 
Phone Number   517-284-7045 
Email Address    Barronj1@Michigan.gov 

 
 
 
 
 
 
APPROVALS 
 
By signing below, both the Department of Licensing And Regulatory Affairs – MPSC and the Contractor agree to 
this Statement of Work pending approval by DTMB Procurement and the State Administrative Board, if needed. 
 
 
Contractor      The State of Michigan 
Accela, Inc      Licensing And Regulatory Affairs (LARA) 

Michigan Public Service Commission (MPSC) 
 
 
By:    __________________________  By: __________________________ 
 
 
Name: __________________________  Name:   __________________________ 
 
Title:    __________________________  Title: __________________________ 
 
Date:   __________________________  Date:     __________________________ 

 
 
 
 



APPENDIX A: Project Resources and Roles 
 
Motor Carrier Division Resources 
 
Motor Carrier Division must fill the appropriate roles with the appropriate personnel to work together with the Accela 
Project Team for these Services and that Motor Carrier Division will make available additional resources as needed for the 
Services to be successful.  Motor Carrier Division roles can be filled by the same person.  In addition, Motor Carrier 
Division will provide all necessary technical resources to make appropriate modifications within any Motor Carrier Division 
systems wishing to integrate with any Accela systems. These resources must be proficient in Motor Carrier Division 
coding/development environment and tools, to make the required changes to their software to enable integration and must 
be available during the timeframe of these Services.   Motor Carrier Division roles are clarified as follows: 

Product Owner  

 Responsibilities include: 
 Communicating the vision of the product to the development team.  
 Must also represent the Agency’s interests through requirements and prioritization.  
 The Product Owner is the single individual who has project knowledge and the authority to make 

decisions. 
 Because the Product Owner has the most authority of the three primary roles, it’s also the role with the 

most responsibility.  

 

Assistant Program or Project Manager / Scrum Master 

 Program Management responsibilities: 

 Manages planning process 
 Manages overall program schedule 
 Drives multiple releases/projects 
 Facilitates Release Planning & Retrospective 
 Provides access to tools and people 
 Owns all action items for the project until he/she finds the right owner 
 Owns reporting on project status, to all directions 
 Coordinates other release support 
 Responsible for risk assessment & mitigation 
 The Role is a peer to the Product Manager and the Engineering Manager on the release/project 
 Educates/Enforces agreed upon processes & methodology rules 
 Educates/Enforces roles and responsibilities 

Scrum Master Responsibilities: 

 Manages 1 sprint at a time 
 Facilitates Sprint Planning, Review & Retrospective 
 Finds and works to remove roadblocks 
 Helps to motivate the team and keep them excited 
 Protects team from outside distractions 
 Facilitates communication between roles for every aspect of the project 
 Responsible for keeping release/project information consolidated, organized and up to date 
 Drives the cross-functional team at all levels 
 Drives the execution of sprint items 
 Responsible for throughput (team velocity) 

 
  



Development Team  

The Development Team is responsible for delivering the product at the end of each Sprint (the Sprint Goal). A Team is 
made up of individuals with cross-functional skills who do the actual work (analyze, design, develop, test, technical 
communication, document, etc.). 

Accela Resources 
 
Accela will assign key Professional Services resources for this engagement with Motor Carrier Division.  These individuals 
are well versed in the Accela Automation application, and are well qualified to lead this effort.  Accela’s Project Manager 
shall assume full responsibility for the coordination of this team and its interaction with key Motor Carrier Division 
resources assigned to the effort. 

Project Executive  

The Project Executive oversees the project’s progress/direction and works with the Project Manager to ensure efficiency, 
consistency and quality in delivery of Accela implementations.   The Project Executive actively participates in a project 
director/executive role.  The Project Executive will meet with Motor Carrier Division Executives monthly or upon request 
throughout the duration of the project. 

Program or Project Manager / Scrum Master  

 Program Management responsibilities 
 Manages planning process 
 Manages overall program schedule 
 Drives multiple releases/projects 
 Facilitates Release Planning & Retrospective 
 Provides access to tools and people 
 Owns all action items for the project until he/she finds the right owner 
 Owns reporting on project status, to all directions 
 Coordinates other release support 
 Responsible for risk assessment & mitigation 
 The Role is a peer to the Product Manager and the Engineering Manager on the release/project 
 Educates/Enforces agreed upon processes & methodology rules 
 Educates/Enforces roles and responsibilities 

Scrum Master Responsibilities: 

 Manages 1 sprint at a time 
 Facilitates Sprint Planning, Review & Retrospective 
 Finds and works to remove roadblocks 
 Helps to motivate the team and keep them excited 
 Protects team from outside distractions 
 Facilitates communication between roles for every aspect of the project 
 Responsible for keeping release/project information consolidated, organized and up to date 
 Drives the cross-functional team at all levels 
 Drives the execution of sprint items 
 Responsible for throughput (team velocity) 

Development Team  

The Development Team is responsible for delivering the product at the end of each Sprint (the Sprint Goal). A Team is 
made up of individuals with cross-functional skills who do the actual work (analyze, design, develop, test, technical 
communication, document, etc.). 



Appendix B: Project Assumptions 
 
General Assumptions 

 

Scope and Timeline 

 Motor Carrier Division and Accela will review their responsibilities before work begins to ensure that 
Services can be satisfactorily completed and in the appropriate timeframe. 

  “Go live” (system is in production) timeline assumes timely completion of Motor Carrier Division 
deliverables (including finalization of requirements / use cases / product catalog), availability of key Motor 
Carrier Division resources, and collaboration and availability of any third-party vendor resources.   

. 

Training 

 All on-site Accela-led training will be conducted at Motor Carrier Division facilities unless the training is 
one day or less in which case it may be conducted via WebEx. 

 Motor Carrier Division will provide adequate training rooms/space with sufficient computing capability and 
network access as needed. 

 Motor Carrier Division project team will provide the necessary staff resources to complete training needs 
analysis and assist with training planning. 

 Motor Carrier Division is solely responsible for making designated trainees (trainers, agents, 
administrators) available for training per the project schedule.  

 Motor Carrier Division will be responsible for all end user training including training logistics, training 
scheduling, and the printing of training materials. Motor Carrier will confirm the total number of training 
rooms needed for the project duration after Motor Carrier Division approval of the draft training strategy. 

 Motor Carrier Division users will have basic computer skills. Accela is not responsible for an individual’s 
response to the training or their capacity to learn or be trained. Specific prerequisite skills for Motor 
Carrier Division resources include: 

- End users – proficient in Windows environment and Internet environment, as well as working 
knowledge of Motor Carrier Division business processes and functions. 

- Technical staff – in addition to the above skills, technical users should have knowledge of: 
 Moderate to advanced technical knowledge of database design, database usage, syntax 

management, and java scripting. 
 Familiarity with existing system source data 
 Familiarity with existing system design and structure 
 Crystal Reports 

Testing 

 The project team is responsible for testing the initial configuration of system 
 During each sprint, Motor Carrier Division is responsible for writing User Acceptance Test Instructions.  

Accela will provide templates and samples so that Motor Carrier Division does not have to start from 
scratch. 

 During each sprint, Motor Carrier Division staff are responsible for User Acceptance Test and System 
Integration Testing 

 

Go Live and Go Live Support 

 “Go Live” definition is that purchased Accela software is up and running in a production environment.  If 
the Motor Carrier Division moves to production, i.e. “Goes Live” it is deemed to have accepted the product 
(see “Acceptance” in Services Agreement) and shall comply with any payment obligation for “Move to 
Production”.  There may be post go-live issues that are being supported during this time; however any 
financial obligations Motor Carrier Division may have to Accela based on “Go live”, commence on the 
date the software is available in production.  Accela consulting resources will support Motor Carrier 
Division after “Go Live”, until such time that Motor Carrier Division is transferred to support (21 calendar 
days in production).  There will be an additional payment milestone associated with the transition to 
support. 



 

Project Completion 

 The project is complete once the transition to Accela’s support (CRC) has been completed.  If applicable, 
the specific deliverable acceptance process and financial obligation for “transition to CRC” or “project 
completion” will commence on the date the transition to Accela’s CRC.  Transition to CRC will occur once 
all High Priority go-live issues have been resolved and all contractual obligations have been met. 

 

Project Resourcing Assumptions 
 

Motor Carrier Division Resourcing 

 Motor Carrier Division will provide a dedicated Scrum Master throughout the course of the 
implementation. 

 Motor Carrier Division’s Scrum Master will maintain primary responsibility for the scheduling of Motor 
Carrier Division employees and facilities in support of project activities.  

 Motor Carrier Division has committed to the involvement of  key resources and subject matter experts for 
ongoing participation in all project activities as defined in the project plan associated with this SOW. 

 Motor Carrier Division agrees before Sprint 0 of the project to assign a single designated approver for 
each major project deliverable. The designated approver will be responsible for overseeing and/or directly 
participating in the design and development, as well as the approval, of the deliverable.  Motor Carrier 
Division may make changes to the designated approvers with written notification to Accela prior to the 
start of the Sprint that will fall under the authority of the new designated approver.  The intent is to have 
the designated approver involved in the Sprint that they are responsible for approving.  

 Motor Carrier Division will provide access to subject matter experts and decision makers in a timely 
fashion during all sprint cycles 

 Throughout the project lifecycle, Motor Carrier Division will commit project sponsors and all necessary 
stakeholders and SME’s as necessary to complete a sprint or release. 

 It is assumed that resource availability will not be an impediment to sprint velocity (team productivity). 
 The Agile Scrum development process is meant to be very rapid. The team should strive to make 

immediate design decisions (not days). The Product Owner and Project Team will be empowered to make 
decisions on behalf of the entire division when necessary to maintain sprint velocity.  The team members 
that are active in the process are authorized to make decisions. 

 
Accela Resourcing 

 The Agile Scrum development process works the best when all of the team members are co-located.  
This will not always be possible for this project.  The Accela team will travel and be physically on site up 
to twelve (12) times during the development.  Additional on-site consulting will be at the mutual 
agreement of Motor Carrier Division and Accela Project Manager.   

 Daily scrums and regular meeting times will utilize WebEx, video conferencing, and open phone lines. 
 Accela PM will attend Motor Carrier Division executive steering committee meetings as requested by 

Motor Carrier Division. 
 In the pricing, Accela has assumed the appropriate resourcing to ensure deployment success for the 

scope outlined. Significant additional support requested by Motor Carrier Division over this level of 
resourcing would necessitate a change order that could impact the cost of the project.  

 Accela will provide a project manager for services throughout the implementation in order to plan and 
monitor execution of the project in accordance with the Statement of Work and further defined in Sprint 0.  
To support the implementation of the Accela Automation software at Motor Carrier Division, Accela will 
provide Project Management services throughout the project.   

 

Third Party Resourcing 

 Accela is not responsible for impacts to project timeline created by dependency on Motor Carrier Division 
third party consultants.  Timeline changes will result in a Change Order for extension of Accela project 
resources caused by Motor Carrier Division third party consultant actions (including availability) resulting 
in additional time or scope. 

 



 
Accela Solution Assumptions 
 

General  

 Accela will implement the Accela Automation subscription service in accordance with the terms of the 
subscription agreement. The implementation will be based upon the feature set available in Accela 
Automation version 7.3.  New features deployed by Accela in the subscription service during the project 
will be left turned off for Motor Carrier Division.  New features will be reviewed as released Motor Carrier 
Division and Accela to determine feasibility and impact of incorporating the change into the project plan. If 
there is minimal impact to the project or project timeline every effort will be made to incorporate the new 
features. 

 For use with Accela Citizen Access, Motor Carrier Division will provide/purchase/acquire an online 
merchant account and all related hardware required by the merchant account provider for the handling of 
credit cards and/or ACH. 

 Motor Carrier Division is responsible for proper site preparation, hardware, software, and network 
configuration in accordance with Accela specifications to support the implementation. 

 Accela will be responsible for implementing a current functioning version of the application software at 
Motor Carrier Division  

 Motor Carrier Division will ensure that Accela resources have access to a Dev or Test version of the 3rd 
party system for interface development.  All interfaces will be developed against 1 (one), agreed upon 
version of the 3rd party system.   

 Motor Carrier Division will provide Accela with access to test and development environments for each 
Motor Carrier Division system that requires integration with Accela Automation.   

 

Data Conversion 

The following information provides detail related to the scope of Accela’s data conversion offerings.  Due to the 
inherent complexity of conversion activities, it is critical to address and understand common questions and 
misconceptions.  Any conversion activity or requirement not included in this section is considered out of scope, and 
may be addressed through a change order for Accela services. 

 
General Information AND Requirements for Historical Conversions 

 The standard data conversion includes the conversion of transactional data to the Accela Automation 
database when a configured destination exists.  In the event there is no destination for legacy 
transactional data then it will be required to be converted as best fits into another area of the configuration 
or excluded from the conversion effort.  

 Accela and Motor Carrier Division will perform unit testing of the conversion program including spot 
checks of the data within Accela Automation in order to identify if data corruption issues exist.  Extensive 
quality assurance of legacy/historical data by Motor Carrier Division is required in order to ensure 
accurate transfer of data.   
 

Data Conversion Assumptions 

 “As-Is” Approach: Conversion of transactional tables, Address/Parcel/Owner (APO) data, Professional 
License data is executed “As-is” into Accela Automation.  “As-is” means that the data will be transformed 
as mapped to existing configuration elements in Accela Automation. The conversion process will not 
create configuration data or alter the mapped data when processed into Accela Automation.  Additionally 
this means if invalid, inaccurate, or incomplete data is provided, it will be loaded into Accela Automation 
“As-Is”.  All data cleanup must occur prior to execution into Accela Automation. 

 Accela Data Conversion Tools:  Data will be mapped and converted utilizing Accela’s Extract, Translate 
and Load (“ETL”) toolset.  This will assist to ensure the accuracy of the mapping.  The data mapping tool 
ensures that the legacy source to Accela Automation solution is accurate and prevents data from failing to 
convert, while the execution tool can be used to consistently run conversion process and track statistics.  

 Accela will use the Standard Data Conversion tools.  Agency will be responsible for all data scrubbing 
efforts.  Migration templates will be provided to the Agency so that they can provide DOS data for load 
into Accela Automation 

 Acceptable Data Formats: It is expected that the conversion source data will be provided as a delimited 
flat file format.  



 
Standard Document Migration 

 The standard document conversion may be utilized to convert record/permit level attached electronic 
documents into the configured Accela Automation EDMS systems.  In the event a 3rd party EDMS is 
used by Accela Automation, it is still possible to convert documents if the 3rd party interface supports the 
create method. 

 At a minimum the electronic document(s) to be converted must exist in a Microsoft Windows accessible 
file system (ex. NTFS, FAT32) and have the ability to identify the associated Record ID in order to be 
converted.  In the event that the files exist in a database they must be extracted into a windows file 
system prior to be evaluated for conversion.   
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BACKGROUND:   

 

The current contract (071B3200042) between Accela, Inc. and the State of Michigan provides the Accela 
Automation suite of software products as an enterprise-wide contract  available to all State Agencies.   All of the 
terms and conditions of the original agreement, as modified by Change Notice 1 (Base Contract), will remain in 
effect. 

 

The agreement herein requests changes to the original instance of the software that is currently being installed for 
LARA Bureau of Construction Codes (BCC).  This change will add the capability for the LARA Bureau of Health 
Care Services (BHCS), Health Facilities Engineering Section (HFES) to automate its Plan Review functions. 

 

 

 



PROJECT OBJECTIVE: 

The intent is that Accela, Inc will add record types, configure plan types, add scripts and any other necessary 
configurations to the Accela Automation LARA BCC system to allow the HFES to receive, review, and process 
plans related to health facilities in the State of Michigan.   

The following functionality will be added for HFES: 

1.       Submittal/Portal 
 

a. Notification of new documents 
b. Submitter access to comments and marked up plans when review is completed 

 
2.       Plan Review 
 

a. Define and manage the workflow 
b. Standard Accela Electronic Document Review (EDR) markup  
c. Provide Accela Automation standard plan review, comments, and tracking functionality 

 
3.       Document Retention 
 

This functionality will be tightly integrated with the original BCC plan review functionality currently being 
configured.  There is an additional (separate) Statement of Work being submitted for the Bureau of Fire Services 
(BFS) which will also require that the plan review functionality be tightly integrated with BCC and HFES.  It is 
envisioned that there will be only one “Plan Submission” function on the Accela Citizen Access portal that will 
receive plans for each of these business areas. 

Please see Appendix A which includes project assumptions. 

 
SCOPE OF WORK, DELIVERABLES AND ACCEPTANCE CRITERIA 
 

In support of the implementation effort as described above, Accela will provide the following detailed 
implementation services. Deliverables will not be considered complete until the Agency Project Manager has 
formally accepted them.   Deliverables for this project include: 
 

Deliverable 1:  Project Initiation 
Deliverable 2:  Accela Automation setup – (Accela Cloud) 
Deliverable 3:  To-Be Analysis Sessions 
Deliverable 4:  To-BE Analysis Document(s) 
Deliverable 5:  Accela automation Solution Foundation – Facilities Engineering Section  
Deliverable 6:  Business Process Validation, Automation and Scripting 
Deliverable 7:  Report Specification 
Deliverable 8:  Report Workshop and Development 
Deliverable 9:  Accela Citizen Access configuration 
Deliverable 10: V360 User Experience 
Deliverable 11: EDR Installation and Analysis 
Deliverable 12: EDR Configuration and Workstation Install 
Deliverable 13: Training 
Deliverable 14: User Acceptance Testing (UAT) 
Deliverable 15: Production Support 

  
 For each deliverable, a description is provided as well as criteria for acceptance of the deliverable. 
 



Deliverable 1: Project Initiation 
 

The Project Initiation process, Deliverables, Accela Responsibilities, Agency Responsibilities, and Acceptance 
Criteria will follow the guidelines as set forth in the Base Contract: 

The following will be executed for this deliverable: 
 Project Charter 
 Project Plan and Schedule 
 Project Status Report Template 
 Project Sharepoint Site 
 Project Kickoff Presentation 
 Training Plan 

 
Deliverable 2: Accela Automation setup – (Accela Cloud)  
 
The Accela Automation Setup Deliverables, Accela Responsibilities, Agency Responsibilities, and Acceptance 
Criteria will follow the guidelines as set forth in the Base Contract except as clarified below: 

 This Deliverable is defined as the setup of the Accela Automation software in the Accela Cloud 
environment, such that Agency can log into the system and verify that the software is available.  

 Setup of the Accela Automation software, to include development and test environments, in the Accela 
Cloud 

 Demonstration of an operational Accela Automation environment 
 

Acceptance Criteria:  

 Confirmation of ability to log into the vendor-hosted Accela Automation software. 
 

Deliverable 3: To-Be Analysis Sessions and   
Deliverable 4: To-BE Analysis Document 

 
To-Be Analysis is comprised of the activities required to define the Accela Automation Solution Foundation for the 
Agency and is defined  in the Base Contract.  The key output of the process are To-Be Analysis Document(s).   

The To-Be Analysis Document(s) include detailed information on the Agency’s business processes to be 
configured in the Accela Automation Solution Foundation, including the following topics: 
 

 Process Overview 
 Intake Process, user defined and required fields 
 Required/Optional Review Tasks 
 Issuance requirements 
 Workflow and processing requirements 
 Fee’s – types, processing and schedules 
 Citizen Portal (Accela Citizen Access) specific to online submittal, inquiry, inspection scheduling and fee 

payments 
 

The To-Be Analysis Sessions and To-Be Analysis Document(s) will include the high-level requirements related to 
the following deliverables:   

 
 Deliverable 6:  Business Process Validation, Automation and Scripting 
 Deliverable 8:  Report Workshop and Development 
 Deliverable 10: V360 User Experience 

 
However, the specifics for each deliverable will be discovered and documented later in the project as they are 
dependent on the completion of the Solution Foundation milestone.  (Example: Discovery of Agency requirement 
for a Receipt Report is documented during Phase 2: To-Be Analysis, however, the specific report specification 
and requirements is completed in the Report Specification deliverable). 



A total of two (2)  Business Processes types are in scope for this project.  The associated Record Types(2) will 
include Application and Amendment types.  

The Project Team, consisting of representatives from both Accela and the Agency, will conduct a formal review of 
the To-Be Analysis Documents for the purpose of approval and sign-off on the deliverable.   

In order to develop the content for the To-Be Analysis Document(s), Accela will work closely with designated 
Agency personnel and will conduct analysis sessions to capture the “to-be” required business processes.   

The two (2) business processes identified as in scope are: 
 

1. Document Review Application 
2. Document Review Amendment 
 

At the onset of the To-be Analysis sessions, Accela will provide the Agency with one or more Best Practice 
Templates for each business process.  Together, Accela and the Agency team will select the BPT that most 
closely aligns with the Agency’s desired solution. 

In conjunction with the Agency representatives, Accela will perform the following tasks: 
 

 Review and understand existing business processes intended for migration into Accela Automation. 
 Review the developed business process as a basis for configuration in Accela Automation’s workflow 

tool. 
 Assist the Agency in streamlining existing business processes for fit into Accela Automation. 
 Collect employee names and associated roles and identify user group setups. 
 Review the collected document intake requirements, forms, and data fields for each process. 
 Review the collected document output requirements (documents/letters/reports). 

 
Accela’s Project Manager will coordinate and schedule the Analysis Sessions in conjunction with the Agency 
Project Manager and according to the agreed upon Project Plan.  In terms of specific output, the following will be 
executed for this deliverable: 

 
 To-Be Analysis data gathering activities including workshops, interviews and web conferencing sessions.  
 To-Be Analysis Document 

 

The “To-Be” Analysis and Analysis Document  Deliverables, Accela Responsibilities, Agency Responsibilities, and 
Acceptance Criteria will follow the guidelines as set forth in the Base Contract (Deliverable 3A & 3B Configuration 
Analysis) except as clarified below: 
 

 Conduct meetings via email, web conference, phone and in person to gather and validated analysis 
input. 

 To-Be Analysis Document will be developed by Accela based on the information gathered herein.  This 
document will serve as the ‘blueprint’ for Department processes throughout the implementation project.  

 Upon completion of the document(s), Accela will conduct a formal review with Agency for the purpose of 
approval and sign-off on the deliverable.  

  To facilitate the approval process, Accela will configure up to 50% of the  Application and Amendment in 
order to provide a prototype of the solution for the mutually agreed upon To-Be process, which will be 
used during the review sessions to demonstrate the proposed functionality.  Prototyping is intended to 
demonstrate selected aspects of Accela Automation functionality to assist in understanding how it will 
operate for the Agency. 

Acceptance Criteria Clarified:  

 Review To-Be Analysis Document(s) and validate that the content accurately reflects the business 
processes data that will be included in the Accela Automation Solution Foundation. 

 Agency will have two (2) business days to conduct initial review of the To-Be Analysis Document(s).  If 
no changes or comments are requested within the two (2) days, the To-Be Analysis Document(s) is 
considered approved by the Agency.  Upon delivery of initial feedback, Accela will complete the 



necessary changes and updates.  The second and final review will have two (2) business days for 
acceptance. 

 

Deliverable 5: Accela Automation Solution Foundation 
 

Accela will provide professional services to develop the Accela Automation Solution Foundation in accordance 
with requirements established and agreed upon during the execution of the To-Be Analysis activities.  Accela will 
produce a detailed, technical Solution Foundation Document(s) that represents the entire foundation of the 
system, for each module.  This document will be delivered for review with the completed solution. 

Accela will provide professional services to develop the Solution Foundation of the Accela Automation product in 
accordance with requirements established and documented in Deliverable: To-Be Analysis Document(s).   

In terms of specific output, the following will be executed for this deliverable: 
 Completed Foundation of Accela Automation Solution that supports the To-Be Business Processes 

documentation 
 Accela Automation Solution Foundation Document 

 
Accela Responsibilities:  

 Configure the foundational components as defined in the To-Be Analysis Document(s). 
 

Agency Responsibilities 

 Provide responses to Accela’s request for information which meet the timeframes identified in the project 
schedule. 

 Make available the appropriate Agency key users and content experts to participate in solution 
configuration of the system in an effort to learn about the system and facilitate in knowledge transfer. 

 Work with Accela to verify that the system meets the foundational requirements documented in the To-
Be Analysis Document(s). 

 The Agency will test the system for purposes of validating the configuration. 

Acceptance Criteria:  

 Review and approve that the Accela Automation Solution Foundation meets the requirements 
documented in the approved To-Be Analysis Document(s).   

 Agency will have two (2) business days to conduct initial review of the Solution Foundation.  If no 
changes or comments are requested within the two (2) days, the milestone is considered approved by 
the Agency.  Upon delivery of initial feedback, Accela will complete the necessary changes and updates.  
The second and final review will have two (2) business days for acceptance. 

 



Deliverable 6: Business Process Validation and Automation and Scripting 
 

During the configuration analysis phase of the implementation project, Accela will identify opportunities to 
supplement the Accela Automation base functionality via Event Manager Script Engine (EMSE) script and 
Expression development.  Accela will work with key Agency project stakeholders to identify the business 
rules/processes to be automated.  Accela will work with Agency to identify desired EMSE and Expression 
functionality and subsequently help prioritize the  needs to determine which will be developed by Accela and 
which scripts can be developed by the Agency.   The scripts and expressions developed by Accela can be used 
as models whereby Agency staff can develop and modify additional EMSE scripts and expressions as needed.  
Accela will provide up to 32 hours of scripting assistance. 

Prior to the development of a script, the Agency will approve a design specification document that will be created 
jointly by the Agency and Accela.  The approved document will be used as a basis for determining completion and 
approval of the deliverable. 

In terms of specific output, the following will be executed for this deliverable: 
 Prioritized list of desired EMSE scripts and Expressions (MS Excel/Word) 
 EMSE and Expression script specifications for scripts to be developed by Accela (MS Excel/Word) 
 Demonstrated operability of scripts in support environment per the design document specifications 

 
The Accela Responsibilities, Agency Responsibilities, and Acceptance Criteria for this deliverable will follow the 
guidelines as set forth in Section 1.104 Deliverable 5 of the original agreement except as clarified below: 

 Provide 32 hours of Scripting Assistance. 
 Acceptance Criteria - Review and acceptance of design document with written sign-off from the Agency. 

 
Deliverable 7: Report Specifications and  
Deliverable 8: Report Development 
 
The definition and process of creating reports is defined in the Base Contract.  The Accela Responsibilities, 
Agency Responsibilities, and Acceptance Criteria for this deliverable will follow the guidelines as set forth in 
Section 1.104 Deliverable 14 of the original agreement except as clarified below: 

  

Accela will develop up to five (5) documents/letters/reports from those identified by the Agency as required for the 
new system, and will develop reports based on the following breakdown: 

 Three (3) of Medium Complexity 
 Two (2) of Low Complexity 

 
Reports are classified by level of effort: high, medium, and low.   

 

High is defined as a report containing significant calculation and/or extensive detail and number of fields – for 
example a financial statistical report or complex permit.  The majority of reports require a ‘medium’ level of effort, 
which is defined as a report displaying non-calculated and minimal calculated data fields.  Reports with a low level 
of effort are typically letters or notices that contain contact information and basic application data.   

 
Deliverable 9: Accela Citizen Access Configuration 

 
The  description of the ACA configuration is described in the Base Contract.  The Accela Responsibilities, Agency 
Responsibilities, and Acceptance Criteria for this deliverable will follow the guidelines as set forth in Section 1.104 
Deliverable 18 of the original agreement except as clarified below: 

This deliverable is for the setup and configuration of Accela Citizen Access (ACA) on the Agency Support site per 
the Requirements gathered in the To-Be Analysis Phase.  Accela will work with the Agency representatives to 
validate and implement Accela Citizen Access to extend certain aspects of the internal Accela Automation 



configuration for use by the general public.  The following items may be included in analysis / configuration of 
ACA: 

 Integration into existing Agency website  and integrate with BCC and BFS plan review functions 
 Text Settings, including disclaimers, help text and watermarks 
 Security Settings 
 Form Layout 
 User registration settings 
 User rights and permissions 

 
In terms of specific output, the following will be executed for this deliverable: 

 Accela Citizen Access Wireframe Specifications Document (MS Word) 
 Configure ACA for [English Only] language versions 

 
Accela Responsibilities:  

 Setup Accela Citizen Access in Dev environments 
 Assist agency in set up and validation of merchant account integration 
 Work with the Agency to determine which services to expose to the public via Accela Citizen Access 
 Create configuration specification for Accela Citizen Access based on analysis with the Agency 
 Configure the Online Record types defined in the System Configuration Document in Accela Citizen 

Access 
 

Agency Responsibilities:  

 Obtain a merchant account, and deploy an internet-enabled payment engine – done as a part of BCC project 
 Validate that the configuration specification for Accela Citizen Access meets Agency requirements based 

on details from the Configuration phase of the project 
 Perform testing of all Online Record types for purposes of validating the configuration 

 
Acceptance Criteria:  

 Accela Citizen Access Configuration Analysis Document provides details of all configuration elements 
based on Accela Automation back office configuration 

 The base configuration of Accela Citizen Access is configured as documented in the approved Accela 
Citizen Access Configuration Specification Document. 

 Demonstration of the operational Accela Citizen Access functionality per the specification document(s) 

 
Acceptance Review Period:  

 Two (2) business days 
 

Deliverable 10: V360 User Experience 
 

V360 User Experience is comprised of the fine-tuning of the User Interface (“look and feel”) of the system, 
usability and security.  This portion is completed prior to User Acceptance Testing to provide a more refined view 
of the system and assistance with system acceptance for new users.  Accela will use the completed configuration 
and standard, best practice V360 User Interface as a starting point for analysis and documentation of desired look 
and feel of Accela Automation V360 user interface.  
 

V360 User Console configuration will be accomplished through an onsite Workshop (4 days – 1 visit).  This 
workshop will be used in order to accomplish the requested changes, in real-time, and provide ad-hoc 
training/knowledge transfer to Agency staff on the process of modifying the look and feel of Accela Automations 
V360 User Interface.   
 



Information collected, and updated, during the workshop include detailed settings related to the following topics: 
 User Consoles and Form Layout 
 Navigation tools 
 Search screens and data filtration tools 

 
In terms of specific output, the following will be executed for this deliverable: 

 Completion of Analysis workshops 
 

Accela Responsibilities:  

 Conduct sessions to capture the required look and feel functionality of the Accela Automation system 
during the Workshop with subject matter experts. 

 Conduct Workshop to gather and validate analysis input. 
 Build the user experience components as discovered during workshop. 

 
Agency Responsibilities:  

 Provide responses to Accela’s requests for information which meet the time frames of the project 
schedule. 

 Make available the appropriate Agency key users and content experts to participate in the user 
experience analysis. 

 Complete any additional User Experience updates as desired by the Agency after the workshops are 
completed. 

 Schedule participants and meeting locations for analysis workshop activities. 
 All updates outside of the one workshop will be the responsibility of the Agency. 

 
Acceptance Criteria:   

 Completion of V360 User Experience Workshops. 
 
Deliverable 11: EDR Installation and Analysis 

 
In terms of specific output, the following will be executed: 

 Install of Acrobat Configuration Files 
 Installation of Accela Document Review Software on up to nine (9) workstations. 
 EDR configuration document (MS Word) 

 
Acceptance Criteria:  

 Acrobat Configuration Files are installed 
 Accela Document Review Software is installed on nine (9) workstations. 
 Complete EDR Analysis configuration document detailing two (2) processes in the Analysis sessions 

above. 
 

Acceptance Review Period:  

 Two (2) business days 
 
 



Deliverable 12: EDR Configuration and Workstation Install 

In terms of specific output, the following will be executed: 
 Configure EDR per approved EDR Configuration Document 
 Develop 10 Custom Stamps 

 
Acceptance Criteria:  

 Completed configuration of EDR per configuration document 
 Demonstration of working EDR functionality 

 
Acceptance Review Period:  

 Two (2) business days 
 
Deliverable 13: Training 

 
Accela will provide training for Agency staff that focuses on the administration, maintenance, augmentation, and 
daily use of its Accela Automation configuration.  Our aim at Accela is to educate Agency resources on all aspects 
of Accela Automation in an effort to ensure the Agency is self-sufficient.  The Training strategy uses a “Train-the-
Trainer” approach whenever possible in order to ensure maximum efficiency for the training provided. This allows 
the Agency to best react to changing requirements and ongoing maintenance, which can allow the Agency to be 
reactive and significantly reduce system maintenance costs over time.   

The Accela and Agency Project Management team will create a Training Plan during the Initiation of the project.  
The Training Plan will identify both the Training courses and the anticipated schedule for their delivery. 

In terms of specific output, the following will be executed for this deliverable: 

 Seven (7) Days of on-site Training, Accela recommends the following but the State may at its option 
select the 7 days can be from any coursework normally provided by Accela. 

 Two and Half (2.5) days of Administrative Training 
 Two (2) days of Basic End User Training 
 One (1) day of Citizen Access Admin Training 
 One and Half (1.5) days of Electronic Document Review Training 

 
Deliverable 14: User Acceptance Testing (UAT) 

 
This deliverable is comprised of the assistance Accela will provide to allow the Agency to accept that the solution 
meets the requirements as documented in all the deliverables.  Accela will assist the Agency in the testing and 
validation of the solution and its readiness to be migrated to production for active use and will assist in transferring 
the solution and any required data from Support to Production.  

Accela will provide 1 Resource Onsite for 16 hours during UAT for the purpose of training support, oversight, 
answering questions and addressing issues discovered in User Acceptance Testing.  It should be noted that it is 
critical that the Agency devote ample time and resources to his effort to ensure that the system is operating per 
signed specifications and ready for the move to production.  The testing effort will require a significant time 
investment by the Agency, and coordination of resources is critical.  At this point in the implementation process, 
the Agency should test individual components of functionality of the solution (i.e., functional and/or unit testing), 
and also test to ensure that the interrelated parts of the Accela Automation solution are operating properly (i.e., 
integration testing).   

Accela will guide and assist the Agency in addressing and rectifying issues discovered during the UAT process as 
Agency staff executes testing activities.  It should be noted that Accela will plan for a total of 4 weeks to complete 
this deliverable.    

In terms of specific output, the following will be executed for this deliverable: 

 Resolution of issues resulting from Agency User Acceptance Testing 



 Fully tested system that is ready to move to production for go-live 
 Delivery of 1 Accela Resource onsite  for two (2) days (one visit) 

 
Accela Responsibilities:  

 Provide recommendations on testing strategy and best practices. 
 Guide the Agency on User Acceptance testing effort and the validation of the system configuration and 

its readiness to be migrated to production for active use. 
 Resolution of issues as a result of User Acceptance Testing activities.  
 Provide at least two (2) days of onsite support 

 
Agency Responsibilities:  

 Provide responses to Accela’s requests for information that meet the timeframes of the project schedule. 
 Make available the appropriate Agency key users and content experts to participate in user acceptance 

testing as defined and managed by Agency. 
 Develop the User Acceptance test scripts. 
 Utilize the use cases documented in each Configuration Document Deliverable as the basis for the 

acceptance of this Deliverable. 
 

Acceptance Criteria:  

 User acceptance of test results in accordance with approved configuration and specification documents.  
 
Deliverable 15: Production Support 

 
Production date is defined as the official date in which Accela Automation moves from the test environment to 
production for daily Agency usage.  This date will be agreed to by both Accela and the Agency at project 
inception.  It may be altered only by change order agreed to by both parties.  In the weeks prior to moving to 
Production, Accela will assist in final data conversions, system validation, staff preparation assistance and 
training, and coordination of deployment. 
In terms of specific output, the following will be executed for this deliverable: 

 Two (2) days of Deployment support prior to moving to Production 
 Accela Automation used in Production environment for Agency daily use 

 
Accela Responsibilities:  

 Provide off-site resources to support the move to Production effort 

 With assistance from the Agency, lead the effort to transfer the system configuration and any required 
data from Support to Production 

 Assist in the development of a Pre-Production checklist that details the critical tasks that must be 
accomplished prior to moving to Production 

 Transfer ongoing support of the client and to the CRC to address any post Production issues that require 
remediation. 

 



Agency Responsibilities:  

 Provide technical and functional user support for pre and post Production Planning, execution, and 
monitoring 

 Provide responses to Accela’s requests for information that meet the requirements of the project 
schedule. 

 Assist in the development of a Pre-Production checklist that details the critical tasks that must be 
accomplished prior to moving to Production 

 Make available the appropriate Agency key users and content experts to participate in user acceptance 
testing as defined and managed by Agency. 

 
Acceptance Criteria:  

 Deployment support prior to moving to Production 

 Production system is first used by the Agency for daily use 

 Formal transition from Services to CRC. 

 
PROJECT CONTROL AND REPORTS: 
 
The reporting for this project must follow the requirements of the Base Contract and will be tailored during the 
project initiation phase for this project’s activities. 
 
SPECIFIC DEPARTMENT STANDARDS: 
 
No additional standards are identified. 

 



PAYMENT SCHEDULE: 
 
This is a firm fixed price agreement and payment will be made upon the satisfactory acceptance of each 
milestone or deliverable.  DTMB will pay CONTRACTOR upon receipt of properly completed invoice(s) which 
shall be submitted to the billing address on the State issued purchase order not more often than monthly. DTMB 
Accounts Payable area will coordinate obtaining Agency and DTMB Project Manager approvals.  All invoices 
must include the purchase order number and should reflect actual work completed by payment date, and must be 
approved by the Agency and DTMB Project Manager prior to payment. The invoices shall describe and document 
to the State’s satisfaction a description of the work performed, the progress of the project, and fees.   

 
Payment shall be considered timely if made by the DTMB within forty-five (45) days after receipt of properly 
completed invoices.  
 

Deliverable 1:  Project Initiation $  7,506.36  
Deliverable 2:  Accela Automation setup – (Accela Cloud)  1,639.05  
Deliverable 3: To-Be Analysis Sessions 16,420.17  
Deliverable 4:  To-BE Analysis Document   7,037.22  
Deliverable 5:  Accela Automation Solution Foundation   16,889.32  
Deliverable 6:  Business Process Validation and Automation and Scripting   9,382.95  
Deliverable 7:  Report Specification   6,333.49  
Deliverable 8:  Report Development 14,778.15  
Deliverable 9:  Accela Citizen Access configuration 18,765.91  
Deliverable 10: V360 User Experience   1,876.59  
Deliverable 11:  EDR Installation and Analysis   6,568.07  
Deliverable 12:  EDR Configuration and Workstation Install 26,272.27  
Deliverable 13:  Training 18,765.91  
Deliverable 14:  User Acceptance Testing (UAT)   5,629.77  
Deliverable 15:  Production Support   5,629.77  
    Total   $  163,495.00 

 
EXPENSES: 
The State will NOT pay for any travel expenses, including hotel, mileage, meals, parking, etc. 
 
PROPOSED PROJECT SCHEDULE (May be modified during project initiation): 

 
  



PROJECT CONTACTS: 
 
The designated Agency Project Manager is: 

 
Name:     Larry Horvath 
Department:  BHCS  
Area:    Engineering 
Building/Floor   Ottawa  1st Floor 
Address:    611 Ottawa 
City/State/Zip:     Lansing, MI   48909 
Phone Number   517-242-4160 
Fax Number     517-241-3354 
Email Address    horvathl@michigan.gov 

 
The designated DTMB Project Manager is: 
 

Name:     Allen Drouare 
Department:  DTMB – Enterprise PMO 
Area:    Supporting LARA 
Building/Floor   Phoenix / 3rd Floor 
Address:    222 N. Washington Square 
City/State/Zip:     Lansing, MI   48933 
Phone Number   517-284-5311 
Email Address    DrouareA@Michigan.gov 

 
 
The DTMB Contract Administrator for this project is: 
 

Name:     Jarrod Barron 
Department:  DTMB – Procurement 
Area:    IT Division 
Building/Floor   Constitution Hall / 1st Floor 
Address:    525 West Allegan Street 
City/State/Zip:     Lansing, MI   48909 
Phone Number   517-284-7045 
Email Address    Barronj1@Michigan.gov 

 
 
 



APPROVALS: 
 

By signing below, both the Department of Licensing And Regulatory Affairs (LARA) and the Contractor agree to 
this Statement of Work pending approval by DTMB Procurement and the State Administrative Board, if needed. 
 
 
Contractor      The State of Michigan 
Accela, Inc.      Licensing And Regulatory Affairs (LARA) 
 
 
 
By:    __________________________  By: __________________________ 
 
 
Name: __________________________  Name:   __________________________ 
 
Title:    __________________________  Title: __________________________ 
 
Date:   __________________________  Date:     __________________________ 
 
 

 
 
 
 
 



Appendix A: Project Assumptions 

Accela Document Review 

 Prior to Accela’s configuration of Accela Electronic Document Review: 

o The Agency will have installed .Net Framework 4.0 Client Profile and Adobe Acrobat Pro software. 
Adobe Acrobat Pro must be purchased and installed separately for each Agency user who will be 
interacting with Accela Electronic Document Review for plan review and markups.  The Agency will 
use the standard Accela installation for Adobe. 

o The Agency is using  Accela Automation 7.3 

 Accela will leverage buttons provided out of the box and provide training and instruction on the 
creation of custom buttons with links.  Accela will provide one sample custom button for the purposes 
of training.  The Agency will be responsible for creating any buttons that will be applied through 
configuration. 

 
Scope and Timeline 

 Health Facilities Engineering Section (HFES) and Accela will review their responsibilities before work 
begins to ensure that Services can be satisfactorily completed and in the appropriate timeframe. 

 Deliverables not specifically described in this document are the responsibility of the Health Facilities 
Engineering Section (HFES). 

 “Go live” (system is in production) timeline assumes timely completion of Health Facilities Engineering 
Section (HFES) deliverables (including finalization of requirements / use cases / product catalog), 
availability of key Health Facilities Engineering Section (HFES) resources, and collaboration and 
availability of any third-party vendor resources.  Late (per mutually agreed project plan) Health Facilities 
Engineering Section (HFES) deliverables may adversely impact overall implementation timeline.   

 Overall project plan will be mutually agreed to by Health Facilities Engineering Section (HFES) and 
Accela project managers prior to to-be analysis stage. 

 Accela will provide Health Facilities Engineering Section (HFES) with a Weekly Status Report that 
outlines the tasks completed during the prior week, the upcoming tasks that need to be completed for 
the upcoming weeks, the resources needed to complete the tasks, a current version of the project plan, 
and a listing of any issues that may be placing the project at risk (e.g., issues that may delay the project or 
jeopardize one or more of the production dates).  

 The project schedule is managed using Microsoft Project. Should any tasks slip behind schedule ten (10) 
business days, Accela and Health Facilities Engineering Section (HFES) will escalate according to the 
Communication Plan in the Project Charter. 

 Deliverables will be documented in Accela based templates using the Accela methodology. Sample 
templates are available to Health Facilities Engineering Section (HFES) upon request however the 
templates do not represent completed deliverables, they are just examples.  

Training 

 All on-site Accela-led training will be conducted at Health Facilities Engineering Section (HFES) 
facilities unless the training is one day or less in which case it may be conducted via webex. 

 Health Facilities Engineering Section (HFES) will provide adequate training rooms/space with sufficient 
computing capability and network access as needed. 



 Health Facilities Engineering Section (HFES) project team will provide the necessary staff resources to 
complete training needs analysis and assist with training planning. 

 Health Facilities Engineering Section (HFES) is solely responsible for making designated trainees 
(trainers, agents, administrators) available for training per the project schedule. If any designated trainee 
is not available to participate in scheduled training, Accela is not responsible for making alternative 
arrangements for missed training. 

 Each department will receive the same core instruction, customized to the department and role. 

 Health Facilities Engineering Section (HFES) will be responsible for all end user training including 
training logistics, training scheduling, and the printing of training materials. Health Facilities Engineering 
Section (HFES) will confirm the total number of training rooms needed for the project duration after 
Health Facilities Engineering Section (HFES) approval of the draft training strategy. 

 Health Facilities Engineering Section (HFES) users will have basic computer skills. Accela is not 
responsible for an individual’s response to the training or their capacity to learn or be trained. Specific 
prerequisite skills include: 

 End users – proficient in Windows environment and Internet environment, as well as working 
knowledge of Health Facilities Engineering Section (HFES) business processes and functions. 

o Technical staff – in addition to the above skills, technical users should have knowledge of: 

o Moderate to advanced technical knowledge of database design, database usage, syntax management, 
and java scripting. 

 Familiarity with existing system source data 
 Familiarity with existing system design and structure 
 Crystal Reports 

 Health Facilities Engineering Section (HFES) may request “make-up” or remedial training sessions for 
initial training provided during system deployment, via the Change Order process for estimated staff 
hours per session at the specified hourly rate for each training category. 

 Workshops and training may be shared with other State of Michigan projects as long as the number of 
students does not exceed the max specified. 

Testing 

 Accela is responsible for testing the initial configuration of system 

 Health Facilities Engineering Section (HFES) is responsible for writing User Acceptance Test Scripts.  
Accela will provide templates and samples so that Health Facilities Engineering Section (HFES) does 
not have to start from scratch. 

 Health Facilities Engineering Section (HFES) staff are responsible for User Acceptance Test and System 
Integration Testing 

Go Live and Go Live Support 

 “Go Live” definition is that all the Accela software is up and running in production.  If an Health 
Facilities Engineering Section (HFES) moves to production, i.e. “Goes Live” it is deemed to have 
accepted the product (see “Acceptance” in Services Agreement) and shall comply with any payment 
obligation for “Move to Production”.  There may be post go-live issues that are being supported during 
this time; however any financial obligations Health Facilities Engineering Section (HFES) may have to 
Accela based on “Go live”, commence on the date the software is available in production.  Accela 
consulting resources will support Health Facilities Engineering Section (HFES) after “Go Live”, until 
such time that Health Facilities Engineering Section (HFES) is transferred to support (14 calendar days 
in production).  There will be an additional payment milestone associated with the transition to support. 



 In order to share subscription costs, the Health Facilities Engineering Section (HFES) will go live in the 
same “Accela hosted agency” as BCC.    The BCC Go Live is a dependency for Health Facilities 
Engineering Section (HFES) to Go Live.  Health Facilities Engineering Section (HFES) will implement 
a custom page flow in Accela Citizen Access that is relevant to the defined process during analysis. 

Project Completion 

 The project is complete once the transition to Accela’s support (CRC) has been completed.  If 
applicable, the specific deliverable acceptance process and financial obligation for “transition to CRC” 
or “project completion” will commence on the date the transition to Accela’s CRC.  Transition to CRC 
will occur once all High Priority go-live issues have been resolved and all contractual obligations have 
been met. 
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Change Notice No. 2 to Contract No. 071B3200042 

This Change Notice No. 2 (this “Change Notice”) to Contract No. 071B3200042 (the 

“Contract”) is entered into this 10th day of June, 2014 (the “Effective Date”), by and 

between the State of Michigan, Department of Technology, Management and Budget 

Procurement on behalf of the Michigan Department of Agriculture and Rural Development 

(collectively, the “State”) and Accela, Inc. a California corporation (“Contractor”). This 

Change Notice memorializes the change from a State-hosted environment to the Accela-

hosted environment and re-establishes Maintenance terms and conditions as to the scope of 

the Change Notice. 

1. Definitions.  For purposes of this Change Notice, in addition to the bold capitalized 

terms defined elsewhere in this Change Notice, the following terms shall have the meaning 

given to them below.  All capitalized terms not defined in this Change Notice shall have the 

meanings given to them in the Contract. 

"Actual Uptime" means the total minutes in the Service Period that the Managed 

Service is Available. 

"Availability" has the meaning set forth in Section 6.1. 

"Availability Requirement" has the meaning set forth in Section 6.1. 

"Available" as the meaning set forth in Section 6.1. 

"Business Day" means a day other than a Saturday, Sunday or State Holiday. 

"Change Notice" has the meaning set forth in the preamble. 

“Contract” has the meaning set forth in the preamble. 

"Contractor Hosting Manager" has the meaning set forth in Section 3.2. 

"Confidential Information" has the meaning set forth in Section 11.1. 

"Contractor" has the meaning set forth in the preamble. 

"Contractor Personnel" means all employees and agents of Contractor, all 

subcontractors and all employees and agents of any subcontractor hired by Contractor, 

involved in the performance of Services. 

“Contractor Systems” means the information technology infrastructure, including all 

computers, software, databases, electronic systems (including database management 

systems) and networks used by or for Contractor to provide the Services to the State.  It does 

not include any systems or networks controlled by the State. 
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"Critical Service Error" has the meaning set forth in Section 7.4(a). 

"End Users" means all Persons authorized by the State to access and use the Software 

and Managed Services through the State's account under this Change Notice. 

"Documentation"  means all generally available documentation relating to the  

Managed Service or Software, including all user manuals, operating manuals and other 

instructions, specifications, documents and materials, in any form or media, that describe 

any component, feature, requirement or other aspect of the Software, including any 

functionality, testing, operation or use thereof. 

"Effective Date" has the meaning set forth in the preamble. 

"Escrow Agent" has the meaning set forth in Section 16.1. 

"Escrow Agreement" has the meaning set forth in Section 16.1. 

"Exceptions" has the meaning set forth in Section 6.2. 

"Fees" has the meaning set forth in Section 9.1. 

"Force Majeure Event" has the meaning set forth in Section 15.1. 

"Harmful Code"  means any software, hardware or other technologies, devices or 

means, the purpose or effect of which is to: (a) permit unauthorized access to, or to destroy, 

disrupt, disable, distort, or otherwise harm or impede in any manner, any (i) computer, 

software, firmware, hardware, system or network, or (ii) any application or function of any of 

the foregoing or the integrity, use or operation of any data Processed thereby; or (b) prevent 

the State or any End User from accessing or using the Services or Contractor Systems as 

intended by this Change Notice, and includes any virus, bug, trojan horse, worm, backdoor or 

other malicious computer code and any time bomb or drop dead device. 

"High Service Error" has the meaning set forth in Section 7.4(a). 

"Initial Term" has the meaning set forth in Section 8.1. 

"Intellectual Property Rights"  means any and all rights comprising or relating to: (a) 

patents, patent disclosures and inventions (whether patentable or not); (b) trademarks, 

service marks, trade dress, trade names, logos, corporate names and domain names, together 

with all of the goodwill associated therewith; (c) authorship rights, copyrights and 

copyrightable works (including computer programs) and rights in data and databases; (d) 

trade secrets, know-how and other confidential information; and (e) all other intellectual  

property rights, in each case whether registered or unregistered and including all 

applications for, and renewals or extensions of, such rights, and all similar or equivalent 
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rights or forms of protection provided by applicable law in any jurisdiction throughout the 

world. 

"Low Service Error" has the meaning set forth in Section 7.4(a). 

“Maintenance Releases” means any update, upgrade, release or other adaptation or 

modification of the Software, including any updated Documentation, that Contractor 

provides to the State as part of the Services, which may contain, among other things, error 

corrections, enhancements, improvements or other changes to the user interface, 

functionality, compatibility, capabilities, performance, efficiency or quality of the Software. 

"Medium Service Error" has the meaning set forth in Section 7.4(a). 

"Person" means an individual, agency or department of the State of Michigan, 

corporation, partnership, joint venture, limited liability company, governmental authority, 

unincorporated organization, trust, association or other entity. 

“Personally Identifiable Information (PII)” has the meaning set forth in Section 

10.1. 

"Process"  means to perform any operation or set of operations on any data, information, 

material, work, expression or other content, including to (a) collect, receive, input, upload, 

download, record, reproduce, store, organize, combine, log, catalog, cross-reference, manage, 

maintain, copy, adapt, alter, translate or make other improvements or derivative works, (b) 

process, retrieve, output,  consult, use, disseminate, transmit, submit, post, transfer, disclose 

or otherwise provide or make available, or (c) block, erase or destroy. "Processing" and 

"Processed" have correlative meanings. 

"Resolve" has the meaning set forth in Section 7.2. "Scheduled Downtime" has the 

meaning set forth in Section 6.3. 

"Scheduled Uptime" means the total minutes in the Service Period. 

"Service Availability Credits" has the meaning set forth in Section 6.5(a). 

"Service Error" means any failure of any Managed Service to be Available or otherwise 

perform in material accordance with this Change Notice and the Specifications.  

"Service Level Failure" means a failure to perform the Support Services fully in 

compliance with the Support Service Level Requirements.  

"Service Period" has the meaning set forth in Section 6.1. 
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" Software" means Contractor’s Accela Automation, Accela Citizen Access, Accela GIS, 

and Accela Mobile software applications including any Maintenance Releases to such 

Software.   

"Support Service Level Requirements" has the meaning set forth in Section 7.4. 

"Services" has the meaning set forth in Section 3.1. 

"Source Code" means the human readable source code of the Software to which it 

relates, in the programming language in which the Software was written, together with all 

related flow charts and technical documentation, including a description of the procedure for 

generating object code, all of a level sufficient to enable a programmer reasonably fluent in 

such programming language to understand, build, operate, support, maintain and develop 

modifications, upgrades, updates, adaptations, enhancements, new versions and other 

derivative works and improvements of, and to develop computer programs compatible with, 

the Software.  

"Specifications" means the specifications for the Services set forth in Appendices A and 

B of the Contract (Technical and Business Requirements) and in the Documentation 

provided by Contractor.  

"State" has the meaning set forth in the preamble. 

“State Data” has the meaning set forth in Section 10.1. 

"State Hosting Manager" has the meaning set forth in Section 3.2. 

"Managed Service" has the meaning set forth in Section 3.1(a). 

"Support Request" has the meaning set forth in Section 7.4(a). 

"Support Services" has the meaning set forth in Section 7. 

"Term" has the meaning set forth in Section 8.  

2. Modifications to Contract.  The Contract shall be modified as followed: 

2.1 Reactivation of Maintenance and Support.  References to, and any terms and 

conditions applicable to, “Maintenance and Support” under the Contract are, by this 

Change Notice 2, made applicable as to the Contractor hosted environment as of the 

Effective Date.  This Change Notice reactivates the Master Maintenance terms and 

conditions as to the Products and the scope of this Change Notice, including the 

reactivation of the “State’s Obligations”, as provided in Exhibit A, Sec. 4.1 of the 

Contract, as applicable to the GIS product. 
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2.2 Revision of Data Conversion Provisions.  Appendix I to the Contract shall be 

mutually revised by the parties, as required by the change from the State-hosted to 

the Contractor-hosted environment, including but not limited to such database 

formatting, document conversion, formatting, storage, mapping as may reasonably be 

required for Contractor hosting specifications and protocols. 

2.3 Professional Services. Contractor shall perform professional services for State as 

provided in the agreed Statement of Work, attached hereto as Exhibit A, and in 

accordance with this Change Notice No. 2. 

3. Services. 

3.1 Services. Throughout the Term and at all times in connection with its actual or 

required performance under this Change Notice and the Contract, Contractor shall 

provide to the State and its End Users the following services ("Services"): 

(a) the hosting, management and operation of the Software for remote 

 electronic access through the product and use by the State and its End  Users 

 and citizens served by State ("Managed Service"); 

(b) the Support Services as set forth in Section 7; and 

(c) such other services to the extent specified in the Contract. 

3.2 Hosting Managers. Both parties shall appoint and, in their reasonable discretion, 

replace, a specified employee to serve as the primary contact with respect to the 

Services who will have the authority to act on behalf of that party in matters 

pertaining to this Change Notice, including the initial testing and acceptance of the  

Managed Service and the submission and processing of Support Requests (each, a 

"Hosting Manager").  The initial State Hosting Manager is: Thomas Benner, 

Systems Manager, Michigan Department of Agriculture and Rural Development, 

(517) 284-5744, bennert9@michigan.gov.  The initial Contractor Hosting Manger is: 

John Sasson, Director, Business Development, (925) 659-3239, jsasson@accela.com. 

4. License Grant and Restrictions. 

4.1 License. The Software is protected under the laws of the United States and the 

individual states and by international treaty provisions. Contractor retains full 

ownership in the Software and Managed Service and hereby grants to the State, a 

perpetual, royalty-free, fully paid, nonexclusive, nontransferable license to use the 

Software, subject to the following terms and conditions: 

(a) The State may assign access credentials to designated End Users for the 

 processing and support of any license or transaction regulated by the Michigan 

 Department of Agriculture and Rural Development. Each such credential is 
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assigned to a single individual, and the State remains responsible for all 

activities conducted using its user credentials and for its users’ compliance with 

these terms, and further provided that the Accela Citizen Access Software is 

provided on a population basis and is intended to be accessed by the general 

public; 

(b) The State shall not rent, lease, lend, sell, sublicense, assign, distribute, 

 publish, transfer or otherwise make the Software or  Managed  Service 

 available to any third party, except as expressly permitted by this Change 

 Notice or the Contract; 

(c) The State shall not use or authorize the use of the Software or Managed 

 Services or Documentation in any manner or for any purpose that is unlawful 

 under applicable law. 

(d) The State may access and use the Software, including in operation with 

 other software, hardware, systems, networks and services not provided or 

 maintained by Contractor, for the State’s business purposes, including for 

 Processing State Data, provided that Contractor’s warranty does not cover any 

 software, hardware, systems, networks or services not provided by Contractor; 

(e) The State may not make any form of derivative work from the Software, 

 although the State is permitted to develop additional or alternative 

 functionality for the software using tools and/or techniques provided by 

 Contractor; 

(f) The State may generate, print, copy, upload, download, store and otherwise 

 Process all GUI, audio, visual, digital and other output, displays and other 

 content as may result from any access to or use of the Services, provided that 

 the State does not obscure, alter, or remove any confidentiality or proprietary 

 rights notices therein or thereon; 

(g) The State may prepare, reproduce, print, download and use a reasonable 

 number of copies of the Documentation as may be necessary or useful for any 

 use of the Services under this Change Notice, provided that the State does not 

 obscure, alter, or remove any confidentiality or proprietary rights notices 

 therein or thereon; 

(h) The State may access and use the Software for non-production uses and 

 applications as may be necessary or useful for the effective use of the     

 Managed Service hereunder, including for purposes of analysis, development, 

 configuration, integration, testing, training, maintenance, support and  repair; 

 and 
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(i) All rights not expressly granted to the State are retained by Contractor. 

(j) The Software may be installed on one or more computers in support of a single 

production instance, which includes use of the Software at either a primary 
processing site or a secondary site which would become the primary processing 
site as part of a disaster recovery.  It also provides for use of the Software for 
testing at the secondary site concurrent with use at the primary site and for 
unlimited usage of web-based components used by the State’s End-Users. The 

State may make backup copies to the Software to protect against destruction 

of the Software. State may copy all of the Software’s supporting 

documentation for its use. State may not make any form of derivative work 

from the Software, although State is permitted to develop additional or 

alternative functionality for the Software using tools and/or techniques 

licensed to State by Contractor. If the State is no longer utilizing the Managed 

Service, and installs the Software on its own systems, Contractor may audit 

the State’s use of the Software no more than once every twenty-four (24) 

months, to ensure compliance with these license terms.  Such audit will be at 

the sole cost and expense of Contractor, including any costs incurred by the 

State, should the audit find that the State is in compliance with these license 

terms.  Such audit will be performed solely at the State’s facilities. 

(k) In the event that Contractor ceases to license and/or support any product 

 licensed to State ("Old Product") and releases a new product whose 

 functionality, features and price are substantially similar to those of the Old 

 Product ("Successor Product"), Contractor shall make the Successor Product 

 available to the State in consideration of license fees already paid, provided 

 that State ceases to use the Old Product and provided the State is current on 

 Support and Maintenance. 

(l) The license rights granted under this Section shall survive termination or 

expiration of this Change Notice or the Contract. 

 

5. Service Preparation, Testing and Acceptance. 

5.1 Service Preparation. Promptly upon the parties' execution of this Change Notice, 

Contractor shall take all steps necessary to make the Services procured hereunder 

ready and available for the State's use. Specifically, Contractor will a) commence and 

complete and implementation-related professional services to establish production, 

support, and test environments, as described herein; and b) provide appropriate 

access credentials to the State’s designated technical contact indicating that the 

Software is available for the State’s use, the date of provision of said credentials 

being the State’s “Service Date” for purposes of designating the start of any term. 
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5.2 Testing and Acceptance.  User Acceptance Testing (UAT) of all functionality for the 

Software and any other required modules will be tested by the State in a timely 

manner in the Contractor-hosted cloud environment as per the acceptance criteria 

set forth in of Exhibit A, attached hereto. 

6. Service Availability and Service Availability Credits. 

6.1 Availability Requirement.  Contractor shall make the   Managed Service Available, 

as measured over the course of each calendar month during the Term and any 

additional periods during which Contractor does or is required to perform any   

Managed Service (each such calendar month, a "Service Period"), at least ninety 

nine point nine percent 99.9% of the time, excluding only the time the  Managed 

Service is not Available solely as a result of one or more Exceptions (the 

"Availability Requirement"). "Available" means the Managed Service is available 

and operable for access and use by the State and its End Users. The Availability 

Requirement will be calculated on a calendar month basis as A=O/(M-E)*100, where 

A is Availability, O is the number of minutes during a given month for which the  

Service is available for use by Contractor’s customer base, M is the number of 

minutes in said month, and E is the number of minutes of time during said month  

for which the  Managed Service is not available for use by the State’s customer base 

and which is attributable to the Exceptions defined below. 

6.2 Exceptions.  No period of  Managed Service unavailability will be included in 

calculating Availability to the extent that such unavailability is due to any of the 

following ("Exceptions"): 

(a) Planned maintenance of CEPAS, C3, State GIS Servers, and State-maintained 

 network access to the  Managed Service hosting facility; or 

(b) Scheduled Downtime as set forth in Section 6.3. 

6.3 Scheduled Downtime. Contractor shall notify the State at least twenty-four (24) 

hours in advance of all scheduled outages of the  Managed Service in whole or in 

part, other than during Contractor’s standard maintenance window between the 

hours of 9:00 PM [21:00] Thursday and 1:00 AM [1:00] Friday Eastern time, and will 

provide five (5) business days’ notice prior to any planned network, server hardware, 

operating environment, database modifications of a material nature, or maintenance 

which encroach upon the State’s standard business hours ("Scheduled Downtime"). 

All such scheduled outages shall last no longer than four (4) hours, provided that 

Contractor may request the State’s approval for extensions of Scheduled Downtime 

above four (4) hours and such approval by the State may not be unreasonably 

withheld or delayed. 
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6.4 Service Availability Reports. Within thirty (30) days after the end of each Service 

Period, Contractor shall provide to the State a report describing the Availability and 

other performance of the Managed Service during that calendar month and the 

calendar year-to-date as compared to the Availability Requirement and 

Specifications. The report shall be in electronic or such other form as the State may 

approve in writing and shall include, at a minimum: (a) the actual performance of the  

Managed Service relative to the Availability Requirement and Specifications; and (b) 

if  Managed Service performance has failed in any respect to meet or exceed the 

Availability Requirement or Specifications during the reporting period, a description 

in sufficient detail to inform the State of the cause of such failure and the corrective 

actions the Contractor has taken and will take to ensure that the Availability 

Requirement and Specifications are fully met. 

6.5 Remedies for Service Availability Failures.  

(a) If the Availability of the  Managed Service is less than the Availability 

 Requirement for any Service Period, such failure shall constitute a Service 

 Error for which Contractor shall issue to the State the corresponding service 

 credits as calculated on pro-rated monthly fees, as set forth below ("Service 

 Availability Credits"): 

  

Availability Credit 

≥99.9% None 

<99.9% but ≥99.0% 15% 

<99.0% but ≥95.0% 35% 

<95.0% 100% 

(b) Any Service Availability Credits due under this Section 6.5 will be applied in 

 accordance with Section 9.7, but will not be refunded to the State, except 

 where credits exist at the end of the final term, where no renewal has 

 occurred, or if the State terminates for cause, in which case amount equivalent 

 to the unapplied Credit(s) will be paid to State. 

7. Support and Maintenance Services. Contractor shall provide Managed Service 

maintenance and support services (collectively, "Support Services") in accordance with the 

provisions of this Section 7. The Support Services are included in the Services, and 

Contractor shall not assess any additional Fees, costs or charges for such Support Services 

beyond the fees for the Managed Service. Not included in the Support Services are services 

required a) due to misuse of the Managed Service; b) to be performed by Contractor outside 

of usual working hours at the State’s request; c) due to external factors including, but not 

necessarily limited to, the State’s use of software or hardware not authorized by Contractor; 

or d) to resolve or work around conditions which cannot be reproduced in Contractor’s 

support environment. 
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7.1 Support Service Responsibilities. Contractor shall:  

(a) provide the State with a telephone number to contact the Customer Resource 

 Center (CRC), Contractor’s live technical support facility, which is available 

 from 7:00 a.m. until 9:00 p.m. Eastern time Monday through Friday, excluding 

 Contractor’s observed holidays; 

(b) provide the State with one or more electronic mail addresses to which State 

 may submit routine or non-critical support requests, which Contractor will 

 address during its regular business hours; 

(c) provide the State with access to archived software updates and other technical 

 information in Contractor’s online support databases, which are continuously 

 available; 

(d) apply revisions of and enhancements to maintained software products to the 

 State as such updates are generally-released by Contractor;  

(e) respond to and Resolve Support Requests in a timely manner and as specified 

 herein. 

(f) correct all Service Errors in accordance with the Support Service Level 

 Requirements, including by providing defect repair, programming corrections 

 and remedial programming. 

(g) Contractor will provide revisions of and enhancements to maintained software 

products to the State as such updates are generally-released by Contractor.  

Upon expiration or termination of the Managed Service, Software updates will 

be delivered or made available to State for electronic download from 

Contractor’s File Transfer Protocol (“FTP”) site. 

(h) Should State fail to renew its maintenance coverage or pay the applicable fees, 

Contractor reserves the right to withhold all support.  If State resumes 

maintenance coverage after one or more periods without such coverage, State 

will pay an amount equivalent to one hundred ten percent (110%) of all 

maintenance fees attributable to the period(s) without coverage, as such fees 

are calculated based upon pricing in effect at the time of resumption of 

maintenance coverage. 

7.2 Service Monitoring and Management. Contractor shall continuously monitor and 

manage the  Managed Service to optimize Availability that meets or exceeds the 

Availability Requirement. Such monitoring and management shall include: 
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(a) proactively monitoring on a twenty-four (24) hour by seven (7) day basis all 

 Managed Service functions, servers, firewall and other  components of   

 Managed Service security;   

(b) if such monitoring identifies, or Contractor otherwise becomes aware of, any 

 circumstance that is reasonably likely to threaten the Availability of the   

 Managed Service, taking all necessary and reasonable  remedial measures to 

 promptly eliminate such threat and ensure full  Availability; 

(c) if Contractor receives knowledge that the  Managed Service or any Service 

 function or component is not Available (including by written notice from the 

 State pursuant to the procedures set forth herein): 

(i) confirming (or disconfirming) the outage by a direct check of the 

associated facility or facilities;  

(ii) if Contractor's facility check in accordance with clause (i) above confirms 

a  Service outage in whole or in part: (A) notifying the State in writing 

through Contractor’s support ticketing system or other standard 

notification process for hosted customers pursuant to the procedures set 

forth herein that an outage has occurred, providing such details as may 

be available, including a Contractor trouble ticket number, if appropriate, 

and time of outage; and (B) working all problems causing and caused by 

the outage until they are Resolved as specified in the Support Requests 

table (below); and notifying the State that Contractor has fully corrected 

the outage and any related problems, along with any pertinent findings or 

action taken to close the trouble ticket.  

7.3   Service Maintenance. Contractor shall continuously maintain the Managed Service 

to optimize Availability that meets or exceeds the Availability Requirement. Such 

maintenance services shall include implementing in a timely manner. All updates, 

bug fixes, enhancements, new releases, new versions and other improvements to the  

Managed Service, including the Software that Contractor provides at no additional 

charge to its other similarly situated customers. 

7.4 Support Requests and Escalation Processes. Contractor shall correct all Service 

Errors and respond to and resolve all Support Requests as set forth in Section 

7.4(a), the Support Service Level Requirements. 

(a) Support Requests. Contractor will classify State’s requests for Service Error 

 corrections in accordance with the descriptions set forth in the chart below 

 (each a "Support Request"). The State Hosting Manager shall notify 

 Contractor of Support Requests by e-mail, telephone or such other means as 

 the parties may hereafter agree to in writing.   



12 
 

 

 

Support Request Classification, 

Confirmation and Resolution 

Standards 

Description: 

Any Service Error Comprising or 

Causing any of the  

Following Events or Effects  

Critical Service Error 

Confirmation of receipt within One (1) 

business hour; upon confirmation of receipt, 

Contractor begins continuous work on the 

problem.  Contractor will put forth its best 

effort to provide a workaround or fix or 

estimated completion date within 72 hours 

after the problem has been diagnosed 

and/or replicated, provided there is an 

agency representative available to assist 

with the issue diagnosis and testing during 

the resolution process. 

 Issue affecting entire system 

or single critical production 

function; 

 System down or operating in 

materially degraded state; 

 Data integrity at risk; or 

 Declared a Critical Support 

Request by the State and 

confirmed by Contractor as 

a Critical Error; Widespread 

access interruptions. 

High Service Error 

Confirmation of receipt within four (4) 

business hours; Contractor will put forth its 

best effort to provide a workaround or fix or 

estimated completion date within 14 

business days after the problem has been 

diagnosed and/or replicated. 

 system response time is 

slow for normal 

operations, or 

 System response slow, 

day to day operations 

continue but are 

impacted.  

Medium Service Error 

Confirmation of receipt within One (1) 

business day; Contractor will put forth its 

best effort to provide a workaround or fix or 

estimated completion date within 21 

business days after the problem has been 

diagnosed and/or replicated. 

 A system feature is not 

operating to 

specification requiring 

additional user 

intervention 

Low Service Error 

Confirmation of receipt within two (2) 

business days; Resolution for the issue may 

be released as a patch set or be incorporated 

into a future release of the product. 

 Request for assistance, information, 

or services that are routine in 

nature. Example:  A field is mis- 

labeled or a help file is missing 
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(b) Escalation. Contractor shall escalate Support Request to the appropriate 

Contractor support personnel, including, as applicable, the Contractor Hosting Manager and 

Contractor's management or engineering personnel, according to Contractor’s established 

standard escalation processes. 

(c)  Support Service Failure. Failure of Contractor to remedy a Critical Service 

Error, as defined in Section 7.4(a) above, within three (3) business days shall constitute cause 

for Termination.   

8. Term and Termination. 

8.1 Term. The term of this Change Notice commences as of the Effective Date and will 

continue in effect until five (5) years from such date unless and until terminated as 

provided under this Change Notice or the Contract (the "Term").  

8.2 Termination. This Change Notice may be individually terminated pursuant to the 

provisions of Sec. 2.150 of the Contract and as specifically provided in this Change 

Notice. 

9. Fees. 

9.1 Fees. Subject to the terms and conditions of this Change Notice, including the 

provisions of this Section 9, the State shall pay the fees set forth in the attached 

Schedule A, which shall be invoiced by Contractor in accordance with Section 

2.044 of the Contract ("Fees").  Said Fees are based on services provided and not on 

actual usage; payment obligations are non-cancelable and fees paid are non-

refundable, except: (1) as noted in Section 6.5(b) (above), and (2) upon any 

termination for cause by State, Contractor will pay to State the pro-rata amount of 

the prepaid Hosted Service fees for the duration of the term remaining after the 

effective date of termination.   

9.2 Payment Terms.  Payment terms are set forth in the attached Schedule A. 

9.3 Responsibility for Costs. Contractor shall be responsible for all costs and expenses 

incurred in or incidental to providing the Managed Services, including all costs of 

any materials supplied by Contractor, all fees, fines, licenses, bonds, or taxes 

required of or imposed against Contractor, and all other of Contractor's costs of 

doing business.   

9.4 Taxes. Unless otherwise indicated, all Fees and amounts set forth this Change 

Notice are not inclusive of taxes. The State shall be solely responsible for all sales, 

service, value-added, use, excise, consumption and any other taxes, duties and 

charges of any kind, if any, imposed by any federal, state or local governmental 

entity on any amounts payable by the State under this Change Notice, except those 

taxes assessable against Contractor based on its income, property, or employees.  
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9.5 Payment Does Not Imply Acceptance. The making of any payment or payments by 

the State, or the receipt thereof by Contractor, will in no way affect the 

responsibility of Contractor to perform the Services in accordance with this Change 

Notice, and will not imply the State's acceptance of any Services or the waiver of 

any warranties or requirements of this Change Notice, including any right to 

Service Credits. 

9.6 Withhold Remedy. In addition and cumulative to all other remedies in law, at 

equity and under this Change Notice, if Contractor is in material default of its 

performance or other obligations under this Change Notice and fails to cure the 

default within fifteen (15) days after receipt of the State's written notice of default, 

the State may, without waiving any other rights under this Change Notice, elect to 

withhold from the payments due to Contractor under this Change Notice during 

the period beginning with the sixteenth (16th) day after Contractor's receipt of such 

notice of default, and ending on the date that the default has been cured to the 

reasonable satisfaction of the State, an amount that, in the State's reasonable 

judgment, is in proportion to the magnitude of the default or the Service that 

Contractor is not providing. Upon Contractor's cure of the default, the State will 

cause the withheld payments to be paid to Contractor, without interest.  

9.7 Availability Credits. Contractor acknowledges and agrees that each of the Service 

Availability Credits assessed pursuant to Section 6: (a) is a reasonable estimate of 

and compensation for the anticipated or actual harm to the State that may arise 

from the corresponding failure, which would be impossible or very difficult to 

accurately estimate; and (b) may, at the State's option, be credited or set off against 

any Fees or other charges payable to Contractor under this Change Notice or the 

Contract. No Service Availability Credits for any Service Period shall exceed the 

total amount of Fees that would be payable for that Service Period if the Services 

were fully provided in accordance with this Change Notice and the Specifications. 

9.8 Right of Set-off. Without prejudice to any other right or remedy it may have, the 

State reserves the right to set off at any time any amount then due and owing to it 

by Contractor against any amount payable by the State to Contractor under the 

Contract or otherwise. 

9.9 Support Not to be Withheld or Delayed. Contractor shall not withhold or delay any 

Managed Service or Support Services or fail to perform any other Services or 

obligations hereunder by reason of the State's reasonable withholding of any 

payment or amount in accordance with this Section 9. 

10. State Data. 

10.1 Ownership.  The State’s data (“State Data,” which shall also be known and treated 

by Contractor as Confidential Information) shall include: (a) any and all 
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information, data, materials, works, expressions or other content, including any 

that are (i) uploaded, submitted, posted, transferred, transmitted or otherwise 

provided or made available by or on behalf of the State or any End User for 

Processing by or through the  Managed Service, or (ii) collected, downloaded or 

otherwise received by Contractor or the  Managed Service for the State or any End 

User pursuant to this Change Notice or at the written request or instruction of the 

State or such End User; and (b) personally identifiable information (“PII”) 

collected, used, processed, stored, or generated as the result of the Services, 

including, without limitation, any information that identifies an individual, such as 

an individual’s social security number or other government-issued identification 

number, date of birth, address, telephone number, biometric data, mother’s maiden 

name, email address, credit card information, or an individual’s name in 

combination with any other of the elements listed herein.  State Data is and shall 

remain the sole and exclusive property of the State and all right, title, and interest 

in the same is reserved by the State. This Section 10.1 shall survive the 

termination of the Contract. 

10.2 Contractor Use of State Data.  Contractor is provided a limited license to State 

Data for the sole and exclusive purpose of providing the Services, including a 

license to collect, process, store, generate, and display State Data only to the extent 

necessary in the provision of the Services.  Contractor shall: (a) keep and maintain 

State Data in strict confidence, using such degree of care as is appropriate and 

consistent with its obligations as further described in this Change Notice, the 

Contract and applicable law to avoid unauthorized access, use, disclosure, or loss; 

(b) use and disclose State Data solely and exclusively for the purpose of providing 

the Services, such use and disclosure being in accordance with this Change Notice, 

the Contract, and applicable law; and, (c) not use, sell, rent, transfer, distribute, or 

otherwise disclose or make available State Data for Contractor’s own purposes or 

for the benefit of anyone other than the State without the State’s prior written 

consent.  This Section 10.2 shall survive the termination of the Contract. 

10.3 Extraction of State Data.  Throughout the Term, upon State request and not more 

than once per month, Contractor will provide the State with a copy of its data in an 

Oracle database dump file. Provision of the data on a more frequent basis will be 

made by Contractor at State request and at additional cost. Contractor shall, 

within thirty (30) calendar days of the completion of the Term, provide the State 

with a copy of its data in an Oracle data pump export, provided that the State pays 

all costs of and associated with such copying, as calculated at Contractor’s then-

current time-and-materials rates, and pays any and all unpaid and undisputed 

amounts due to Contractor. 
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10.4 Backup and Recovery of State Data.  As a part of the Services, Contractor is 

responsible for maintaining a backup of State Data and for an orderly and timely 

recovery of such data in the event that the Services may be interrupted.       

10.5 Loss of Data.  In the event of any act, error or omission, negligence, misconduct, or 

breach that compromises or is suspected to compromise the security, 

confidentiality, or integrity of State Data or the physical, technical, administrative, 

or organizational safeguards put in place by Contractor that relate to the protection 

of the security, confidentiality, or integrity of State Data, Contractor shall, as 

applicable: (a) notify the State as soon as practicable but no later than twenty-four 

(24) hours of becoming aware of such occurrence; (b) cooperate with the State in 

investigating the occurrence, including making available all relevant records, logs, 

files, data reporting, and other materials required to comply with applicable law or 

as otherwise required by the State; (c) in the case of PII, at the State’s sole election, 

(i) notify the affected individuals who comprise the PII as soon as practicable but 

no later than is required to comply with applicable law, or, in the absence of any 

legally required notification period, within five (5) calendar days of the occurrence; 

or, (ii) reimburse the State for any costs in notifying the affected individuals; (d) in 

the case of PII, provide third-party credit and identity monitoring services to each 

of the affected individuals who comprise the PII for the period required to comply 

with applicable law, or, in the absence of any legally required monitoring services, 

for no less than twenty-four (24) months following the date of notification to such 

individuals; (e) perform or take any other actions required to comply with 

applicable law as a result of the occurrence; (f) without limiting the Contractor’s 

obligations of indemnification as further described in the Contract, indemnify, 

defend, and hold harmless the State for any and all claims, including reasonable 

attorneys’ fees, costs, and expenses incidental thereto, which may be suffered by, 

accrued against, charged to, or recoverable from the State in connection with the 

occurrence; (g) be responsible for recreating lost State Data in the manner and on 

the schedule set by the State from backups described in Section 10.4 above 

without charge to the State; and, (h) provide to the State a detailed plan within ten 

(10) calendar days of the occurrence describing the measures Contractor will 

undertake to prevent a future occurrence. The State acknowledges that portions of 

the transmissions and processing of the State’s electronic communications may 

occur within computer networks not owned or operated by Contractor; the State 

agrees that Contractor is not responsible for any delays, losses, alterations, 

interceptions, or storage of its electronic communications which occur in computer 

networks not owned or operated by Contractor.  Notification to affected individuals, 

as described above, shall comply with applicable law, be written in plain language, 

and contain, at a minimum: name and contact information of Contractor’s 

representative; a description of the nature of the loss; a list of the types of data 

involved; the known or approximate date of the loss; how such loss may affect the 

affected individual; what steps Contractor has taken to protect the affected 
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individual; what steps the affected individual can take to protect himself or herself; 

contact information for major credit card reporting agencies; and, information 

regarding the credit and identity monitoring services to be provided by Contractor.  

The foregoing costs and indemnity obligations of Contractor shall not exceed the 

amount of two times the annual fees paid to Contractor by State for the annual 

term during which the loss occurs. This Section 10.5 shall survive the termination 

of the Contract 

11. Confidentiality.  The parties acknowledge that each party may be exposed to or acquire 

communication or data of the other party that is confidential, privileged communication not 

intended to be disclosed to third parties.  The provisions of this Section 11 shall survive the 

termination of the Contract. 

11.1 Meaning of Confidential Information.  For the purposes of this Change Notice and the 

Contract, the term “Confidential Information” shall mean all information and 

documentation of a party that:  (a) has been marked “confidential” or with words of 

similar meaning, at the time of disclosure by such party; (b) if disclosed orally or not 

marked “confidential” or with words of similar meaning, was subsequently 

summarized in writing by the disclosing party and marked “confidential” or with 

words of similar meaning; and, (c) should reasonably be recognized as confidential 

information of the disclosing party.  The term “Confidential Information” does not 

include any information or documentation that was or is: (a) subject to disclosure 

under the Michigan Freedom Of Information Act; (b) already in the possession of the 

receiving party without an obligation of confidentiality; (b) developed independently 

by the receiving party, as demonstrated by the receiving party, without violating the 

disclosing party’s proprietary rights; (c) obtained from a source other than the 

disclosing party without an obligation of confidentiality; or, (d) publicly available 

when received, or thereafter became publicly available (other than through any 

unauthorized disclosure by, through, or on behalf of, the receiving party).  For 

purposes of this Change Notice and the Contract, in all cases and for all matters, 

State Data shall be deemed to be Confidential Information. 

11.2 Obligation of Confidentiality.  The parties agree to hold all Confidential Information 

in strict confidence and not to copy, reproduce, sell, transfer, or otherwise dispose of, 

give or disclose such Confidential Information to third parties other than employees, 

agents, or subcontractors of a party who have a need to know in connection with the 

Contract or to use such Confidential Information for any purposes whatsoever other 

than the performance of the Contract.  The parties agree to advise and require their 

respective employees, agents, and Subcontractors of their obligations to keep all 

Confidential Information confidential.  Disclosure to a Subcontractor is permissible 

where:  (a) use of a Subcontractor is authorized under the Contract; (b) the disclosure 

is necessary or otherwise naturally occurs in connection with work that is within the 

Subcontractor's responsibilities; and (c) Contractor obligates the Subcontractor in a 
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written contract to maintain the State's Confidential Information in confidence.  At 

the State's request, any employee of Contractor or any Subcontractor may be required 

to execute a separate agreement to be bound by the provisions of this Section 11. 

11.3 Cooperation to Prevent Disclosure of Confidential Information.  Each party shall use 

its best efforts to assist the other party in identifying and preventing any 

unauthorized use or disclosure of any Confidential Information.  Without limiting the 

foregoing, each party shall advise the other party immediately in the event either 

party learns or has reason to believe that any person who has had access to 

Confidential Information has violated or intends to violate the terms of the Contract 

and each party will cooperate with the other party in seeking injunctive or other 

equitable relief against any such person. 

11.4 Remedies for Breach of Obligation of Confidentiality.  Each party acknowledges that 

breach of its obligation of confidentiality may give rise to irreparable injury to the 

other party, which damage may be inadequately compensable in the form of monetary 

damages.  Accordingly, a party may seek injunctive relief against the breach or 

threatened breach of the foregoing undertakings, in addition to any other legal 

remedies which may be available, to include, at the sole election of the non-breaching 

party, the immediate termination, without liability to the terminating party, of this 

Change Notice or the Contract. 

11.5 Surrender of Confidential Information upon Termination.  Upon termination of the 

Contract or this Change Notice, in whole or in part, each party shall, within five (5) 

calendar days from the date of termination, return to the other party any and all 

Confidential Information received from the other party, or created or received by a 

party on behalf of the other party, which are in such party’s possession, custody, or 

control; provided, however, that Contractor shall return State Data to the State 

following the timeframe and procedure described further in this Change Notice.  

Should Contractor or the State determine that the return of any Confidential 

Information is not feasible, such party shall destroy the Confidential Information and 

shall certify the same in writing within five (5) calendar days from the date of 

termination to the other party. 

12. Data Privacy and Information Security. 

12.1 Undertaking by Contractor.  Without limiting Contractor’s obligation of 

confidentiality as further described herein, Contractor shall be responsible for 

establishing and maintaining a data privacy and information security program, 

including physical, technical, administrative, and organizational safeguards, that is 

designed to: (a) ensure the security and confidentiality of the State Data; (b) protect 

against any anticipated threats or hazards to the security or integrity of the State 

Data; (c) protect against unauthorized disclosure, access to, or use of the State Data; 

(d) ensure the proper disposal of State Data; and, (e) ensure that all employees, 
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agents, and subcontractors of Contractor, if any, comply with all of the foregoing.  In 

no case shall the safeguards of Contractor’s data privacy and information security 

program be less stringent than the safeguards used by the State, and shall at all times 

comply with all applicable State IT policies and standards, as more fully described at: 

http://www.michigan.gov/dtmb/0,4568,7-150-56355_56579_56755---,00.html. 

12.2 Redundancy, Data Backup and Disaster Recovery.  Contractor shall, in accordance 

with the provisions of this Section 12.2, maintain or cause to be maintained the 

disaster avoidance procedures set forth in Schedule B, which are designed to 

safeguard the State Data and the State's other Confidential Information, Contractor's 

Processing capability and the availability of the Managed Service, in each case 

throughout the Term and at all times in connection with its actual or required 

performance of the Services hereunder. The force majeure provisions of Section 15.1 

shall not limit Contractor's obligations under this Section 12.2 

12.3 Right of Audit by the State.  Without limiting any other audit rights of the State, the 

State shall have the right to review Contractor’s data privacy and information 

security program prior to the commencement of Services and from time to time during 

the term of the Contract.  During the providing of the Services, on an ongoing basis 

from time to time and with reasonable notice, the State, at its own expense, shall be 

entitled to perform, or to have performed, an on-site audit of Contractor’s data privacy 

and information security program.  In lieu of an on-site audit, upon request by the 

State, Contractor agrees to complete, within forty-five (45 days) of receipt, an audit 

questionnaire provided by the State regarding Contractor’s data privacy and 

information security program. 

12.4 The State’s Right to Terminate for Deficiencies.  The State reserves the right, at its 

sole election, to immediately terminate this Change Notice or the Contract without 

limitation and without liability if the State reasonably determines that Contractor 

fails or has failed to meet its obligations under this Section 12. 

13. Contractor Representations and Warranties. 

13.1 Contractor represents, warrants and covenants to the State that: 

(a) Contractor has, and throughout the Term and any additional periods during 

 which Contractor does or is required to perform the Services will have, the 

 unconditional and irrevocable right, power and authority, including all permits 

 and licenses required, to provide the Services and grant and perform all rights 

 and licenses granted or required to be granted by it under this Change Notice;  

(b) neither Contractor's grant of the rights or licenses hereunder nor its 

 performance of any Services or other obligations under this Change Notice 

 does or to Contractor's knowledge as of the Effective Date at any time will: (i) 
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 conflict with or violate any applicable law, including any law relating to data 

 privacy, data security or PII; (ii) require the consent, approval or authorization 

 of any governmental or regulatory authority or other third party; or (iii) 

 require the provision of any payment or other consideration by the State or 

 any End User to any third party, and Contractor shall promptly notify the 

 State in writing if it becomes aware of any change in any applicable law that 

 would preclude Contractor's performance of its obligations hereunder;  

(c) as accessed and used by the State or any End User in accordance with this 

 Change Notice and the Specifications, the Managed Service, Documentation 

 and all other Services and materials provided by Contractor under this  Change 

 Notice will not infringe, misappropriate or otherwise violate any 

 Intellectual Property Right or other right of any third party;  

(d) there is no settled, pending or, to Contractor's knowledge as of the Effective 

Date, threatened Action, and it has not received any written, oral or other 

notice of any Action (including in the form of any offer to obtain a license): (i) 

alleging that any access to or use of the Services or Software does or would 

infringe, misappropriate or otherwise violate any Intellectual Property Right of 

any third party; (ii) challenging Contractor's ownership of, or right to use or 

license, any software or other materials used or required to be used in 

connection with the performance or receipt of the Services, or alleging any 

adverse right, title or interest with respect thereto; or (iii) that, if decided 

 unfavorably to Contractor, would reasonably be expected to have an actual or 

potential adverse effect on its ability to perform the Services or its other 

obligations under this Change Notice, and it has no knowledge after 

 reasonable investigation of any factual, legal or other reasonable basis for 

any such litigation, claim or proceeding;  

(e) the Software and Services will in all material respects conform to and 

 perform in accordance with the Specifications and all requirements of this 

 Change Notice, including the Availability and Availability Requirement 

 provisions set forth in Section 6; and 

(f) the Software and Contractor Systems are and will remain free of 

 Harmful Code; and 

(g) it will perform all Services in a timely, professional and workmanlike manner 

 with a level of care, skill, practice and judgment consistent with generally 

 recognized industry standards and practices for similar services, using 

 personnel with the requisite skill, experience and qualifications, and will 

 devote adequate resources to meet Contractor's obligations (including the 

 Availability Requirement and Support Service Level Requirements) under this 

 Change Notice. 
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14. Insurance. 

14.1 Required Coverage. At all times during the Term, Contractor shall maintain, at its 

sole cost and expense as part of its existing Errors and Omissions coverage under 

the Contract, cyber liability insurance, including first party and third party 

coverage, with limits no less than One Million US DOLLARS ($1,000,000.00) per 

occurrence and Two Million US DOLLARS ($2,000,000.00) in the aggregate for all 

claims each policy year. 

15. Force Majeure. 

15.1 Force Majeure Events. Subject to Section 15.2, neither party shall be liable or 

responsible to the other party, or be deemed to have defaulted under or breached 

this Change Notice, for any failure or delay in fulfilling or performing any term 

hereof, when and to the extent such failure or delay is caused by: acts of God, flood, 

fire or explosion, war, terrorism, invasion, riot or other civil unrest, embargoes or 

blockades in effect on or after the date of this Change Notice (each of the foregoing, 

a "Force Majeure Event"), in each case provided that: (a) such event is outside 

the reasonable control of the affected party; (b) the affected party gives written 

notice to the other party, stating the period of time the occurrence is expected to 

continue; (c) the affected party uses diligent efforts to end the failure or delay and 

minimize the effects of such Force Majeure Event. 

15.2 The State Performance; Termination.  In the event of a Force Majeure Event 

affecting Contractor's performance under this Change Notice, the State may 

suspend its performance hereunder until such time as Contractor resumes 

performance. The State may terminate this Change Notice by written notice to 

Contractor if a Force Majeure Event affecting Contractor's performance hereunder 

continues substantially uninterrupted for a period of five (5) Business Days or 

more. Unless the State terminates this Change Notice pursuant to the preceding 

sentence, any date specifically designated for Contractor's performance under this 

Change Notice shall automatically be extended for a period up to the duration of 

the Force Majeure Event. 

15.3 Exclusions; Non-suspended Obligations. Notwithstanding the foregoing or any 

other provisions of this Change Notice: 

(a) in no event shall any of the following be considered a Force Majeure Event:  

(i) shutdowns, disruptions or malfunctions of the Contractor Systems or any 

of Contractor's telecommunication or internet services other than as a 
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result of general and widespread internet or telecommunications failures 

that are not limited to the Contractor Systems; or 

(ii) the delay or failure of any Contractor Personnel to perform any obligation 

of Contractor hereunder be considered a Force Majeure Event unless such 

delay or failure to perform is itself by reason of a Force Majeure Event; 

and 

(b) no Force Majeure Event shall modify or excuse Contractor's obligations under 

 Section 6 (Service Availability and Service Availability Credits), Section 10 

 (State Data), Section 11 (Confidentiality), Section 12 (Data Privacy and 

 Information Security), or any Availability Requirement, or Service Availability 

 Credit obligations under this Change Notice. 

16. Software Escrow. 

16.1 Escrow Agreement.  The State is not entitled to receive source code for the 

Software except pursuant to an intellectual property escrow agreement, which may 

be executed separately.  The escrow agreement will govern all aspects of code 

escrow and release. 

17. General Provisions. 

17.1 Governing Law. This Change Notice and all related documents, and all matters 

arising out of or relating to this Change Notice or the Contract, are governed by, 

and construed in accordance with, the laws of the State of Michigan, without 

regard to the conflict of laws provisions thereof to the extent such principles or 

rules would require or permit the application of the laws of any jurisdiction other 

than those of the State of Michigan.  

17.2 Equitable Relief. Each party to this Change Notice acknowledges and agrees that 

(a) a breach or threatened breach by such party of any of its obligations under 

Section 6 (Service Availability and Service Availability Credits), Section 7 

(Support and Maintenance Services), Section 10 (State Data), Section 11 

(Confidentiality), Section 12 (Data Privacy and Information Security), or Section 

16 (Software Escrow) would give rise to irreparable harm to the other party for 

which monetary damages would not be an adequate remedy and (b) in the event of 

a breach or a threatened breach by such party of any such obligations, the other 

party hereto shall, in addition to any and all other rights and remedies that may be 

available to such party at law, at equity or otherwise in respect of such breach, be 

entitled to seek equitable relief, including a temporary restraining order, an 

injunction, specific performance and any other relief that may be available from a 

court of competent jurisdiction.  
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17.3 Schedules and Exhibits. All Schedules that are referenced herein and attached 

hereto, are hereby incorporated by reference. The following Schedules are attached 

hereto and incorporated herein: 

 

Exhibit A Statement of Work  

Schedule A                                                                                                    

Schedule B 

Fees 

Security and Disaster Recovery 

 

  

17.4 Entirety.  All terms, conditions, and specifications of the Contract not specifically 

modified in this Change Notice remain the same and in force and effect. The 

Contract, as modified by this Change Notice, represents the entire agreement and 

understanding between the parties and supersedes all prior and contemporaneous 

proposals or other agreements, oral or written, and all other communications 

between the parties, relating to the subject matter of the Contract.  Where conflicts 

arise between this Change Notice and the Contract, this Change Notice shall 

govern. 

17.5 Counterparts. This Change Notice may be executed in counterparts, each of which 

shall be deemed an original, but all of which together shall be deemed to be one and 

the same agreement and will become effective and binding upon the parties as of 

the Effective Date at such time as all the signatories hereto have signed a 

counterpart of this Change Notice. A signed copy of this Change Notice delivered by 

facsimile, e-mail or other means of electronic transmission (to which a signed PDF 

copy is attached) shall be deemed to have the same legal effect as delivery of an 

original signed copy of this Change Notice. 
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IN WITNESS WHEREOF, the parties hereto have caused this Change Notice to be executed 

as of the Effective Date by their duly authorized representatives. 

 

 
Contractor 

Accela, Inc. 

 

The State 

Michigan Department of Technology, 

Management and Budget 

 

By: _____________________ 

 

Name: _____________________ 

Title: _____________________ 

Date: _____________________ 

By: _____________________ 

 

Name: _____________________ 

Title: _____________________ 

Date: _____________________ 

 
This Change Notice was approved by the Michigan State Administrative Board on June 
10, 2014. 
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EXHIBIT A – STATEMENT OF WORK 
 

 
 
 

Statement of Work 
 
 
 

State of Michigan – Department of Agriculture and Rural Development (MDARD) 
May 7, 2014 

 
Version 2.0 

 
 
 

 
 
 

Accela, Inc. 
2633 Camino Ramon 

Suite 120 
San Ramon, CA  94583 

Tel:  925-659-3200 
Fax: 925-659-3201 
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DOCUMENT CONTROL 
 

Date Author Version Change Reference 

    

11/15/2013 Ean Darbo 1.0 Initial Draft 

11/19/2014 Gene Oh 1.1 Added additional details 

1/19/2014 Gene Oh 1.2 Revisions based on workshop with client 

1/22/2014 Gene Oh 1.3 Addition of Appendix G and H and modifications 

2/20/2014 Gene Oh 1.4 Revisions based on comments from client 

3/07/2014 Gene Oh 1.5 Pricing modified to reflect removal of 17b.  Deliverable 8 A/B 
adjusted. 

5/1/2014 Ean Darbo 1.6 Updated to include final requested changes 

5/5/2014 Ean Darbo 1.6 Update to payment schedule due to calculation error 
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INTRODUCTION 
 

OVERVIEW 

The State of Michigan, Department of Agriculture and Rural Development (“MDARD”) and Accela, Inc.(“Accela”) worked in 
collaboration during the week of November 18, 2013 in a Statement of Work (“SOW”) workshop.  This exercise allowed Accela 
to have the unique opportunity to better understand the MDARD processes and supporting components that would be part of 
this project.  Accela used this collaborative effort to take a dive into each individual division, process, legacy system, interface, 
and data extractions.  As such, Accela and MDARD are better positioned to craft and price this SOW that will more accurately 
represent the work required for a successful implementation.  The SOW is the primary source document that drives the project 
and having a more precise and accurate SOW will provide many benefits.  Some of these benefits include the mitigation of 
many typical project risks, the ability to properly forecast the level of effort for each process, more accurately predict a feasible 
project schedule, defining the scope of work in greater detail, and reducing the need for future change orders.  Finally, the 
work and details gathered during the workshop is relevant and will allow the Accela and MDARD teams to start with an 
established foundation which will greatly benefit the analysis and configuration phases of the project. 
 
The purpose of this project is to replace the current MDARD silos of information and supporting systems with a single web-
based application, online citizen access portal, and mobile solutions.  The implementation of Accela products is designed 
specifically to meet the specific requirements and budget defined by MDARD.  Accela will utilize a best practice 
Implementation Methodology, lessons and applicable processes from LARA, and based on previous client interactions and 
industry knowledge, to promote a successful project that will meet MDARD’s objectives.  The following SOW will detail how 
Accela Services will implement the software you have purchased, including the major milestones and deliverables that will 
ensure a complete solution for MDARD. 

 
Accela is committed to providing a superior software solution, and deployment of the software, for the current and future 
needs of MDARD.  Accela will work with MDARD staff to optimize Accela’s portfolio of software, best practices, and customer 
experience to enable MDARD  to successfully deploy its Accela Automation software and meet its functionality, timing and 
cost requirements. This Statement of Work dated November 18, 2013, sets forth a scope and definition of the 
consulting/professional services, work and/or project (collectively, the “Services”) to be provided by Accela to MDARD. 
 
Capitalized terms not defined in this SOW are as defined in the Contract, No. 071B3200042.  In the event of any conflict 
between the Contract and this SOW, the terms of the Contract shall govern. 
 

CRITICAL SUCCESS FACTORS 

In order to successfully execute the services described herein, there are several critical success factors for the project that 
must be closely monitored and managed by the stakeholders.  These factors are critical in setting expectations between 
MDARD and Accela, identifying and monitoring project risks, and promoting strong project communication. 

 

 Dedicated MDARD Participation – MDARD and Accela acknowledge that its staff must be actively 
involved throughout the entire duration of Services as defined in the agreed upon Project Plan.  MDARD 
and Accela will work with DTMB project manager to communicate any insufficient participation of resources 
through weekly Project Status Reports with real and potential impacts to the project timeline.  Accela and 
DTMB project managers will work with project sponsors and department leaders to determine appropriate 
team member involvement.  This could range from full-time, during early analysis meetings, to part-time 
during the technical implementation phase.  Dis-satisfaction of any personnel will be documented by project 
management identifying issues.  Examples of dis-satisfaction would include lack of responsiveness, lack of 
participation, lack of availability, etc.  If issues continue either party has the right to request replacement of 
team member with a minimum of 2 weeks of services at no cost to the State of Michigan for 
knowledge/project transfer.  Please see Appendix A for a full description of participant resources. 

 

 Accela Implementation Methodology – It is imperative to project success that MDARD is willing to adhere/adopt to 
the Accela Implementation Methodology.  Please see Appendix B for a full description of the Accela Methodology. 
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 Knowledge Transfer – It is critical that MDARD personnel participate in the analysis, configuration and 
deployment of Accela Automation in order for Accela to transfer knowledge to MDARD. Once Post 
Production assistance tasks and all work remaining as part of this contract are completed by Accela 
Services, MDARD assumes all day-to-day operations of Accela Automation outside of the Support and 
Maintenance Agreement.  The Support and Maintenance Agreement does not cover any MDARD 
manipulation of implemented scripts, reports, interfaces and adaptors outside of the scope of this 
agreement or subsequent change orders.  Depending on the scope of the project, key knowledge transfer 
areas could include: 

 Configuration 

 Scripting 

 Batch scripts 

 Interfaces 

 Event Management Scripts 

 Reports and Forms 
 

 

PROJECT TIMELINE 
 
The project will be broken out into two phases as described below: 

 

Phase Duration Divisions/Processes 

1 10 Months Food Establishment, Nursery, and Motor Fuel Quality/Weights and 
Measures. 

2 20 Months Environmental Stewardship, Animal Industry, Pesticide and Plant Pest 
Management and Dairy. 

  

The total project duration is 26 Months, with Phase 2 beginning prior to the completion of Phase 1. 

 

Upon initiation of these Services, the Accela Project Manager will work with DTMB Project Manager to 
collaboratively define a detailed baseline project schedule.  Accela Project Manager will utilize the latest State of 
Michigan project management documents located at http://www.michigan.gov/suite.  DTMB Project Manager will 
work with the agency project manager to review the project timeline and documents.  Given the fact that project 
schedules are working documents that change over the course of the project, the Accela Project Manager will work 
closely with DTMB project manager to update, monitor, agree, and communicate any modifications and will utilize 
the State of Michigan Change Request process.    Accela project manager will not make changes to the dates on 
the project schedule without MDARD consent or agreement.   

 

Any resulting delays in the mutually agreed upon project plan that drive the estimated completion date beyond that which was 
agreed upon that result from MDARD, or Accela challenges (changes in project sponsor, staffing level/availability, missed 
deadlines) may require a Change Order to reimburse Accela or MDARD, depending on party responsible for the delay, for the 
additional costs associated with the delay, including, but not limited to, additional hours for project management, deliverable 
development and review.  We will utilize the State of Michigan Change order policy as defined in SUITE. 
 
PAYMENT TERMS 

PAYMENT SCHEDULE: 
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Accela will perform the Services on a Deliverable payment basis based on: the nature and scope of the Services and 
associated Deliverables outlined in Appendix D, the expected staffing requirements, project schedule, Accela’s and 
Customer’s roles and responsibilities and the other assumptions set forth in this SOW.  Accela’s total price to perform the 
Services and provide the Deliverables described in Appendix D is $2,389,700.00 exclusive of taxes and expenses (the “Fixed-
Fee”). The Fixed-Fee price is based on the information available at the time of signing and the assumptions, dependencies 
and constraints, and roles and responsibilities of the Parties, as stated in this SOW.   Invoices will be sent as soon as Accela’s 
Deliverable Acceptance form is signed by MDARD. 
 

Deliverable Payment 

Deliverable 1A: Project Initiation $75,000.00  

Deliverable 1B: Project Initiation $75,000.00  

Deliverable 2A: To-Be Analysis Sessions $75,000.00  

Deliverable 2B: To-Be Analysis Sessions $90,000.00  

Deliverable 2C: To-Be Analysis Sessions $90,000.00  

Deliverable 3A: To-Be Analysis Documents $45,000.00  

Deliverable 3B: To-Be Analysis Documents $60,000.00  

Deliverable 3C: To-Be Analysis Documents $60,000.00  

Deliverable 4A: Accela Automation Solution Foundation $50,000.00  

Deliverable 4B: Accela Automation Solution Foundation $100,000.00  

Deliverable 4C: Accela Automation Solution Foundation $100,000.00  

Deliverable 5A: Enterprise Analysis Session $15,000.00  

Deliverable 5b: Enterprise Analysis Session $15,000.00  

Deliverable 6A: Historical Data Conversion Analysis $20,000.00  

Deliverable 6B: Historical Data Conversion Analysis $20,000.00  

Deliverable 6C: Historical Data Conversion Analysis $20,000.00  

Deliverable 6D: Historical Data Conversion Analysis $20,000.00  

Deliverable 6E: Historical Data Conversion Analysis $20,000.00  

Deliverable 6F: Historical Data Conversion Analysis $20,000.00  

Deliverable 6G: Historical Data Conversion Analysis $20,000.00  

Deliverable 6H: Historical Data Conversion Analysis $20,000.00  

Deliverable 6I: Historical Data Conversion Analysis $20,000.00  

Deliverable 6J: Historical Data Conversion Analysis $20,000.00  

Deliverable 6K: Historical Data Conversion Analysis $20,000.00  

Deliverable 7A: Historical Data Conversion Development $20,000.00  

Deliverable 7B: Historical Data Conversion Development $20,000.00  

Deliverable 7C: Historical Data Conversion Development $20,000.00  

Deliverable 7D: Historical Data Conversion Development $20,000.00  

Deliverable 7E: Historical Data Conversion Development $20,000.00  

Deliverable 7F: Historical Data Conversion Development $20,000.00  

Deliverable 7G: Historical Data Conversion Development $20,000.00  

Deliverable 7H: Historical Data Conversion Development $20,000.00  

Deliverable 7I: Historical Data Conversion Development $20,000.00  

Deliverable 7J: Historical Data Conversion Development $20,000.00  

Deliverable 7K: Historical Data Conversion Development $20,000.00  

Deliverable 8A: Interface Analysis and Development $25,000.00  
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Deliverable 8B: Interface Analysis and Development $25,000.00  

Deliverable 8C: Interface Analysis and Development $25,000.00  

Deliverable 8D: Interface Analysis and Development $25,000.00  

Deliverable 8E: Interface Analysis and Development $25,000.00  

Deliverable 9A: Business Process Validation and Automation $50,000.00  

Deliverable 9B: Business Process Validation and Automation $75,000.00  

Deliverable 10A: Report Specifications $35,000.00  

Deliverable 10B: Report Specifications $55,000.00  

Deliverable 11A: Report Development $35,000.00  

Deliverable 11B: Report Development $50,000.00  

Deliverable 12A: Accela Citizen Access Configuration $25,000.00  

Deliverable 12B: Accela Citizen Access Configuration $25,000.00  

Deliverable 13: Accela Mobile Office $35,000.00  

Deliverable 14A: V360 User Experience $25,000.00  

Deliverable 14B: V360 User Experience $35,000.00  

Deliverable 15: Administrative Training $35,000.00  

Deliverable 16A: Report Workshop $20,000.00  

Deliverable 16B: Report Workshop $20,000.00  

Deliverable 17: Train the Trainer $25,000.00  

Deliverable 18: Citizen ACA Testing $25,000.00  

Deliverable 19A: User Acceptance Testing  $45,000.00  

Deliverable 19B: User Acceptance Testing  $75,000.00  

Deliverable 20: Citizen ACA Training $25,000.00  

Deliverable 21A: Pre-Go Live Support  $50,000.00  

Deliverable 21B: Pre-Go Live Support  $70,000.00  

Deliverable 22A: Go Live Support and Transition to CRC  $50,000.00  

Deliverable 22B: Go Live Support and Transition to CRC  $89,700.00  

Total for Services $2,389,700.00  

 

PROJECTS PUT ON HOLD: 

 

It is understood that sometimes MDARD priorities are revised requiring MDARD to place the Accela implementation 
on hold.   MDARD must send a formal written request sent to Accela in order to put the project on hold.  A project 
can be on hold for up to 90 days without invoking the termination clause (see Services Agreement). After that time, 
Accela can choose to cancel the rest of the Statement of Work. To finish the project will require a new Statement of 
Work at new pricing.  The only exception to this policy is an ‘Act of God’ such as hurricane, flood, etc. that MDARD 
experiences in which case no termination clause will be executed unless MDARD specifically requests it. 

 

When a project is put on hold, at minimum, Accela will need to draft a Change Order to keep some of the Accela 
project manager’s time engaged to monitor progress and to resource the project once it comes off hold.  The 
amount of time will be negotiated on a case by case basis.  Other Change Order items may be needed as a result 
of the delay.  When a project goes on hold, project resources will be re-deployed and Accela will need a forty-five 
(45) calendar day notice to re-staff the project. Resumption of the project will be dependent upon Accela resourcing 
timelines.   
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Should MDARD become non-responsive to Accela communications for a term of 30 calendar days regarding 
continuance of the project work, Accela can choose to cancel the remainder of the Statement of Work.   

 
PROJECT ASSUMPTIONS 

GENERAL PROJECT ASSUMPTIONS 

 

Scope and Timeline 

 MDARD and Accela will review their responsibilities before work begins to ensure that Services can be 
satisfactorily completed and in the appropriate timeframe. 

  “Go live” (system is in production) timeline assumes timely completion of MDARD deliverables 
(including finalization of requirements / use cases / product catalog), availability of key MDARD 
resources, and collaboration and availability of any third-party vendor resources.  Late (per mutually 
agreed project plan) MDARD deliverables may adversely impact overall implementation timeline.   

 Project plan will be mutually agreed to by DTMB/MDARD and Accela project managers prior to to-be 
analysis stage. Overall project plan will be owned by DTMB project manager.  

 Accela will provide DTMB Project Manager with a Weekly Status Report that outlines the tasks 
completed during the prior week, the upcoming tasks that need to be completed for the upcoming 
weeks, the resources needed to complete the tasks, a current version of the project plan, and a listing 
of any issues that may be placing the project at risk (e.g., issues that may delay the project or 
jeopardize one or more of the production dates).  

 The project schedule is managed using Microsoft Project. Should any tasks slip behind schedule ten 
(10) business days, Accela and MDARD will escalate according to the Communication Plan in the 
Project Charter. 

 All project management outside of the deliverable templates will follow the State of Michigan’s SUITE 
standards.   

 Deliverables will be documented in Accela based templates using the Accela methodology. Sample 
templates are available to MDARD upon request however the templates do not represent completed 
deliverables, they are just examples. These are implementation specific documentation that may 
include:  
o Analysis Documentation - As-is and to-be specification document. 
o Configuration Output Report – Configuration report that documents the components that are 

currently setup in the system. 
o Data Mapping Document – Data conversion mapping document. 
o Interface Specification Documents – Interface specifications with functional and technical guidelines. 
o V360 Configuration Document – Look and feel of the system configuration. 
o ACA Configuration Document – Documentation on the ACA configuration. 
o AMO Configuration Document – Mobile specific settings and queries documentation. 
o GIS Configuration Document – GIS related configuration document for AGIS and ArcGIS server 

configuration. 
 .    

Training 

 All on-site Accela-led training will be conducted at MDARD facilities unless the training is one day or less in which 

case it may be conducted via WebEx. 

 MDARD will provide adequate training rooms/space with sufficient computing capability and network access as 

needed. 

 MDARD project team will provide the necessary staff resources to complete training needs analysis and assist 

with training planning. 
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 MDARD is solely responsible for making designated trainees (trainers, agents, administrators) available for 

training per the project schedule. If any designated trainee is not available to participate in scheduled training, 

Accela is not responsible for making alternative arrangements for missed training. 

 Each division will receive the same core instruction, customized to the division and role. 

 MDARD will be responsible for all end user training including training logistics, training scheduling, and the 

printing of training materials. MDARD will confirm the total number of training rooms needed for the project 

duration after MDARD approval of the draft training strategy. 

 MDARD users will have basic computer skills. Accela is not responsible for an individual’s response to the training 

or their capacity to learn or be trained. Specific prerequisite skills include: 

- End users – proficient in Windows environment and Internet environment, as well as working 

knowledge of MDARD business processes and functions. 

- Technical staff – in addition to the above skills, technical resources from DTMB that will be involved 

with the implementation and support should have knowledge of: 

 Moderate to advanced technical knowledge of database design, database usage, syntax 

management, and java scripting. 

 Familiarity with existing system source data 

 Familiarity with existing system design and structure 

 Crystal Reports 

 MDARD may request “make-up” or remedial training sessions for initial training provided during system 
deployment, via the Change Order process for estimated staff hours per session at the specified hourly 
rate for each training category. 

Testing 

 Accela is responsible for testing the initial configuration of system 

 MDARD is responsible for writing User Acceptance Test Scripts.  Accela will provide templates and 
samples so that MDARD does not have to start from scratch. 

 MDARD staff are responsible for User Acceptance Test and System Integration Testing 
 

Go Live and Go Live Support 

  “Go Live” definition is that all the Accela software is up and running in production.  Accela consulting 
resources will support MDARD after “Go Live” for each Phase until such time that MDARD support is 
transferred to our Customer Resource Center.  If MDARD moves to production and the project has met 
the acceptance criteria, MDARD is then deemed to have accepted the software. Accela consulting 
resources will support MDARD after “Go Live”, for each Phase, until such time that MDARD is 
transferred to support (21 calendar days in production) 

 

Project Completion 

 The project is complete once the transition to Accela’s support (CRC) has been completed for Phase 2.  
If applicable, the specific deliverable acceptance process and financial obligation for “transition to CRC” 
or “project completion” will commence on the date of transition to Accela’s CRC.  Transition to CRC will 
occur once all High Priority go-live issues have been resolved and all contractual obligations have been 
met. 

 

PROJECT RESOURCING ASSUMPTIONS 

 
MDARD Resourcing 

 MDARD and DTMB will provide dedicated project management throughout the course of the 
implementation. 
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 MDARD’s Project Management team will maintain primary responsibility for the scheduling of MDARD 
employees and facilities in support of project activities.  

 MDARD has committed to the involvement of  key resources and subject matter experts for ongoing 
participation in all project activities as defined in the project plan associated with this SOW. 

 
Accela Resourcing 

 Accela has assumed that project team will need to be on-site as appropriate and mutually agreed upon.  Additional on-
site consulting will be at the mutual agreement of MDARD and Accela Project Manager.   

 Accela personnel will attend MDARD executive steering committee meetings as requested by MDARD. 

 In the pricing, Accela has assumed the appropriate resourcing to ensure deployment success for the scope outlined. 
Significant additional support requested by MDARD over this level of resourcing would necessitate a change order that 
could impact the cost of the project.  

 Accela will provide a project manager for services throughout the implementation in order to plan and monitor 
execution of the project in accordance with deliverables outlined in the Statement of Work.  To support the 
implementation of the Accela Automation software at MDARD, Accela will provide Project Management services 
throughout the project.   

 

Third Party Resourcing 

 Accela is not responsible for impacts to project timeline created by dependency on MDARD third party consultants.  
Timeline changes will result in a Change Order for extension of Accela project resources caused by MDARD third party 
consultant actions (including availability) resulting in additional time or scope. 

 

PAYMENT ASSUMPTIONS 

 

General 

 Invoices are due net 45 of the invoice date. 

 Accela will invoice customer within 30 days of completing milestones and incurring expenses. 
 

Deliverable Payments 

 A Deliverable Acceptance form will be generated when each deliverable is complete for MDARD signature. 

 MDARD signs a Deliverable Acceptance form to generate an invoice for Milestone payments.  
 

ACCELA SOLUTION ASSUMPTIONS 

 
General  

 Accela will implement the Accela Automation Cloud solution in accordance with the terms of Change Notice 
#2. The implementation will be based upon the feature set available in the latest version of Accela 
Automation.  New features deployed by Accela in the Cloud solution during the project will be left turned off 
for MDARD by default.  New features will be reviewed by MDARD and Accela to determine feasibility and 
impact of incorporating the change into the project plan. If there is minimal impact to the project or project 
timeline every effort will be made to incorporate the new features. 

 For use with Accela Citizen Access, MDARD will provide/purchase/acquire an online merchant account and 
all related hardware required by the merchant account provider for the handling of credit cards and/or ACH. 

 MDARD is responsible for proper site preparation, hardware, software, and network configuration in 
accordance with Accela specifications for Accela GIS and Accela Mobile Devices.   

 Accela will be responsible for implementing a current functioning version of the application software at MDARD  
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 MDARD will ensure that Accela resources have access to a Dev or Test version of the 3rd party system for 
interface development.  All interfaces will be developed against 1 (one), agreed upon version of the 3rd 
party system.   

 MDARD will provide Accela with access to test and development environments for each MDARD system that 
requires integration with Accela Automation.   

 Section 2.250 of the Contract shall be applicable to the Services performed under this Statement of Work. 

 

 

Data Conversion 

The following information provides detail related to the scope of Accela’s data conversion offerings.  Due to the inherent 
complexity of conversion activities, it is critical to address and understand common questions and misconceptions.  Any 
conversion activity or requirement not included in this section is considered out of scope, and may be addressed through 
a change order for Accela services. 

 
General Information AND Requirements for Historical Conversions 

 The standard data conversion includes the conversion of transactional data to the Accela Automation 
database when a configured destination exists.  In the event there is no destination for legacy transactional 
data then it will be required to be converted as best fits into another area of the configuration or excluded 
from the conversion effort.  

 Accela and MDARD will perform unit testing of the conversion program including spot checks of the data 
within Accela Automation in order to identify if data corruption issues exist.  Extensive quality assurance of 
legacy/historical data by MDARD is required in order to ensure accurate transfer of data.   

 A completed, signed off, Solution Foundation phase where the configuration is complete must be available 
before Accela will begin the data conversion mapping effort. 
 

Data Conversion Assumptions 

 “As-Is” Approach: Conversion of transactional tables, Address/Parcel/Owner (APO) data, Professional 
License data is executed “As-is” into Accela Automation.  “As-is” means that the data will be transformed as 
mapped to existing configuration elements in Accela Automation. The conversion process will not create 
configuration data or alter the mapped data when processed into Accela Automation.  Additionally this 
means if invalid, inaccurate, or incomplete data is provided, it will be loaded into Accela Automation “As-Is”.  
All data cleanup must occur prior to execution into Accela Automation. 

 Accela Data Conversion Tools:  Data will be mapped and converted utilizing Accela’s Extract, Translate 
and Load (“ETL”) toolset.  This will assist to ensure the accuracy of the mapping.  The data mapping tool 
ensures that the legacy source to Accela Automation solution is accurate and prevents data from failing to 
convert, while the execution tool can be used to consistently run conversion process and track statistics.  

 Acceptable Data Formats For Historical Conversion:  It is expected that the Conversion Source Data be 
provided in an Oracle 10g/11g or Microsoft SQL Server 2000/2005/2008 database format.  In the event that 
the source is not in an acceptable format, Accela will provide recommendations for transposing the data in 
the proper format. 

 Acceptable Data Formats For Reference Conversion: It is expected that the Conversion Source Data be 
provided in Oracle 10g/11g, Microsoft SQL Server 2000/2005/2008, or pipe delimited flat file format. In the 
event that the source is not in an acceptable format, Accela will provide recommendations for transposing 
the data in the proper format. 

 Documents:  Historical/Legacy data conversion includes the conversion of attached documents into Accela 
Document Services (“ADS”) in Accela Automation, provided MDARD provides the documents in the 
structure Accela requires. The documents will be converted to the configured primary electronic document 
management system (EDMS).  See Standard Document Migration for additional details. 

 
Standard Document Migration 

 The standard document conversion may be utilized to convert record/permit level attached electronic 
documents into the configured Accela Automation EDMS systems.  In the event a 3rd party EDMS is used by 
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Accela Automation, it is still possible to convert documents if the 3rd party interface supports the create 
method.. 

 At a minimum the electronic document(s) to be converted must exist in a Microsoft Windows accessible file 
system (ex. NTFS, FAT32) and have the ability to identify the associated Record ID in order to be 
converted.  In the event that the files exist in a database they must be extracted into a windows file system 
prior to be evaluated for conversion.   

 

 

ADMINISTRATION 

LOCATION OF SERVICES AND KEY CONTACT 

Services contracted under this SOW may be performed remotely and/or at MDARD’s on-site facilities as deemed 
appropriate and reasonable for the successful completion of the Services detailed herein.   

 
Please indicate below the primary MDARD location which will benefit from the services covered under this SOW.    

Work Location: 

 
525 West Allegan Street 
Lansing, MI 48933 

 

 

Please indicate below the key DTMB contact that will be responsible for Project Management: 

Name: Kalpana Kumar 

Title: Project Manager, CSM  

Phone Number(s): (517) 241-1311 

Email: KumarK@Michigan.gov 

 

CHANGE ORDERS 

 
In order to make a change to the scope of Professional Services in this SOW, MDARD must submit a written 
request to Accela specifying the proposed changes in detail.  Accela shall submit to MDARD an estimate of the 
charges and the anticipated changes in the delivery schedule that will result from the proposed change in the 
Professional Services (“Change Order”).  Accela shall continue performing the Professional Services in accordance 
with the SOW until the parties agree in writing on the change in scope of work, scheduling, and fees therefore.  Any 
Change Order shall be agreed to by the parties in writing prior to implementation of the Change Order. If Accela’s 
effort changes due to changes in timing, roles, responsibilities, assumptions, scope, etc. or if additional support 
hours are required, a change order will be created that details these changes, and impact to project and cost (if 
any).  Any change order shall be signed by Accela and MDARD prior to commencing any activities defined in the 
change order.  Standard blended rate for Accela resources is $185 per hour.   
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EXPIRATION 

The scope and terms of this SOW must be executed within sixty (60) calendar days of the date of this SOW.  If the SOW is not 
executed then the current scope and terms can be renegotiated.  
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SIGNATURES 
This Statement of Work may be signed in counterparts, each of which shall be deemed an original. 
 
IN WITNESS WHEREOF, the parties have caused this Statement of Work to be executed by their duly authorized 
representatives as identified below. 
 
                                                         Contractor    State of Michigan 

Authorizing Signature   

Name   

Title   

Date   

 
APPENDIX A: PROJECT RESOURCES 

MDARD RESOURCES 

MDARD must fill the appropriate roles with the appropriate personnel to work together with the Accela Project Team 
for these Services and that MDARD will make available additional resources as needed for the Services to be 
successful.  MDARD roles can be filled by the same person.  In addition, MDARD will provide all necessary 
technical resources to make appropriate modifications within any MDARD systems wishing to integrate with any 
Accela systems. These resources must be proficient in MDARD coding/development environment and tools, to 
make the required changes to their software to enable integration and must be available during the timeframe of 
these Services.   MDARD roles include Sponsor, Project Manager, Technology Manager, and Business Lead(s) for 
each Division/department being implemented, Super User trainers, and others as appropriate. 

 

MDARD Resources Description 

Project Sponsor 

Responsibilities include: 

 Ultimate responsibility for the success of the project, 

 Creating an environment that promotes project buy-in, 

 Driving the project through all levels of MDARD, 

 High-level oversight throughout the duration of the project, 

 Serving as the primary escalation point to address project issues in a timely 
manner. 

Project Manager 

Responsibilities include: 

 Overall administration, coordination, communication, and decision- making 
associated with the implementation; 

 Planning, scheduling, coordinating and tracking the implementation with 
Accela and across departments within MDARD; 

 Ensuring that the project team stays focused, tasks are completed on 
schedule, and that the project stays on track. 

Division/Departmental  Business 
Leads 

A user representative for each affected divisions, Animal Industry, Food and Dairy, 
Environmental Stewardship, Consumer Protection Section (CPS) and Pesticide and 
Plant Pest Management, must be appointed to facilitate analysis and configuration 
and serve as a decision-making entity for that group.  These critical appointments 
may well determine the success of the implementation for their respective areas. 
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Responsibilities include: 

 Attending requirements workshop sessions; 

 Willing and able to gather data and make decisions about business 
processes; 

 Assist in the creation of specifications for reports, interfaces & conversions 

 Review and test the system configuration; 

 Participating in the implementation of the Accela Automation solution. 

Division/Departmental Subject 
Matter Expert (SME) 

Responsibilities include: 

 Being trained on the Accela Automation system at a System Administration 
level; 

 Being fully engaged in the Business Analysis and system configuration 
activities; 

 Assist internal efforts towards the creation of reports, interfaces & 
conversions; 

 Assist in the review and testing of the system configuration; 

 Actively participate in the full implementation of the Accela Automation 
solution. 

Technical Lead 

Responsibilities include: 

 Primary responsibility for the technical environment during the software 
implementation for Accela GIS and Accela Mobile Hardware; 

 Ensure that servers, databases, network, desktops, printers, are available for 
system implementation and meet minimum standards for Accela GIS and 
Accela Mobile hardware; 

 Work with Accela technical personnel during implementation; 

 Act as the primary technical resource for troubleshooting problems; 

 

  

 

ACCELA RESOURCES 

Accela will assign key Professional Services resources for this engagement with MDARD.  These individuals are 
well versed in the Accela Automation application, and are well qualified to lead this effort.  Accela’s Project Manager 
shall assume full responsibility for the coordination of this team and its interaction with key MDARD resources 
assigned to the effort. 

 

The main roles are as follows: 

 

 

Accela Resources Description 

Project Executive 

The Project Executive oversees the project’s progress/direction and works with the 
Project Manager to ensure efficiency, consistency and quality in delivery of Accela 
implementations.   The Project Executive actively participates in a project 
director/executive role.  The Project Executive will meet with MDARD Executives 
monthly or upon request throughout the duration of the project. 
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Project Manager 

The Accela Project Manager is responsible for the overall project management 
and works directly with the client along with DTMB Project Manager throughout 
all aspects of Accela implementations: from the initial scoping, planning, 
staffing to delivery.  The Project Manager undertakes the project 
administration tasks including:  

 

 Project plan management, 

 Change order management, 

 Issue log management and escalation, 

 Status reporting, 

 Project workspace management, 

 Resources management, 

 Work plan management, 

 Meetings management, 

 Project review with Project Executive. 

In addition, the Project Manager will actively participate in leading the System 
Configuration Analysis sessions and will be responsible for the creation of the System 
Configuration Document. 

Senior Implementation 
Consultant 

The Senior Implementation Consultant assigned to the project will have major 
experience in the business process as well as the product functionality and is 
responsible for: 

 

 Business analysis activities: Mapping the client’s business processes 
and requirements to the functionality of Accela’s products and the 
creation of solution design, 

 Leading system configuration activities, 

 Providing training/mentoring to MDARD staff, 

 Recommend industry best practices to MDARD to enhance business 
processes, 

 Guide MDARD on how best to configure the system based on past 
experiences and software expertise. 

  

Implementation Consultant 

Implementation Consultant resources support the project and typically focus 
on the flowing tasks. 

 

 The configuration of the system to match the System Configuration 
document. 

 Build activities within the project, such as conversion data mapping, 
creation of reports and interface specification. 

 

Technical Consultant 

Accela Technical Consultants are involved in all areas that require knowledge 
of server-side considerations and Accela add-on products such as: 

 

 Application installation and setup (Accela Automation, Accela GIS, 



42 
 

Accela Wireless, and Accela Citizen Access), 

 Report definition and creation, 

 Event Manager Script definition and programming, 

 Database Conversions and data mapping assistance, 

 Interface specifications and development. 

Training Consultant 

 Training Consultants are responsible for Accela Training classes with 
assistance from Implementation consultants, depending on the nature of the 
specific project. 

 
 

APPENDIX B - ACCELA IMPLEMENTATION METHODOLOGY 
 
Accela will deliver its Services to MDARD by employing the methodology detailed in this section.  This is a proven 
methodology that guides the project from inception to deployment, thereby increasing the chances of successfully 
implementing Accela software products.  Project delivery through execution of this Implementation Life Cycle is 
described below. 

 
IMPLEMENTATION LIFE CYCLE 

 

Thorough execution of these six stages ensures that Accela customers receive high-quality services throughout the 
project engagement. 

 

Figure 1 - Accela Methodology 

 

 

 

As illustrated in the figure above, the stages of project delivery flow in linear direction, although many tasks run in 
parallel as appropriate to avoid unnecessary project delays.  Each stage has pre-defined objectives, tasks and 
associated deliverables.  Depending on the exact scope of the project, a full complement or subset of all available 
deliverables will be delivered through the services defined for the project.  Employing this deliverables-based 
approach ensures that Accela and MDARD understand the composition and ‘downstream’ impact of each project 
deliverable to ensure the project is delivered with quality and in a timely manner. 

 

INITIATION 

Initiation represents the first stage in the lifecycle.  During the Initiation stage, project contracts and the 
SOW are finalized, project scope and objectives are reviewed, and project planning activities and 
deliverables are completed.   

 

To –Be ANALYSIS 

Analysis is the second stage in the lifecycle.  During the Analysis stage, Accela reviews existing MDARD 
documentation, interviews MDARD staff, and conducts workshops to understand the “To-Be” vision of 
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MDARD that can be executed with the aid of Accela Automation.  It is during this Phase that Accela gains a 
deeper understanding of MDARD processes and business rules; simultaneously, MDARD begins to gain a 
deeper understanding of the methodology and Accela Automation capabilities.  A key output of this Phase 
is the To-Be Analysis Document(s) which serve as the ‘foundation’ for configuration of Accela Automation 
to support germane elements of MDARD “To-Be” vision.  Supplementing the To-Be Analysis Document(s) 
are all other configuration specifications documents related to data conversion, interfaces, reports, and 
event scripts.   

 

SOLUTION FOUNDATION 

Solution Foundation is the third stage in the lifecycle.  It begins upon completion of Stage 2 and should be 
completed prior to the next stage, Build.  During the Solution Foundation stage, Accela Automation will be 
built to match the to-be processes agreed to in the Analysis stage.  Essential to this effort is the 
configuration of the Record (Case, Application, Permit, Work Order, etc) types that were agreed to during 
the Analysis phase.    

 

BUILD 

Build serves as the fourth stage in the lifecycle, and execution of this stage overlaps Configuration, but 
ends after Configuration is complete.  During the Build stage, all defined elements during the Analysis 
stage beyond the Solution Foundation will be implemented.  This includes conversions, event scripts, 
interfaces and reports.  

 

READINESS 

Readiness is the fifth stage in the lifecycle.  During the Readiness stage Accela Automation is fully tested, 
errors are identified, documented and corrected.  Additionally, the solution is prepared for deployment.  In 
addition, system administrators and end users are trained so that all appropriate MDARD staff members 
are prepared to use and maintain the software once the move to production occurs.   

 

DEPLOY 

Deploy is the sixth and final stage in the lifecycle.  During the Deploy stage the applications are moved to 
production; all requisite pre-production activities are identified, tracked and completed, and post-production 
analysis and review is completed.  After moving to production, the Accela Automation applications will be 
transitioned to the Accela Customer Resource Center (‘CRC”) for ongoing support, after 90 days.  A formal 
transition will occur between the Services team and the CRC that instructs MDARD on available 
communication channels (telephone, email, online tracking system) and use of the Accela knowledge base.   
Lastly, all documented issues or enhancement requests will be transitioned from the Services team to the 
Customer Resource Center.  
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APPENDIX C – DELIVERABLE ACCEPTANCE FORM 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
   

Date:  

Agency Name:  

Approving Agency Manager:  

Accela Manager:  

Project Name / Code:  

 
Contract / Agreement #: 
 

 

       
MDARD agrees that Accela has successfully completed the following Deliverables: 
 
 

Deliverable # 
Source / 
Reference 
Details 

 

 Service 
Agreement 

 

 
Agency agrees that Accela has successfully completed the Deliverables described above in accordance with the terms of the 
related Contract/Agreement.  

     
     
 

Agency Name 

 
Signature 1 (MDARD PM)  Signature 2 (DTMB PM) 

 
Project Manager   Title 2 

 
Date 1    Date 2 

APPENDIX D – DETAILED SCOPE 
The following section describes the specific activities and tasks that will be executed to meet the business objectives and 
business requirements of MDARD.  In support of the implementation effort as described above, Accela will provide the 
following detailed implementation services.  For each deliverable, a description is provided as well as criteria for acceptance of 
the deliverable. 
 

Sign and fax this document to:  
 
Accela, Inc. 
YOUR NAME 
YOUR TITLE 
Tel:  
Fax:  
 

 

Email this document as an 
attachment to: 
 

YOUR EMAIL OR 

Please acknowledge acceptance by: 

A B 

APPROVALS: 
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STAGE 1 - INITITATION 

DELIVERABLE 1A/B: PROJECT INITIATION 

Project initiation is an opportunity to ensure the project starts in a well-organized, structured fashion while re-
confirming MDARD and Accela expectations regarding the implementation.  This Deliverable is comprised of project 
planning activities, core project management documents and templates and the first on-site meeting conducted 
between MDARD and Accela after the signing of the Statement of Work. 

 

In conjunction with MDARD representatives, Accela will perform the following tasks: 

 Finalize staffing for the project teams  

 Conduct a formal onsite Kickoff meeting.  The objective of this meeting is to review the purpose of the project and 
discuss the project scope, roles and responsibilities, deliverables, and timeline 

 Review Project Status Report Template format 

 Finalize and document formal deliverable signoff procedures, identify team members that will be responsible for 
signoff from MDARD and Accela 

 Finalize an integrated project plan that includes detailed resource allocation for all tasks (in cooperation with DTMB 
Project Manager) 

 Develop a Project Charter that defines how the project will be governed, including a detailed escalation plan and 
communication plan 

 Create the project SharePoint site and load all standard, current documentation 

 Conduct Core Team training in order to prepare the Subject Matter Experts for the To-Be Analysis stage 

 

The Project Kickoff Meeting includes a formal presentation by the project team to review project objectives, 
methodology, timeline, roles and responsibilities, risks, and other key project elements with project stakeholders.  

 

In terms of specific output, the following will be executed for this deliverable for each Phase: 

 

Deliverable 1A - Phase 1 

 Initial Project Charter 
 Detailed Baseline Project Plan  
 Project Status Report Template 
 Project SharePoint Site 
 Project Kickoff Presentation  
 Core Team Training (2.5 days), onsite, up to 14 students 

 

Deliverable 1B - Phase 2 

 Updated Project Charter 
 Detailed Baseline Project Plan – Phase 2 
 Project Kickoff Presentation 
 Core Team Training (2.5 days), onsite, up to 14 students 

 

 

Accela Responsibilities: 

 Provide timely and appropriate responses to MDARD’s request for information 

 Coordinate project planning activities 

 Communicate the Accela Implementation Methodology that will be used by Accela to deliver Services 
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 Complete detailed Baseline Project Plan, Project Status Report Template, and Project Kickoff Presentation 
deliverables with input from appropriate MDARD resources 

 

MDARD Responsibilities: 

 Identify and set expectations with key resources and subject matter experts for ongoing participation in the 
project. 

 Provide timely and appropriate responses to Accela’s requests for project planning input and meeting 
logistics requests 

 Provide meeting facilities for Project Kickoff and other onsite activities 

 Include Project Sponsor in Project Kickoff Meeting 

 Provide suitable MDARD facilities to accommodate training 

 Ensure that users are proficient in using PC’s in a Windows environment as a prerequisite for the training 

 Ensure that users are familiar with use of standard Internet browsers as a prerequisite for the training 
 

Final Acceptance Criteria:  

 Review and acceptance of the Project Status Report 

 Review and acceptance of the Detailed Baseline Project Plan 

 Review and acceptance of the Project Charter 

 Completion of the Project Kickoff Meeting 

 Completion of Core Team Training 
 

STAGE 2 – TO-BE ANALYSIS 

To-Be Analysis is comprised of the activities required to define the Accela Automation Solution Foundation for 
MDARD.  The key output of the process are To-Be Analysis Document(s), which serves as a ‘blueprint’ for design 
and baseline configuration efforts throughout the implementation project and establishes the benchmarks for testing 
and acceptance at the conclusion of the project.  The To-Be Analysis Document(s) include detailed information on 
MDARD’s business processes to be configured in the Accela Automation Solution Foundation, including the 
following topics: 
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 Process Overview 
 Intake Process, user defined and required fields 
 Required/Optional Review Tasks 
 Issuance requirements 
 Inspection Types, scheduling and checklists 
 Workflow and processing requirements 
 Fees – types, processing and schedules 
 Citizen Portal (Accela Citizen Access) specific to online submittal, inquiry, inspection scheduling and fee payments 
 Electronic Document Review and Markup 

 
The To-Be Analysis Sessions and To-Be Analysis Document(s) will include the high-level requirements related to the following 
deliverables.  However, the specifics for each deliverable will be discovered and documented later in the project as they are 
dependent on the completion of the Solution Foundation milestone.  (Example: Discovery of MDARD requirement for a 
Receipt Report is documented during Phase 2: To-Be Analysis, however, the specific report specification and requirements is 
completed in the Report Specification deliverable) 

 Deliverable 9: Business Process Validation and Automation 

 Deliverable 10: Report Specifications 

 Deliverable 11: Report development 

 Deliverable 14: V360 User Experience 
 
A total of 45 (forty five) Business Processes are in scope for this project.  A business process is a record type and 
includes the supporting sub processes.  See Appendix F for the business processes. Phase 1 includes 6 total 
Business Processes and Phase 2 includes 39 total Business Processes. 
 
The complete list of known License Types can be found in Appendix E - License Types. 
The complete list of known Inspection Types can be found in Appendix F - Inspection Types. 
 
The Project Team, consisting of representatives from both Accela and MDARD, will conduct a formal review of the To-Be 
Analysis Documents for the purpose of approval and sign-off on the deliverable.  Accela will build prototypes of 8 (eight) select 
processes, agreed to by MDARD, which will be used during the review sessions to demonstrate the proposed functionality.  
Prototyping is intended to demonstrate selected aspects of Accela Automation functionality to assist in understanding how it 
will operate for MDARD. 
 
Deliverable 2 and 3 will be broken out into the 3 distinct deliverables as follows: 

 Deliverable 2A – Phase 1 (Food Establishment, Nursery, and Motor Fuel Quality/Weights and Measures) 

 Deliverable 2B – Phase 2 (Pesticide and Plant Pest Management and Dairy) 
 Deliverable 2C – Phase 2 (Environmental Stewardship, Animal Industry, Weights and Measures) 

 

DELIVERABLE 2A/B/C: TO-BE ANALYSIS SESSIONS  

In order to develop the content for the To-Be Analysis Document(s), Accela will work closely with designated 
MDARD personnel and will conduct analysis sessions to capture the “to-be” required business processes.   

In conjunction with MDARD representatives, Accela will perform the following tasks: 

 Review and understand existing business processes intended for migration into Accela Automation 

 Review the developed business process as a basis for configuration in Accela Automation’s workflow tool 

 Assist MDARD in streamlining existing business processes for fit into Accela Automation 

 Collect employee names and associated roles and identify user group setups 

 Review the collected document intake requirements, forms, and data fields for each process 

 Review the collected document output requirements (documents/letters/reports) 

 Review the collected document fees, fee schedules, and collection procedures for each process 

 Review the collected document all required inspections and inspection result options for each type 
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Accela’s Project Manager will coordinate and schedule the Analysis Sessions in conjunction with MDARD Project Manager 
and according to the agreed upon Project Plan.  In terms of specific output, the following will be executed for this deliverable: 
 

 To-Be Analysis data gathering activities including workshops, interviews and web conferencing sessions 
 

Accela Responsibilities:  

 Provide timely and appropriate responses to MDARD’s request for information 

 Interview staff in order to understand existing business processes 

 Conduct to-be analysis sessions to capture the required business processes to be automated within the 
system 

 Conduct meetings via email, web conference, phone, and in person to gather and validate analysis input 
 

MDARD Responsibilities:  

 Provide timely and appropriate responses to Accela’s requests for information 

 Make available the appropriate MDARD key users and content experts to provide required information, 
participate in the configuration analysis and verify the accuracy of the documented workflows, input/output 
formats, and data elements 

 Provide any existing business process documentation, including process flows; fee schedules; commonly 
used applications, reports and forms; and other relevant information 

 Schedule participants and meeting locations for analysis activities 
 

Final Acceptance Criteria:  

 Completion of To-Be Analysis Sessions 
 

DELIVERABLE 3A/B/C: TO-BE ANALYSIS DOCUMENT(S)  

To-Be Analysis Document(s) will be developed by Accela based on the information gathered in Deliverable 2: To-Be Analysis 
Sessions .  This document(s) will serve as the ‘blueprint’ for processes throughout the implementation project. Upon 
completion of the document(s), Accela will conduct a formal review with MDARD for the purpose of approval and sign-off on 
the deliverable.  To facilitate the approval process, Accela will configure prototypes of the solution for 30 mutually agreed upon 
To-Be processes, which will be used during the review sessions to demonstrate the proposed functionality.  Prototyping is 
intended to demonstrate selected aspects of Accela Automation functionality to assist in understanding how it will operate for 
MDARD. 
 

In terms of specific output, the following will be executed for this deliverable: 

 

 To-Be Analysis Document(s) 
 

Accela Responsibilities:  

 Provide timely and appropriate responses to MDARD’s request for information 

 Interview staff as necessary in order to understand existing business processes  

 Build selected prototypes to demonstrate proposed functionality 

 Conduct meetings via email, web conference, phone, and in person to gather and validate analysis input. 

 Prepare and complete To-Be Analysis Document(s) capturing MDARD’s business processes to be included 
in the Solution Foundation 

 

MDARD Responsibilities:  
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 Provide timely and appropriate responses to Accela’s request for information 

 Schedule participants and meeting locations for To-Be Analysis Document(s) review activities 

 Review and provide feedback on To-Be Analysis Document(s) 
 

Final Acceptance Criteria:  

 Review To-Be Analysis Document(s) and validate that the content accurately reflects the business 
processes data that will be included in the Accela Automation Solution Foundation 

 For each Document, MDARD will have 10 business days to conduct initial review of the To-Be Analysis 
Document(s).  Written approval by DTMB & MDARD will be the acceptance criteria.  Upon delivery of initial 
feedback, Accela will complete the necessary changes and updates.  The second and final review will have 
5 business days for acceptance. 

 

DELIVERABLE 4A/B: ENTERPRISE ANALYSIS SESSIONS 

Accela will work closely with designated Agency personnel and will conduct configuration analysis sessions to 
capture the “to-be” required business processes as they relate to cross-functional or cross-departmental business 
processes.  Many to-be processes will impact all involved departments.  These sessions are where that impact will 
be explored, discussed and agreed upon.  It should be noted that the results of these sessions will be documented 
in the Configuration Analysis Document(s) for each process owning department. 

 

In conjunction with the Agency representatives, Accela will perform the following tasks: 

 Review and understand existing business processes intended for migration into Accela Automation. 

 Review the developed business process as a basis for configuration in Accela Automation’s workflow tool. 

 Assist the Agency in streamlining existing business processes for fit into Accela Automation. 
 
Accela’s Project Manager will coordinate and schedule the Analysis Sessions.  In terms of specific output, the following will be 
executed for this deliverable: 
 

 To-Be Analysis data gathering activities including workshops, interviews and web conferencing sessions. 
 

Accela Responsibilities:  

 Provide timely and appropriate responses to Agency’s request for information. 

 Interview staff in order to understand existing business processes. 

 Conduct configuration analysis sessions to capture the required business processes to be automated within 
the system. 

 Conduct meetings via email, web conference, phone, and in person to gather and validate analysis input. 
 

Agency Responsibilities:  

 Provide timely and appropriate responses to Accela’s request for information. 

 Make available the appropriate Agency key users and content experts to provide required information, 
participate in the configuration analysis and verify the accuracy of the documented workflows, input/output 
formats, and data elements. 

 Provide business process documentation, including process flows; fee schedules; commonly used 
applications, reports and forms; and other relevant information. 

 Schedule participants and meeting locations for analysis activities. 
 

Acceptance Criteria:  
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 Completion of Configuration Analysis Session for Enterprise processes. 
 

 

STAGE 3 – SOLUTION FOUNDATION 

Accela will provide professional services to develop the Accela Automation Solution Foundation in accordance with 
requirements established and agreed upon during the execution of the tasks that comprise Stage 2 – To-Be 
Analysis.  Accela will produce a detailed, technical Solution Foundation Document(s) that represents the entire 
foundation of the system, for each module.  This document will be delivered for review with the completed solution. 

 

Deliverable 4 will be broken out into the 3 distinct deliverables as follows: 

 Deliverable 4A – Phase 1 (Food Establishment, Nursery, and Motor Fuel Quality/Weights and Measures) 

 Deliverable 4B – Phase 2 (Pesticide and Plant Pest Management and Dairy) 
 Deliverable 4C – Phase 2 (Environmental Stewardship, Animal Industry, Weights and Measures) 

DELIVERABLE 5 A/C: ACCELA AUTOMATION SOLUTION FOUNDATION  

Accela will provide professional services to develop the Solution Foundation of the Accela Automation product in accordance 
with requirements established and documented in Deliverable 3: To-Be Analysis Document(s).   

 
In terms of specific output, the following will be executed for this deliverable: 

 

 Completed Foundation of Accela Automation Solution that supports the To-Be Business Processes 
 Accela Automation Solution Foundation Document 

 

Accela Responsibilities:  

 Provide timely and appropriate responses to MDARD’s request for information 

 Configure the foundational components as defined in the To-Be Analysis Document(s) 

 Present the solution foundation for each module to MDARD team or management 
 

MDARD Responsibilities 

 Provide timely and appropriate responses to Accela’s request for information 

 Make available the appropriate MDARD key users and content experts to participate in creating the system 
in an effort to learn about the system to facilitate knowledge transfer 

 Work with Accela to verify that the system meets the foundational requirements documented in the To-Be 
Analysis Document(s) 

 Accela will work with MDARD to test the system for purposes of validating the configuration 
 

Final Acceptance Criteria:  

 Review and approve that the Accela Automation Solution Foundation meets the requirements documented 
in the approved To-Be Analysis Document(s) 

 For each Business Process, MDARD will have 10 business days to conduct initial review of the Solution 
Foundation.  If no changes or comments are requested within the 10 days, the milestone is considered 
approved by MDARD.  Upon delivery of initial feedback, Accela will complete the necessary changes and 
updates.  The second and final review will have 5 business days for acceptance 



51 
 

STAGE 4 – BUILD 
The Build stage includes data conversions, development of interfaces, development of all Business Process Validation and 
Automation (Event Manager Scripts and Expressions) configuration of add-on products and custom report development.  It 
comprises all of the additional activities outside of solution foundation that are required to complete the total solution for 
MDARD.  Similar to the Configuration Stage, it is critical that appropriate MDARD representatives are involved in each step of 
the process to ensure success. 
 

DATA CONVERSION 

Data conversion of historic/legacy data from MDARD systems is a critical activity for the success of this project.  The Accela 
team is highly experienced in planning for, and executing these activities and will work closely with MDARD staff to ensure a 
successful transition of data.  Specifically, the Accela team will work with MDARD to understand the data sources, how they 
are used, where their data will be stored in Accela Automation and the quality of that data. Often multiple sources store and 
manage similar information and decisions need to be made about the authoritative source. It is also common to find that data 
sources have not had strong controls and the accuracy is questionable or there is missing data. There are techniques and 
tools that Accela may recommend to understand the current state of MDARD data so that decisions can be made about data 
quality and what to convert. Upon completion of the data analysis, mapping of historical/legacy data sources may begin with 
Accela’s mapping tool and conversion iterations performed as outlined in the Project Plan. Accela provides release notes 
during these conversion tests to verify data is being transferred correctly (e.g., number of records and expected values in 
fields).  
 
Accela will lead the conversion effort and specifically assist in the following areas: data mapping, script development for 
conversion, assistance in data testing and validation, and with the planning and execution of the final data conversion.  For 
conversions, it is expected and anticipated that MDARD will provide resources knowledgeable with the historical data to assist 
in the data migration/conversion effort.   
 
The required data mapping effort will be a conducted by Accela personnel with assistance from MDARD.  Once the data 
mapping has been defined, Accela will ask that a representative of MDARD sign off on the data maps.   Accela will be 
responsible for the data conversion programs to load data from the staging tables to the Accela Automation database. 
PLEASE REFER TO DATA CONVERSION ASSUPMPTIONS FOR SPECIFIC ASSUMPTIONS AND PARAMETERS 
RELATED TO ACCELA ’S CONVERSION APPROACH. 
 
Accela will conduct Analysis/Mapping and Data Conversion Development (Deliverable 5 and 6) for each Legacy system that 
will have data converted to Accela within the scope of this implementation. 
 

Deliverable System Name Description 

6A and 7A License 2000 Phase 1, Nursery and food licenses. 

6B and 7B Nursery dB Phase 1 and 2, Ag products and Nursery Access database 

6C and 7C DQMS/DFIS Phase 2, Dairy Quality Management and Inspections 

6D and 7D MI Inspector Phase, 1, Food inspections 

6E and 7E Pesticide Inspections Phase 2, Pesticide Use Investigation System 

6F and 7F IMPACT Phase 2, Pesticide tracking 

6G and 7G ESD Phase 2, Environment Stewardship Division data.  ~900 record types.  
licensing  

6H and 7H MFQ Phase 1, Motor Fuel Inspections dbase system 

6I and 7I Motor Fuel Licenses Phase 2, Motor Fuel Licensing system 

6J and 7J AG Chemical Phase 2, Spreadsheet used to track Fertilizer and lime 

6K and 7K AG Products Phase 2, Spreadsheet used to track feed and remedy  

 

DELIVERABLE 6 A-L: HISTORICAL DATA CONVERSION ANALYSIS 

Upon receipt of MDARD’s Legacy data, Accela will create a Data Conversion Mapping Document detailing the data 
conversion process, mutually agreed upon requirements and mapping of MDARD’s historical data into Accela Automation.   
 

In terms of specific output, the following will be executed for this deliverable: 
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 Historical Data Conversion Mapping Document will be developed for Phase 1 and Phase 2 
 
Accela Responsibilities:  

 Work with MDARD to define and document historical data elements that are required for the conversion. 

 Facilitate the data analysis and mapping process 

 Complete the Data Conversion Specifications Document 
 

MDARD Responsibilities:  

 Provide historical data in acceptable formats 

 Provide subject matter experts on the data source to aid Accela in identifying key components of the 
historical data 

 Provide subject matter experts on the historical configuration to aid in the data mapping process 

 Review and sign-off on completed Data Conversion Specifications document 
 

Acceptance Criteria:  

 The Historical Data Conversion Specifications document identifies historical data elements that will be 
converted into Accela Automation as well as document special consideration (ex. merging data sources, 
phasing, etc.) 

 

Final Acceptance Review Period:  

 Ten (10) business days total 

DELIVERABLE 7 A-L: HISTORICAL DATA CONVERSION DEVELOPMENT 

Upon MDARD approval of the Historical Data Conversion Specifications document, (Deliverable 5), Accela will provide a 
program(s) to migrate appropriate historical data into Accela Automation. Upon receipt of the data from MDARD, Accela load 
the data into the Test environment for validation.  

 

In terms of specific output, the following will be executed for this deliverable: 

 

 Completion of migrated data into Accela Automation development or test environment 
 

Accela Responsibilities:  

 Provide a program to migrate historical data into MDARD’s AA test database environment 

 Each data conversion will include up to three (3) conversion loads for client testing, this does not include 
the data runs that are used for Accela unit testing 

 Validate the successful completion of the migration of historical data into MDARD’s test environment 
 

MDARD Responsibilities:  

 Providing the legacy data source in an acceptable format 

 Assist in the execution of the data conversion program and provide access to environments as needed 

 Provide resources to validate the conversion statistics and the quality of the data converted into Accela 
Automation 

 

Acceptance Criteria:  
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 Historical data has been converted to Accela Automation testing environment according to the Data 
Conversion Mapping document 

 Validation of the data loaded in the Accela test environment by MDARD 
 

Final Acceptance Review Period:  

 Ten (10) business days total 
 

SYSTEM INTERFACES 

For each interface, the Accela technical lead will work together with MDARD’s technical lead and business leads to document 
functional and technical requirements of the interface in an Interface Specifications Document. Interface development begins 
upon written approval of the specifications.    It is expected all interfaces will use Accela’s GovXML, web services or batch 
engine.  No custom or third party integration tool will be used to accomplish input or output of data to/from the Accela system.  
In other words, data coming into Accela and data coming from Accela will use the existing integration technology.  MDARD 
responsibility includes obtaining permission for level/type of integration from appropriate application owners (including on 
premises or cloud/hosted, etc.).  Further, MDARD will ensure that Accela resources have access to a Dev or Test version of 
the 3rd party system for interface development.  All interfaces will be developed against 1 (one), agreed upon version of the 3rd 
party system. 
 
Accela will conduct Analysis/Mapping and Data Conversion Development for each Legacy system that will have data 
converted to Accela within the scope of this implementation. 
 

Deliverable System Name Description 

8A CEPAS State of Michigan Payment Processor 

8B ARS/RPS or Navision Transportation Central Receipting System 

8C USA Herds Animal Tracking via RFID 

8D MAIN State of Michigan Financial System 

8E Lab Lynx Test results from State Lab to be integrated with Accela via Lab 
Lynx’s web API. 

DELIVERABLE 8 A-E: INTERFACE ANALYSIS AND DEVELOPMENT  

In order to determine MDARD requirements for these interfaces, analysis sessions will be conducted as a portion of this 
deliverable.  The findings will then be documented in the Interface Specifications Document(s) for use by Accela in building 
the interface code.  The implementation of the interfaces is dependent on the assistance of MDARD’s staff, specifically, 
interface analysis, data mapping, and data manipulation as required in the source system.   

 

In terms of specific output, the following will be executed for this deliverable: 

 

 Interface Specifications Document 
 Operational Interface in the Development or Test environment 

 

Accela Responsibilities:  

 Provide timely and appropriate responses to MDARD’s request for information 

 Conduct Interface Analysis sessions 

 Work with MDARD staff to develop interface specifications document 

 Use an Accela web service or other tool to implement the interface functionality based on the specifications 

 Build all aspects of the interface that interact directly with the Accela Automation 
 

MDARD Responsibilities:  

 Provide timely and appropriate responses to Accela’s request for information 
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 Provide system and access to individuals to provide required details of system interface 

 Allocate the time for qualified business and technical experts for the testing sessions that are critical to the 
project success 

 Identify and coordinate any related tools used to implement the interface (3rd party or in-house 
development). 

 Assist in the interface specification development and data mapping process 

 Review and approve the interface specification documents 

 Work with Third Party Data Sources to determine best methods of interfacing to Accela system 

 Validate interface through testing 

 Work with 3rd party to ensure data from Accela is in correct format 

 Updates to interface, post go-live, due to changes in 3rd party system or MDARD business processes 
 

Acceptance Criteria:  

 Review and approve the Interface Specifications document 

 Demonstration and approval of the completed interface as per the requirements detailed in the interface 
specifications document 

 

Final Acceptance Review Period:  

 Ten (10) business days total 

DELIVERABLE 9 A/B: BUSINESS PROCESS VALIDATION AND AUTOMATION 

 
During the configuration analysis phase of the implementation project, Accela will identify opportunities to 
supplement the Accela Automation base functionality via Event Manager Script Engine (EMSE) scripts and 
Expression Builder in order to validate and automate business processes.  Accela will work with MDARD to identify 
desired functionality, and subsequently will assist with prioritizing the needs in order to determine that will be 
developed by Accela within the scope of this implementation.  The Business Process Validation and Automation 
developed by Accela can be used as models whereby MDARD staff can develop and modify additional functionality 
as needed.  Scripts developed for Phase 1 will be invoiced as Deliverable 8A and Phase 2 will be Deliverable 8B. 

 

Business Process Validation and Automation is broken out into two functional areas of the Accela solution, as 
defined below: 

 EMSE (Event Manager Scripting Engine) – used to script based on system activities, such as a before or 
after event, that allow the system to automate activities (example: do not allow an inspection to be 
scheduled prior to a specific workflow task, or, auto-calculate and invoice a fee upon application submittal)  

 Expression Builder – used to script form based interactions that occur prior to triggering and event or 
master script activity (example: auto-population form based data fields based on user-selected values) 

 

Accela will work with MDARD to define a required list of EMSE and Expressions during the Analysis Phase(s): 
Deliverables 2- 3.  The defined scripts for each business process will be in their respective to-be Analysis 
documentation.  These business process automations will also be tracked in SharePoint in a script tracker, 
assessed a level of effort for development, and categorized as either: critical business process or a non critical 
business process.   

 Any scripts with a LOE of 4 hours or less for analysis and development will not have a design specification 
document created and instead will be defined only in the Analysis documentation and the script tracker.   

 Any scripts of greater complexity will require a specification document that MDARD will approve prior to 
development.   
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 Accela project management and DTMB will work with MDARD to determine the categorization of automation 
utilizing a reasonableness standard. 

 
Critical business processes include the automation of MDARD’s functional requirements and will be defined and 
mutually agreed upon by the project team during the Analysis Stage.  Examples of Critical Business Processes are as 
follows:  

 Currently existing automation utilized by MDARD for validation or completion of a business process in existing 
legacy systems. 

 Automation of fee calculations on record creation for back office and online applications or renewals. 
 Renewal related automation, including: 

o Batch renewal scripts to automate setting the expiration status and sending an email on the impending 
renewal to the applicant. 

o Creation of renewal record from license record with general information copied over to allow for ACA 
renewal processing.  Automation of email to applicant on readiness of renewal and instructions on 
completing the renewal online. 

 Any automation required to successfully complete a business process to meet the time constraints of a service 
level agreement.   

 The scripting of fee recalculation.   
 Reasonable business process automation to streamline current processes and provide improved customer 

service. 
 Amendment scripting to allow the update of an application.   
 Requirements marked in the RFP as “Yes” are included. 
 

Non Critical processes automation includes those items that can be accomplished manually through the system via user 
interface and will be defined and mutually agreed upon by the project team during the Analysis Stage.  Examples of Non 
Critical Processes are as follows: 

 Scripted automated emails to improve communication.  Non-scripted emails as part of workflow status changes 
can be built out of the box as part of standard configuration.    

 Validation scripting to check for user error on data input. 
 Workflow task scripting.  The completion of workflow tasks automatically from user or citizen input not resulting 

from direct workflow task manipulation. 
 Items that decrease the number of mouse clicks required by COTS solution. 

 
All Critical Business processes will be analyzed and developed by Accela.  Accela will analyze and develop up to 300 hours 
of development for any business process automation that are non-critical in nature.  Please note that any business process 
automation must be finalized by the conclusion of Solution Foundation - Deliverable 4.  Any additional business process 
automation identified after the solution foundation phase must draw from the pool of additional scripting hours regardless of 
categorization.   
 

In terms of specific output, the following will be executed for this deliverable: 

 

 Prioritized list of requirements that require Automation 
 Specification documents for each required Automation with LOE greater than 4 hours 
 Demonstration of completed Automations in development or test environments per the specifications 

document(s) 
 

Accela Responsibilities:  

 Work with MDARD staff to identify potential uses of scripting 

 Assist with development of list of desired functionality 

 Aid MDARD in prioritizing which scripts will be developed by Accela 

 Develop scripts based on the specifications 

 Demonstrate functionality of scripts per specifications 
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MDARD Responsibilities:  

 Allocate the time for qualified business and technical experts for the script requirements sessions that are 
critical to the project success 

 Identify resources that will learn scripting tools and approaches for ongoing maintenance 

 Prioritize desired functionality to determine which scripts Accela will develop 

 Provide timely and appropriate responses to Accela’s request for information 

 Verify the Script Specification meets the intended business requirement 

 Allocate the time for qualified personnel to test the script for acceptance 
 

Final Acceptance Criteria: 

 10 business days for design document  

 10 business days for unit testing and approval of developed script within the system to MDARD 
 
Reports 
 

Reports are defined as anything that can be printed from the system, including but not limited to, reports, forms, 
documents, notices, and letters that MDARD wishes to print as identified during configuration analysis.  The 
Configuration Document will define the reports and documents that are required by MDARD to effectively use 
Accela Automation. These reports will be broken down by level of effort and identified in the configuration 
document. It is expected that, after the appropriate training (Accela Automation Database Schema Fundamentals) 

on the database and the selected report writing tool is completed, MDARD personnel will be able to handle additional and 
future report requirements.  Reports are classified by level of effort: high, medium, and low.  High is defined as a report 
containing significant calculation and/or extensive detail and number of fields – for example a financial statistical report or 
complex permit.  The majority of reports require a ‘medium’ level of effort, which is defined as a report that requires some 
calculations and summaries.  Examples include forms and transaction reports (receipts, permits, inspection tickets, journals, 
logs.  Reports with a low level of effort are typically letters or notices that contain contact information and basic application 
data.   
 
These reports can be developed using the integral Accela Report Writer included with Accela Automation at MDARD’s 
discretion.  These custom reports, whether developed with Accela Report Writer or Crystal Reports, will be deployed in the 
Report Manager for use within Accela Automation.   

DELIVERABLE 10 A/B: REPORT SPECIFICATIONS 

Accela will develop documents/letters/reports from those identified by MDARD as required for the new system.   

 

Accela and MDARD have agreed that Accela will develop reports based on the following breakdown: 

 20 High Complexity 

 36 Medium Complexity 

 24 Low Complexity 
 
Prior to the development of a report MDARD will approve report design specification documents that will be created jointly by 
MDARD and Accela.  The approved documents will be used as a basis for determining completion and approval of the 
reports.  Development of each report cannot begin until agreement on each specification is complete.   
 

A proven strategy that combines the use of the Accela Automation Quick Queries, custom reports developed by 
Accela that include run-time parameters to allow similar reports to be combined, and the development of other 
reports by MDARD after training, can ensure that all required reporting requirements are met.  Reports spec’d for 
Phase 1 will be invoiced as Deliverable 9A and Phase 2 will be Deliverable 9B. 
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In terms of specific output, the following will be executed for this deliverable: 

 

 List of identified reports with assigned responsibility for specification and development 
 Completed Report Specification Documents for each report assigned to Accela 

 

Accela Responsibilities:  

 Assist in determining level of effort for reports to assist with prioritization 

 Develop report specifications 
 

MDARD Responsibilities:  

 Provide timely and appropriate responses to Accela’s request for information 

 Make available the appropriate key users and content experts to participate in the report specification 

 Provide information and data in the formats specified by Accela that will be needed for agreement on the 
Deliverable 

 

Final Acceptance Criteria:  

 Agreement on prioritized list of reports that will be developed by Accela 

 Review and approval of individual Report Specifications documents. MDARD will not unreasonably 
withhold acceptance if MDARD requests changes to the reports specifications after the initial signoff of the 
specification by MDARD 

 MDARD will have 10 business days to review the Report Specification Documents.   
 

DELIVERABLE 11 A/B: REPORT DEVELOPMENT 

Accela will develop custom documents/letters/reports per the specifications developed and approved in Deliverable 9, Report 
Development.  Changes to the report specifications after approval can negatively impact project progress and the overall 
schedule.  Therefore, changes to the report specifications after approval requires an analysis by Accela to determine the level 
of effort required, and if a change order would be required to complete the work.  Reports Developed for Phase 1 will be 
invoiced as Deliverable 10A and Phase 2 will be Deliverable 10B. 
 

In terms of specific output, the following will be executed for this deliverable: 

 

 A total of 80 documents/letters/custom reports per the Report Specification Documents 
 

Accela Responsibilities:  

 Provide timely and appropriate responses to MDARD’s request for information 

 Develop reports per specifications 

 Assist in the validation of the reports in test environment 
 

MDARD Responsibilities:  

 Provide timely and appropriate responses to Accela’s request for information 

 Make available the appropriate key users and content experts to participate in the report development and 
validation activities 

 Request change order if changes to specifications are required 
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Final Acceptance Criteria:  

 10 business days to confirm report accuracy in the development or test environment per Report 
Specifications. 
 

DELIVERABLE 12: ACCELA GIS CONFIGURATION 

Accela will install and configure Accela GIS to link and leverage existing MDARD GIS information, including assistance with 
establishing the map service to be used in conjunction with Accela GIS.  The following are the main objectives being pursued 
through the implementation of the Accela GIS: 

 View selection, location, and associated GIS information 

 Select one or more parcels and add new applications to the licensing system 

 Auto-populate spatial attributes for a property in forms (including ACA) 
 
During GIS installation, Accela’s technical staff will work with MDARD IT staff to ensure that the components for hardware, 
software, database, network, and Internet are in place for the Accela GIS test and production environments.  Specifically, 
Accela will setup a VPN tunnel from the Accela Cloud to MDARD GIS map services in order for communication between 
environments to occur.  Accela technical staff will validate the proper installation and configuration of the Accela GIS 
environment and its connectivity to MDARD’s existing GIS environment.   
 
In terms of specific output, the following will be executed for this deliverable: 

 Accela GIS installed and configured per MDARD requirements 
 4 Proximity Alerts 
 4 Attribute Mappings 
 GIS Admin Training (8 hours), onsite or remote, up to 7 students 
 

Accela Responsibilities:  

 Install Accela software and perform quality assurance checks on the configuration and performance based on 
acceptance criteria mutually developed by Accela and MDARD 

 Demonstrate that the Accela GIS applications are operational in MDARD computing environment thus 
communicating with the Accela Automation system 

 Assist MDARD in identifying and developing Proximity Alerts and Dynamic Themes 
 
MDARD Responsibilities:  

 Arrange for the availability of appropriate staff for the system installation, setup, testing, and quality assurance 
throughout the setup process 

 Provide people and physical resources based on the dates outlined in the project schedule 

 Prepare the hardware, software, and network in accordance with the specifications provided by Accela 

 Provide Accela with network access for remote installation and testing 

 Provide information and data in the formats specified by Accela that will be needed for the GIS implementation 
 
Final Acceptance Criteria: 

 Demonstration of operating Accela GIS in test and production 
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DELIVERABLE 12 A/B: ACCELA CITIZEN ACCESS CONFIGURATION 

This deliverable includes setup and configuration of Accela Citizen Access (ACA) on MDARD Dev or Test site per the 
Requirements gathered in the To-Be Analysis Phase.  Accela will work with MDARD representatives validate and implement 
Accela Citizen Access to extend certain aspects of the internal Accela Automation configuration for use by the general public.  
This deliverable will be repeated for each Phase, with training occurring in Phase 1.  Specifically, the following items will be 
configured: 
 

 Integration into existing MDARD website 
 Text Settings, including disclaimers, help text and watermarks 
 Security Settings 
 Form Layout 
 User registration settings 
 User rights and permissions 

 

In terms of specific output, the following will be executed for this deliverable: 

 

 Accela Citizen Access Specifications Document (MS Word) 
 Accela Citizen Access Admin Training (1 day), onsite or remote, up to 7 students 

 

Accela Responsibilities:  

 Setup Accela Citizen Access in Dev and Test environments 

 Work with MDARD to determine which services to expose to the public via Accela Citizen Access 

 Create configuration specification for Accela Citizen Access based on analysis with MDARD 

 Configure the Online Record types defined in the System Configuration Document in Accela Citizen Access 
 

MDARD Responsibilities:  

 Validate that the configuration specification for Accela Citizen Access meets MDARD requirements based 
on details from the Configuration phase of the project 

 Perform testing of all Online Record types for purposes of validating the configuration 
 

Acceptance Criteria:  

 Accela Citizen Access Configuration Analysis Document provides details of all configuration elements 
based on Accela Automation back office configuration 

 The base configuration of Accela Citizen Access is configured as documented in the approved Accela 
Citizen Access Specification Document 

 Demonstration of the operational Accela Citizen Access functionality per the specification document(s) 

 eMichigan compliance approval 
 

Final Acceptance Review Period:  

 10 business days to conduct initial review of the Specifications Document.  If no changes or comments are 
requested within the 10 days, the milestone is considered approved by MDARD.  Upon delivery of initial 
feedback, Accela will complete the necessary changes and updates.  The second and final review will have 
5 business days for acceptance. 

 Completion of the ACA Admin Training. 
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DELIVERABLE 13: ACCELA MOBILE OFFICE CONFIGURATION 

Accela will configure the Accela Mobile Office application.  As part of this deliverable Accela will perform the 
configuration tasks required to ensure Accela Mobile Office interfaces with Accela Automation in both a test and 
production environment.   

 
Analysis activities with MDARD will result in a Mobile Office Configuration Specifications Document.  Subsequently, Accela’s 
staff will extend base configuration of Accela Mobile Office per the Mobile Office Configuration Specifications Document.  

 

In terms of specific output, the following will be executed for this deliverable: 

 

 Accela Mobile Office Configuration Specifications Document 
 Demonstration of operation system per Accela Mobile Office Configuration Specifications Document 

 

Accela Responsibilities:  

 Create configuration specifications for Accela Mobile Office based on analysis with MDARD 

 Configure Accela Mobile Office based on approved specifications document 

 Demonstration of application in a mobile office environment 

 

Acceptance Criteria:   

 The base configuration of Accela Mobile Office in the Development or Test environment is configured as 
documented in the Accela Mobile Office Configuration Specifications document 

 

Final Acceptance Review Period:  

 10 business days to conduct initial review of the Specifications Document.  If no changes or comments are 
requested within the 10 days, the milestone is considered approved by MDARD.  Upon delivery of initial 
feedback, Accela will complete the necessary changes and updates.  The second and final review will have 
5 business days for acceptance. 

 

DELIVERABLE 14: V360 USER EXPERIENCE 

V360 User Experience is comprised of the fine-tuning of the User Interface (“look and feel”) of the system, usability 
and security.  This portion is completed prior to User Acceptance Testing to provide a more refined view of the 
system and assistance with system acceptance for new users.  Accela will use the completed configuration and 
standard, best practice V360 User Interface as a starting point for analysis and documentation of desired look and 
feel of Accela Automation V360 user interface.  

 

V360 User Console configuration will be accomplished through a series of onsite, and remote web meeting, 
workshops.  These workshops will be used in order to accomplish the requested changes, in real-time, and provide 
ad-hoc training/knowledge transfer to MDARD staff on the process of modifying the look and feel of Accela 
Automations V360 User Interface.  Per Accela’s best practice methodology, each workshop will be 2 hours long. 
Information collected, and updated, during the workshop include detailed settings related to the following topics: 

 User Consoles and Form Layout 

 Navigation tools 

 Search screens and data filtration tools 
 

In terms of specific output, the following will be executed for this deliverable: 
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 Completion of 6 (six) Analysis workshops, interviews and WebEx sessions for Phase 1 
 Completion of 14 (fourteen) Analysis workshops, interviews and WebEx sessions for Phase 2 
 Configuration of V360 User Experience  

 

Accela Responsibilities:  

 Conduct sessions to capture the required look and feel functionality of the Accela Automation system 

 Conduct meetings via email, Adobe Connect, phone, and in person to gather and validate analysis input. 

 Build the user experience components as discovered during workshops 
 

MDARD Responsibilities:  

 Provide timely and appropriate responses to Accela’s request for information 

 Make available the appropriate MDARD key users and content experts to participate in the user experience 
analysis 

 Complete any additional User Experience updates as desired by MDARD after the workshops are 
completed 

 Schedule participants and meeting locations for analysis workshop activities 
 

Final Acceptance Criteria:   

 Completion of 20 (twenty) V360 User Experience Workshops 

 eMichigan compliance approval 
 

STAGE 5 – READINESS 

DELIVERABLE 15: ADMINISTRATIVE TRAINING 

Accela will provide training for MDARD staff that focuses on the administration, maintenance, and augmentation of 
its Accela Automation configuration.  Our aim at Accela is to educate MDARD resources on all aspects of Accela 
Automation in an effort to ensure MDARD is self-sufficient.  This allows MDARD to best react to changing 
requirements and ongoing maintenance, which can allow MDARD to be reactive and significantly reduce system 
maintenance costs over time.   

 

In terms of specific output, the following will be executed for this deliverable: 

 

 Accela Automation Admin Usage (3.5 days), onsite, up to 10 students 
 Accela Automation Database Schema Fundamentals (1 day), onsite or remote, up to 7 students 
 Accela Automation Event Manager Scripting – Basic (2 days), onsite or remote, up to 7 students 
 Accela Automation V360 User Experience (2 days), onsite or remote, up to 10 students 
 Accela Automation Advanced Fees (1 day), onsite or remote, up to 7 students 
 Accela Ad-Hoc Reporting (1/2 day), onsite or remote, up to 7 students 

 

Accela Responsibilities:  

 Coordinate with MDARD to define training schedule and logistics 

 Deliver training per the specific requirements listed above 
 

MDARD Responsibilities:  
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 Select and prepare the power-users who will be participating in the training and subsequently training end 
users 

 Arrange the time and qualified people for the training who are critical to the project success 

 Provide suitable MDARD facilities to accommodate various training classes 

 Ensure that users are proficient in using PC’s in a Windows environment as a prerequisite for the course 

 Ensure that users are familiar with use of standard Internet browsers as a prerequisite for the course 
 

Final Acceptance Criteria:  

 Execution of listed training courses 
 

DELIVERABLE 16A/B: REPORT WORKSHOP 

Accela will provide training and onsite support in a “hand’s on”, report development workshop.  Our aim is to 
educate MDARD resources on all aspects of report writing in Accela Automation in an effort to ensure MDARD is 
self-sufficient.  This allows MDARD to best react to changing requirements and ongoing maintenance, which can 
allow MDARD to be reactive and significantly reduce system maintenance costs over time.  Up to ten (10) MDARD 
and/or DTMB staff may attend the Report Workshop.  Accela recommends no more than seven (7) attendees in 
order to ensure maximum trainee satisfaction.  

 

Please note, Accela does not train on the use of 3rd party tools, specifically, report development tools.  Accela 
assumes that MDARD staff have appropriate training and/or experience with the 3rd party report development tool 
of choice. (Example: Crystal Reports, Microsoft SQL Reporting Services, etc.) 

 

In terms of specific output, the following will be executed for this deliverable: 

 Two, Four-Day, onsite Report Workshop (one per Phase) 
 Accela will provide up to 40 hours of Report assistance by phone after each Report Workshop.  The call 

must be coordinated through MDARD and Accela Project manager.  Each support call will count as at least 
1 hour towards the total. 

 

Accela Responsibilities:  

 Coordinate with MDARD to define training schedule and logistics 

 Deliver training per the specific requirements listed above 
 

MDARD Responsibilities:  

 Select and prepare the power-users and/or admin staff who will be participating in the workshop 

 Provide suitable MDARD facilities to accommodate training classes 

 Ensure that users are proficient in using PC’s in a Windows environment as a prerequisite for the course 

 Ensure that users are familiar with use of standard Internet browsers as a prerequisite for the course 
 

Final Acceptance Criteria:  

 Completion of two, 4-day Report Workshops 
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DELIVERABLE 17: TRAIN THE TRAINER 

This Deliverable includes the Delivery by Accela of a 5-day “Train-the-Trainer” course. Accela best practices have proven that 
class sizes no larger than 7 participants are more successful with students who meet the pre-requisites of the course.  The 
Accela Trainer will work with MDARD if a class size needs to be modified to ensure a successful instruction outcome.   
 
End User Training should be coupled with MDARD delivering supplementary user training to its staff using the core Use 
Cases documented in each To-Be Analysis Document.  Accela recommends MDARD adopt the “80/20 rule” for training, 
focusing the majority of their training on 80% of what MDARD normally does operationally.  The recommended supplementary 
training conducted by MDARD can utilize business experts from each area to train on all aspects of their configuration.  Accela 
will deliver current and comprehensive training documentation in a format that can be customized by MDARD.   
 
In terms of specific output, the following will be executed for this deliverable: 
 

 Accela on-site instructor-led 5 day Train-the-Trainer course sessions delivered per the agreed-to schedule 
 
Accela Responsibilities:  

 Coordinate with MDARD to define training schedule and logistics 

 Provide 5 day Train-the-Trainer course sessions 

 Perform post-training evaluation(s) to ensure MDARD staff has the necessary information to perform their train-the-
trainer duties 

 
MDARD Responsibilities:  

 Identify MDARD resources who will receive the training and who have the skills to perform as “trainers”, if required. 

 Provide a training room at MDARD facilities to conduct the training classes 

 Ensure that users are proficient in using PC’s in a Windows environment as a prerequisite for the course 

 Ensure that users are familiar with use of standard Internet browsers as a prerequisite for the course 
 
Final Acceptance Criteria:  

 Execution of 5 day Train-the-Trainer course sessions and verification that individuals have the information required to 
perform their train-the-trainer duties 

DELIVERABLE 18: CITIZEN ACA TESTING 

This deliverable consists of providing a testing workshop for select citizens.  MDARD would seek out and select 
citizens to participate in this testing process.  Those citizens would work with Accela staff to test the system.  Accela 
will provide minimal training to the citizen testers and allow them to simulate their business processes in ACA.  
They will create accounts, update user profiles, search historical data, and create application submissions.  The 
citizens will then be asked to provide feedback on the system.   

 

In terms of specific output, the following will be executed for this deliverable: 
 

 Training Documentation for online application 

 Video clip to be embedded via link to demonstrate the use of ACA for account creation, account 
management, generic record creation and the generic renewal process. 
 

Accela Responsibilities:  

 Coordinate with MDARD to complete training videos and documentation 

 Provide training documentation in MS Word format so that it can be owned and updated by Agency. 
  

MDARD Responsibilities:  

 Review and approve training documentation and videos 
 
Final Acceptance Criteria:  

 Completion of training videos and documentation   
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DELIVERABLE 19 A/B: USER ACCEPTANCE TESTING (UAT)  

 
This deliverable is comprised of the assistance Accela will provide to allow MDARD to accept that the solution 
meets the requirements as documented in all the deliverables.  Accela will assist MDARD in the testing and 
validation of the solution and its readiness to be migrated to production for active use and will assist in transferring 
the solution and any required data from Support to Production.  

 

Accela will provide support for training, oversight, answering questions and addressing issues discovered in User 
Acceptance Testing.  It should be noted that it is critical that MDARD devote ample time and resources to this effort 
to ensure that the system is operating per signed specifications and ready for the move to production.  The testing 
effort will require a significant time investment by MDARD, and coordination of resources is critical.  At this point in 
the implementation process, MDARD should test individual components of functionality of the solution (i.e., 
functional and/or unit testing), and also test to ensure that the interrelated parts of the Accela Automation solution 
are operating properly (i.e., integration testing).   

 

Accela will provide assistance to MDARD as needed by providing User Acceptance Testing (UAT) support and 
facilitating completion of UAT.  Accela will address and rectify issues discovered during the UAT process as 
MDARD staff executes testing activities.  Accela will work with MDARD to develop a test plan and deliver up to 4 
sample test scripts, as well as an issue log to track the progress of testing.  Accela will plan for the following: 

 

 Deliverable 18A, Phase 1 – 4 weeks of User Testing 
 Deliverable 18B, Phase 2 – 8 weeks of User Testing    

 

MDARD and Accela agree that this deliverable is critical to project success and that adequate staffing is required in 
order to successfully test the system, end to end, and resolve all issues prior to go-live.  MDARD and Accela will 
work to identify and resolve any staffing issues as they occur as previously mentioned in the Statement of Work.   

 

In terms of specific output, the following will be executed for this deliverable: 

 

 Resolution of issues resulting from MDARD User Acceptance Testing 
 Fully tested system that is ready to move to production for go-live 

 

Accela Responsibilities:  

 Provide recommendations on testing strategy and best practices 

 For Phase 1, lead MDARD in up to 4 weeks of User Acceptance testing effort and the validation of the system 
configuration and its readiness to be migrated to production for active use 

 For Phase 2, lead MDARD in up to 8 weeks of User Acceptance testing effort and the validation of the system 
configuration and its readiness to be migrated to production for active use 

 Resolution of issues as a result of User Acceptance Testing activities 
 

MDARD Responsibilities:  

 Provide timely and appropriate responses to Accela’s request for information 

 Make available the appropriate MDARD key users and content experts to participate in user acceptance 
testing as defined and managed by MDARD 

 Develop the User Acceptance test scripts with oversight of Accela and sample scripts 
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 Utilize the use cases documented in each Configuration Document Deliverable as the basis for the 
acceptance of this Deliverable 

 

Final Acceptance Criteria:  

 Completion of UAT with MDARD signoff that the system is ready for go-live 

DELIVERABLE 20: CITIZEN ACA TRAINING 

This deliverable consists of providing customized training materials for citizens in the use of Accela Citizen Access.  
MDARD and Accela will work in conjunction to provide documentation on the successful usage of ACA for each 
online process.  Accela will also provide a video demonstrating the use of ACA for user account creation, account 
management, general record creation, and the general renewal process.   

 

In terms of specific output, the following will be executed for this deliverable: 
 

 Training documents for each online application. 
 Video clip to be embedded via link to demonstrate the use of ACA for account creation, account management, 

generic record creation and the generic renewal process. 
 

Accela Responsibilities:  

 Coordinate with MDARD to define training schedule and logistics 

 Provide 3(three) separate training workshops in each phase 

 Perform post-training evaluation(s) to ensure citizens have the necessary experience to utilize ACA. 
  

MDARD Responsibilities:  

 Coordinate with Accela staff to define training schedule and logistics 

 Identify and invite citizens to take part in the ACA training workshops. 

 Provide a training room at MDARD facilities to conduct the training classes 

 Provide MDARD power users to assist with the hands-on workshop sessions 
 
Final Acceptance Criteria:  

 Execution of 3 Citizen ACA Workshops per phase.   
 

STAGE 6 - DEPLOY 

DELIVERABLE 21 A/B: PRE GO-LIVE SUPPORT 

Production date is defined as the official date in which Accela Automation moves from the test environment to 
production for daily MDARD usage.  This date will be agreed to by both Accela and MDARD at project inception.  It 
may be altered only by change order agreed to by both parties.  In the weeks prior to moving to Production, Accela 
will assist in final data conversions, system validation, staff preparation assistance and training, and coordination of 
deployment.  This deliverable will repeat for both Phase 1 and Phase 2. 

 

In terms of specific output, the following will be executed for this deliverable: 

 

 Deployment support prior to moving to Production 
 Setup of Integration points in Production 
 Setup final reports in Production 
 Setup all final components of solution in Production 
 Final Conversion run during cutover 
 Accela Automation used in Production environment for MDARD daily use 
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Accela Responsibilities:  

 Provide resources to support the move to Production effort. 

 With assistance from MDARD, lead the effort to transfer the system configuration and any required data from Support 
to Production 

 Assist in the development of a Pre-Production checklist that details the critical tasks that must be 
accomplished prior to moving to Production 

 

MDARD Responsibilities:  

 Provide technical and functional user support for pre and post Production Planning, execution, and 
monitoring 

 Provide timely and appropriate responses to Accela’s request for information 

 Assist in the development of a Pre-Production checklist that details the critical tasks that must be 
accomplished prior to moving to Production 

 Make available the appropriate MDARD key users and content experts to participate in user acceptance 
testing as defined and managed by MDARD 

 

Final Acceptance Criteria:  

 Deployment support prior to moving to Production 

 Production system is first used by MDARD for daily use 
 
DELIVERABLE 22 A/B: GO-LIVE SUPPORT AND TRANSITION TO CUSTOMER RESOURCE CENTER (CRC)  
This deliverable is comprised of the post- Production support assistance that Accela will provide to address issues 
and provide consultative advice immediately following the move to Production for daily use.   

 

Accela will work with MDARD to identify and address issues during this period using a Post Production Issues 
List.  This list will be comprised only of issues related to the defined deliverables listed in this SOW, which will be 
addressed by Accela.  Issues that are not remaining work or directly related to requirements defined during this 
implementation will be the responsibility of MDARD.  Examples of issues MDARD is responsible for include training 
issues, functional changes beyond the scope of this Statement of Work, cosmetic changes, and procedures and/or 
custom documentation related to the use of Accela Automation.  Specifically, Accela will not be developing or 
creating additional reports, conversions, interfaces, records types and workflow processes that were not included in 
the scope of this project. 

 

After the first 21 days of go-live, Accela will disable the issue tracking list for new issues and work to resolve all 
remaining in scope issues.  Once all issues that are not classified as a software bug are resolved, a formal meeting 
will be scheduled with MDARD, Accela Services Team, and Accela CRC for the purpose of transitioning support of 
future issues, questions, and known bugs to Accela CRC. All requirements identified in the Statement of Work will 
be met before transitioning to the Accela CRC.  This deliverable will repeat for both Phase 1 and Phase 2. 

 

In terms of specific output, the following will be executed for this deliverable: 

 

 Phase 1- 2 (two) staff onsite for week one of go-live (4 days), 1 (one) staff onsite for week two (3 days) and 
remote support thereafter 

 Phase 2- 3 (three) staff onsite for week one of go-live (4 days), 2 (two) staff onsite for week two (3 days) 
and remote support thereafter 
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 Finalized post production issues list  
 Transition of MDARD from Services team to Customer Resource Center for ongoing support once all 

contractual requirements are completed. 
 

Accela Responsibilities:  

 Provide post-production support for Accela developed configuration and components.   

 Assist with the identification of issues for the Post Production Issues List. 

 Assist with issues that may arise related to the deliverables in this SOW. 

 Transfer ongoing support of the client and to the CRC to address any post Production issues that require 
remediation once contractual issues are resolved. 

 

MDARD Responsibilities:  

 Provide technical and functional user support for post-production support and monitoring. 

 Develop and maintain a Post Production Issues List. 

 Provide timely and appropriate responses to Accela’s request for information. 

 Make available the appropriate MDARD key users and content experts to participate in user acceptance 
testing as defined and managed by MDARD. 

 

Final Acceptance Criteria:  

 Completion of post-Production support including the resolution of all high priority post production issues. 

 Official transfer from the Accela Services project team to the Customer Resource Center (CRC). 
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APPENDIX E - LICENSE TYPES 
 

Division Name Type Description 

Food and Dairy 

Food Establishment Handlers License 

Several Categories/Types:  
food warehouse, limited wholesale food 
processor, extended retail food 
establishment, wholesale food processor 

Food and Dairy Food Establishment Service License 

Several Categories/Types: 
Fixed establishment, mobile, mobile 
commissary, vending location, temporary 
food establishment, special transitory 
food unit (STFU) 

Food and Dairy Bottled Water Registration 
Register brands and types of water that 
you will be sold for bottled water plants 

Food and Dairy Water Dispensing Machine Registration 

Register brands and types of water that 
you will be sold for water dispensing 
machines 

Food and Dairy Dairy - Certified Field Person 

License for individual who is trained and 
certified to conduct official dairy farm 
inspections 

Food and Dairy Dairy - Certified Hauler Sampler 
License for person that picks up milk in 
bulk from a dairy farm. 

Food and Dairy Dairy - Grade "A" Dairy Farm  License to sell raw milk for processing. 

Food and Dairy Dairy - Grade "A" Milk Distributor 
License to distribute or warehouse grade 
"A" products. 

Food and Dairy Dairy - Grade "A" Milk Plant 
License for processing milk or milk 
products. 

Food and Dairy Dairy - Grade "A" Receiving Station 
Facility that receives milk for transfer to a 
dairy plant. 

Food and Dairy Dairy - Grade "A" Single Service Plant 
Plant that produces single service 
products or closures. 

Food and Dairy 
Dairy - Grade "A" Tank Truck Cleaning  
Facility 

Facility that cleans milk contact surfaces 
of milk tank trucks 

Food and Dairy Dairy - Grade "A" Transfer Station 
License for a facility that transfers milk to 
other milk tank trucks 

Food and Dairy Dairy - Manufacturing Dairy Farm 
Permit required for manufacture of milk 
or milk products 

Food and Dairy Dairy - Manufacturing Dairy Plant 
License required for processing milk or 
milk products. 

Food and Dairy 
Dairy - Milk Transportation Company /  
Tank Truck / Can Milk Truck License for bulk milk tank truck. 

Food and Dairy Shellfish Certification 
Record to track the certification for 
Shellfish sanitation 

Food and Dairy Food Service establishment licensing 

Local health departments conduct the 
inspections (which is not in scope for this 
project) . Also only back office 
processing and no citizen access 
component.  
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Pesticide and Plant Pest 
Management (PPPM) 

Nursery - Nursery/Plant Dealer & Grower 
License 

License for engaging in business of 
growing, selling, or re-shipping nursery 
stock or herbaceous perennials 

Pesticide and Plant Pest 
Management (PPPM) 

Nursery - Organic Certifying Agents 
Registration Any organic handler/producer 

Pesticide and Plant Pest 
Management (PPPM) 

Agrichemical Bulk Storage Facility 
Registration  

License for bulk storage of agricultural 
chemicals 

Pesticide and Plant Pest 
Management (PPPM) Agricultural Pesticide Dealer  License for agricultural pesticide sales 

Pesticide and Plant Pest 
Management (PPPM) 

Commercial Pesticide Applicators 
Business License  License for application of pesticides 

Pesticide and Plant Pest 
Management (PPPM) 

Fertilizer Manufacturer/Distributor 
License  

License for manufacturing/distribution of 
fertilizer 

Pesticide and Plant Pest 
Management (PPPM) Liming License  

Liming material 
manufacturing/distribution 

Pesticide and Plant Pest 
Management (PPPM) Pesticide Applicators Certification  

Professional license for application of 
pesticides 

Pesticide and Plant Pest 
Management (PPPM) Pesticide Notification Registry  

Registration of individuals with 
diagnosed pesticide sensitivity for 
notification prior to pesticide application. 

Pesticide and Plant Pest 
Management (PPPM) Pesticide Product Registration Registration with the state for pesticides 

Pesticide and Plant Pest 
Management (PPPM) Restricted Use Pesticide Dealer License  

License for selling, offering to sell, or 
distribute  
restricted use pesticide (RUP) 

Animal Industry (AID) Animal Remedies License 
License for manufacturers of animal 
stimulants, invigorants, cures, etc. 

Animal Industry (AID) Animal Shelter, Dog Pound Registration  

Animal Shelter, Dog Pound Registration, 
one time  
registration 

Animal Industry (AID) Aquaculture  Aquaculture licensing 

Animal Industry (AID) 
Commercial Feed 
Manufacturer/Distributor License  

Commercial Feed 
Manufacturer/Distributor License  

Animal Industry (AID) 
Disposal Or Transporting Of Dead 
Animals  

Disposal Or Transporting Of Dead 
Animals  

Animal Industry (AID) Livestock Dealer License  Livestock Dealer License  

Motor Fuel Retail Motor Fuels Outlet License  
Motor Fuels licensing, primary gas 
stations, testing 

Motor Fuel Service Person / Agency Registration  Service Person / Agency Registration  

Pesticide and Plant Pest 
Management (PPPM) 

Controlled Atmosphere (CA) Storage 
License  

Controlled Atmosphere (CA) Storage 
License  

Pesticide and Plant Pest 
Management (PPPM) Grain Dealer Facility License  Grain Dealer Facility License  

Pesticide and Plant Pest 
Management (PPPM) Grain Merchandiser/Trucker License  Grain Merchandiser/Trucker License  

Pesticide and Plant Pest 
Management (PPPM) Wholesale Potato Dealer License Potato Dealer Licensing 

Pesticide and Plant Pest 
Management (PPPM) Migrant Labor Housing 

Migrant Labor Housing permitting and 
enforcement 

 
 

APPENDIX F - INSPECTION TYPES 
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Division Name Type 

Animal Industry (AID) Wild Life Risk Mitigation 

Animal Industry (AID) Market Coverage 

Animal Industry (AID) TB Whole Herd Tests 

Animal Industry (AID) Freezer Beef Inspection 

Animal Industry (AID) Animal Control Annual Visit 

Animal Industry (AID) Animal Shelter- Recheck/Follow-up 

Animal Industry (AID) Disease Investigation 

Animal Industry (AID) Animal Shelter- Complaint 

Animal Industry (AID) Bovine TB Suspect 

Animal Industry (AID) Animal Protection Shelter - Annual Visit 

Animal Industry (AID) Psuedorabies 

Animal Industry (AID) TB Movement Test 

Animal Industry (AID) CWD Sample Pick-Up 

Animal Industry (AID) TB Trace 

Animal Industry (AID) TB Herd Plan Inspection 

Animal Industry (AID) Illegal Importation 

Animal Industry (AID) TB Accredited Herd Inspections 

Animal Industry (AID) Livestock Dealer-Recheck/ Follow-up 

Animal Industry (AID) Animal Shelter- Prelicensing 

Animal Industry (AID) Livestock Dealer/Market Inspections 

Animal Industry (AID) Animal Control Officer Ride Along 

Animal Industry (AID) Animal Control Triannual Visit 

Animal Industry (AID) Drug Tissue Residue 

Animal Industry (AID) Animal Welfare Complaint 

Animal Industry (AID) VHS Surveillance 

Animal Industry (AID) Quarantine Follow-Up 

Animal Industry (AID) Scrapie 

Animal Industry (AID) TB Fee Basis and Gamma Training 

Animal Industry (AID) Aquaculture Prelicensing 

Animal Industry (AID) Dead Animal- Prelicensing 

Animal Industry (AID) TB Post Movement Testing Program 

Animal Industry (AID) Avian Influenza Surveillance 

Animal Industry (AID) Dead Animal- Complaint 

Animal Industry (AID) Livestock Dealer/Market- Complaint 

Animal Industry (AID) Livestock Dealer/Market- Prelicensing 

Animal Industry (AID) Aquaculture- Recheck/Follow-up 
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Animal Industry (AID) Cervid TB Suspect 

Animal Industry (AID) Education 

Animal Industry (AID) ILT Investigation 

Animal Industry (AID) Pet Shop Complaint 

Animal Industry (AID) Toxic Contamination 

Animal Industry (AID) Animal Control Meeting 

Animal Industry (AID) Biologics Investigation 

Animal Industry (AID) Bovine- Injury 

Animal Industry (AID) CDC Confinement 

Animal Industry (AID) Dead Animal Dealer- Recheck/ Follow-up 

Animal Industry (AID) EIA Illegal Movement 

Animal Industry (AID) Illegal Import to a Pet Shop 

Animal Industry (AID) Large Carnivore Investigation 

Animal Industry (AID) Pet Shop Investigation 

Animal Industry (AID) Pick Up for Necropsy 

ESD Migrant Labor Housing 

ESD Environmental Assurance 

ESD Right-to-Farm 

ESD Conservation Easement 

ESD Drain Condition 

Food Industries Food Inspections 

Food Industries Dairy Farm Inspection 

Food Industries Tanker Inspection 

Food Industries Hauler Inspection 

Food Industries Dairy Plant Inspection 

Lab Weight and Measures 

Lab Motor Fuel Quality 

Lab Reid Vaport Pressure 

Lab "Item Pricing" 

PPPM - Ag Products Agricultural Products 

PPPM - Ag Products Grain Elevator Sanitation 

PPPM - Ag Products State Medicated Feed 

PPPM - Ag Products Bulk Storage 

PPPM - Fruit & Veg F&V Shipping Point 

PPPM - Fruit & Veg F&V Market 

PPPM - Fruit & Veg F&V GAP/GHP Audits 

PPPM - Fruit & Veg F&V CA Storage 
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PPPM - Fruit & Veg F&V Process 

PPPM - Pesticides Pesticide Contact Reports 

PPPM - Pesticides Certified Applicator Records 

PPPM - Pesticides Pesticide Misuse 

PPPM - Pesticides Planned Use 

PPPM - Pesticides State Marketplace 

PPPM - Pesticides Restricted Use Pesticide Audit 

PPPM - Pesticides Fed. Producer Establishment 

PPPM - Pesticides Fed. Marketplace 

PPPM - Pesticides Federal Import 

PPPM - Plant Industry Export 

PPPM - Plant Industry Nursery Dealer 

PPPM - Plant Industry Nursery Grower 

PPPM - Plant Industry Christmas Trees 

PPPM - Plant Industry Compliance 

PPPM - Plant Industry Interstate Shipping 

PPPM - Plant Industry Apiary 

PPPM - Plant Industry Import 

PPPM - Plant Industry Special 

PPPM - Plant Industry Seed Corn 

PPPM - Producer Security Grain Dealers 
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SCHEDULE A 

FEES 

 I. Licensing & Case 
Management: 

 

PART # DESCRIPTION QTY UNIT PRICE DISCOUNT NET PRICE 
DL10AALCP500601 Accela Licensing and Case Mgt Department 

Site License Hosted P50 
1 $700,000.0000 15.000 $595,000.00 

MI100DEPALC0601 Accela Licensing and Case Mgt Department 
Site License Annual Maintenance and 
Support 

1 $140,000.0000 10.000 $126,000.00 

MS10AALCDEP0601 Accela Licensing and Case Mgt Department 
Site License Managed Service Fees 

1 $70,000.0000 10.000 $63,000.00 

 Subtotal    $784,000.00 
 

 
 
Citizen Access  
PART # DESCRIPTION QTY UNIT PRICE DISCOUNT NET PRICE 
DL10AACASTA0601 Accela Citizen Access Department Site 

License for State Hosted 
1 $150,000.0000 15.000 $127,500.00 

MI100ACASTA0601 Accela Citizen Access Department Site 
License Annual Maintenance and Support 

1 $30,000.0000 10.000 $27,000.00 

MS10AACASTA0601 Accela Citizen Access Department Site 
License Managed Service Fees 

1 $15,000.0000 10.000 $13,500.00 

 Subtotal    $168,000.00 
 

 
 
GIS  
PART # DESCRIPTION QTY UNIT PRICE DISCOUNT NET PRICE 
DL10AGISP500601 Accela GIS Department Site License 

Hosted P50 
1 $195,000.0000 15.000 $165,750.00 

MI10AGISDEP0601 Accela GIS Department Site License 
Annual Maintenance and Support 

1 $39,000.0000 10.000 $35,100.00 

MS10AGISDEP0601 Accela GIS Department Site License 
Managed Service Fees 

1 $19,500.0000 10.000 $17,550.00 

 Subtotal    $218,400.00 
 

 
 
Mobile Office  
PART # DESCRIPTION QTY UNIT PRICE DISCOUNT NET PRICE 
DL10AAMOP500601 Accela Mobile Office Department Site 

License Hosted P50 
1 $355,000.0000 15.000 $301,750.00 

MI100AMODEP0601 Accela Mobile Office Department Site 
License Annual Maintenance and Support 

1 $71,000.0000 10.000 $63,900.00 

MS100AMODEP0601 Accela Mobile Office Department Site 
License Managed Service Fees 

1 $35,500.0000 10.000 $31,950.00 

 Subtotal    $397,600.00 
 

 
       Subtotal:               $1,568,000.00 
 
State and Contractor agree that License, Maintenance and Managed Service fees are due upon execution and are payable 
pursuant to the Payment Schedule (below) and otherwise as provided in Section 2.040 of the Contract. 
  
 Payment Schedule: 
(1) An initial payment of $700,000.00 shall be paid to Contractor within 45 Days from execution of this Change Notice; and  
(2) A second payment in the amount of $868,000.00 shall be paid to Contractor no later than November 15, 2014 
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Maintenance and Hosting renewals fees are due annually on each anniversary of the commencement date and will increase at 
three (3) % year after year, commencing at year six. Annual Maintenance and Hosting Fees for years 2, 3, 4 and 5 is 
$378,000.00 per year. 
 
 

 

II. Professional Services: 

 

Deliverable Payment 

Deliverable 1A: Project Initiation $75,000.00  

Deliverable 1B: Project Initiation $75,000.00  

Deliverable 2A: To-Be Analysis Sessions $75,000.00  

Deliverable 2B: To-Be Analysis Sessions $90,000.00  

Deliverable 2C: To-Be Analysis Sessions $90,000.00  

Deliverable 3A: To-Be Analysis Documents $45,000.00  

Deliverable 3B: To-Be Analysis Documents $60,000.00  

Deliverable 3C: To-Be Analysis Documents $60,000.00  

Deliverable 4A: Accela Automation Solution Foundation $50,000.00  

Deliverable 4B: Accela Automation Solution Foundation $100,000.00  

Deliverable 4C: Accela Automation Solution Foundation $100,000.00  

Deliverable 5A: Enterprise Analysis Session $15,000.00  

Deliverable 5b: Enterprise Analysis Session $15,000.00  

Deliverable 6A: Historical Data Conversion Analysis $20,000.00  

Deliverable 6B: Historical Data Conversion Analysis $20,000.00  

Deliverable 6C: Historical Data Conversion Analysis $20,000.00  

Deliverable 6D: Historical Data Conversion Analysis $20,000.00  

Deliverable 6E: Historical Data Conversion Analysis $20,000.00  

Deliverable 6F: Historical Data Conversion Analysis $20,000.00  

Deliverable 6G: Historical Data Conversion Analysis $20,000.00  

Deliverable 6H: Historical Data Conversion Analysis $20,000.00  

Deliverable 6I: Historical Data Conversion Analysis $20,000.00  

Deliverable 6J: Historical Data Conversion Analysis $20,000.00  

Deliverable 6K: Historical Data Conversion Analysis $20,000.00  

Deliverable 7A: Historical Data Conversion Development $20,000.00  

Deliverable 7B: Historical Data Conversion Development $20,000.00  

Deliverable 7C: Historical Data Conversion Development $20,000.00  

Deliverable 7D: Historical Data Conversion Development $20,000.00  

Deliverable 7E: Historical Data Conversion Development $20,000.00  

Deliverable 7F: Historical Data Conversion Development $20,000.00  

Deliverable 7G: Historical Data Conversion Development $20,000.00  

Deliverable 7H: Historical Data Conversion Development $20,000.00  

Deliverable 7I: Historical Data Conversion Development $20,000.00  

Deliverable 7J: Historical Data Conversion Development $20,000.00  

Deliverable 7K: Historical Data Conversion Development $20,000.00  

Deliverable 8A: Interface Analysis and Development $25,000.00  
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Deliverable 8B: Interface Analysis and Development $25,000.00  

Deliverable 8C: Interface Analysis and Development $25,000.00  

Deliverable 8D: Interface Analysis and Development $25,000.00  

Deliverable 8E: Interface Analysis and Development $25,000.00  

Deliverable 9A: Business Process Validation and Automation $50,000.00  

Deliverable 9B: Business Process Validation and Automation $75,000.00  

Deliverable 10A: Report Specifications $35,000.00  

Deliverable 10B: Report Specifications $55,000.00  

Deliverable 11A: Report Development $35,000.00  

Deliverable 11B: Report Development $50,000.00  

Deliverable 12A: Accela Citizen Access Configuration $25,000.00  

Deliverable 12B: Accela Citizen Access Configuration $25,000.00  

Deliverable 13: Accela Mobile Office $35,000.00  

Deliverable 14A: V360 User Experience $25,000.00  

Deliverable 14B: V360 User Experience $35,000.00  

Deliverable 15: Administrative Training $35,000.00  

Deliverable 16A: Report Workshop $20,000.00  

Deliverable 16B: Report Workshop $20,000.00  

Deliverable 17: Train the Trainer $25,000.00  

Deliverable 18: Citizen ACA Testing $25,000.00  

Deliverable 19A: User Acceptance Testing  $45,000.00  

Deliverable 19B: User Acceptance Testing  $75,000.00  

Deliverable 20: Citizen ACA Training $25,000.00  

Deliverable 21A: Pre-Go Live Support  $50,000.00  

Deliverable 21B: Pre-Go Live Support  $70,000.00  

Deliverable 22A: Go Live Support and Transition to CRC  $50,000.00  

Deliverable 22B: Go Live Support and Transition to CRC  $89,700.00  

Total for Services $2,389,700.00  

 

 

Professional Services fees are billable based upon mutually agreed terms and conditions established  
in the Statement of Work (SOW). Reserve Bank of Hours (costs and the $185 hourly rate are pursuant to Appendix G, 
Table 4 of the Contract): A total of $350,000 for an optional reserve bank of hours is added by this Change Notice 
 
TOTAL:  $5,819,700.00 
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SCHEDULE B 

 

ACCELA SECURITY AND DISASTER RECOVERY PLAN 

 

Accela shall provide hosting at a SSAE-16 Tier III or higher facility as defined by the Uptime Institute, Inc.   

Per the hosting datacenter’s disclosure policies, Accela shall provide, where not expressly prohibited, a copy 

of the datacenter’s annual SSAE-16 Type III audit report.  Accela will provide a back-up hosting site with 

equivalent status for disaster recovery should a major catastrophic outage occur. 

 

The hosting facility shall be constructed and configured to ensure reasonable and adequate protection of the 

equipment in the event of a natural event considered possible for the physical location, including, but not 

limited to, earthquake, flood, hurricane, tornado, etc. 

 

The hosting facility must have power sufficient to support the equipment platform as configured; this 

includes provisions for back-up power supplies.  The facility shall include: 

• Dual power availability to each rack unit from independent Power Distribution Units (PDUs); 

removes PDU loss as a single  point of failure 

• N+1 redundancy of uninterruptible power supplies 

• Redundant fuel-based generator power supplies, in the event of a power failure from commercial 

power 

 

The hosting facility shall have reasonable and adequate heating and cooling to insure continuous operation 

of equipment within acceptable operational limits.  The hosting facility shall include, but not be limited to, 

the following features: 

• N+1 redundancy of cooling towers, water pumps, and chillers 

• Multiple air handling units to provide an additional level of redundancy 

• Cooling units to maintain consistent environment temperature and relative humidity levels 

• Rack cabinet fans to circulate warm air generated by the servers 

 

The hosting facility shall have physical security to control unauthorized access to the equipment, including, 

but not limited to: 

• 24/7 on-site security guard 

• Indoor and outdoor security monitoring 

• Badge/picture ID access screening 

• Biometric access screening 

• Escort requirements for access to raised floor areas 

• Logged entries for all users entering or leaving the premises 

 

The proposed solution shall operate with an Oracle database backend. 

 

The hosting facility shall have data line capacity to ensure responsive access to the proposed data system by 

Accela employees, jurisdictions, and customers. 

 

Accela shall provide the equipment, hardware, and network infrastructure necessary to operate and sustain 

all contracted software on behalf of customer and to provide the necessary development, test, production, 

and training environments. 

 

The hosting facility shall provide secure encrypted transmission of personal data to include, but not limited 

to, personal name and address, SSN, credit card, banking, and payment data, passwords, and any other data 

subject to Federal or California State data privacy protection laws, and provide protection that meets or 

exceeds any such statutory requirements.  Secure Socket Layer (SSL) encryption will be utilized to meet this 

requirement. 

 

Accela shall provide a PCI compliant infrastructure for deployment within the proposed data center.  

Accela’s applications have been developed to comply with all 12 requirements of PCI Data Security 

Standard, including:  

• The use of a firewall within the proposed infrastructure to protect cardholder data provided via both 

Accela Automation and  Accela Citizen Access (public portal)   
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• The use of strong passwords and password policies to ensure password protection and delineates and 

enforces role-based  security to ensure that only authorized users and administrators can access sensitive 

data  

• The use of secured sessions to prevent any unauthorized access to sensitive cardholder data  

• The use of encryption per PCI and PABP standards whenever cardholder data is transmitted across 

open, public networks  

• Adherence to all applicable industry standards for the development of secure systems and the Accela 

applications that  operate within these systems  

• The assignment of unique User IDs and Passwords for each user granted access to the system  

• The provision of full audit trail tracking to track and monitor all access to network resources and 

cardholder data 

 

Accela shall provide a business continuation strategy that can be implemented in the event of catastrophic 

failure at the Accela's primary site; such a strategy will provide that the Accela back-up site will be live and 

functional within 24 hours. 

 

Accela shall perform daily back-ups of the data using Oracle RMAN-based, compressed back-up sets. .  The 

images that constitute the functional system will have snapshots taken weekly and stored to the fully 

redundant storage system.  Accela’s back-up strategies and fully redundant DR site ensure that a complete 

system rebuild of data will not be necessary. 

 

Accela will meet measurable standards for expected and reasonable system availability (up-time) as 

established in Schedule B.   The system must generally be available seven days a week, twenty-four hours 

per day.  Scheduled down time is acceptable, provided notice of such down time is provided in accordance 

with Schedule B.  Unplanned down time between 6:00 am and 8:00 pm Pacific time must be to resolve 

production emergencies only, limited to no more than 43 minutes and occur no more than one time per 

month.  Any unscheduled down time shall incur the credits to customer in accordance with Schedule B. In no 

event will any proposed standard be less than a commercially reasonable standard. 

 

The Accela system implementation shall provide functional equivalents of the following environments; 

hardware and software requirements must include provisions to support these environments: 

 Support – An environment available to customers to develop and test new configurations or changes 

to existing configurations prior to implementation in production.  

 Staging – An environment available to customers to test new Accela Automation application releases 

against their production configuration.  New application code will be deployed to the Staging environment 

within one (1) week of becoming Generally Available (GA) from Engineering.  New application code will be 

deployed to the Support and Production environments one (1) month after being deployed to Staging for 

Major releases and two (2) weeks for Minor releases (Service Packs). 

 Production – The environment used by customers, jurisdiction staff, central administrative staff, and 

analysts/programmers to submit, track and manage live transactions and associated data. 

 

Accela shall provide the customer with a full database export on a monthly basis.  The customer has the 

option to request a more frequent export if desired, but will not exceed one (1) per calendar week.  Data 

exports will be posted to the Accela FTP site within 72 hours of the request. 

 

Accela shall respond to requests for production or support/staging environment report posting within 72 

hours of the request.  Reports will be reviewed for system performance and data integrity before posting.  If 

issues are found, they will be documented and communicated back to the customer for correction.  In the 

event that a report request is urgent, Accela will expedite this process to an extent that is reasonable for the 

request. 

 

To provide the Managed Service, Accela shall provide, host, manage, and maintain the System as follows: 

 

A. Management, Support, and Maintenance of Hardware. 

1. Accela shall provide, manage, and maintain operating systems on all System environment hardware.  

This will involve application of any necessary patches or updates and upgrades as necessary.  Accela shall 

provide a mirrored back-up of the system.  

 

2. Accela shall provide, manage, and maintain, for the System, the physical hardware, racks, and 

switches.  This will involve any physical fix as needed, updates, or refreshes as necessary.  
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B. Capacity Planning and Monitoring  

Accela shall be responsible for monitoring capacity and performing capacity planning to ensure the System 

environment has sufficient capacity to meet the service level agreements agreed upon in the Contract.  

 

C. Asset Management 

Asset Management services provide inventory and tracking of equipment and the management of vendor-

provided maintenance agreements. 

 

Accela shall perform the following tasks: 

• Manage third party vendor contracts for equipment used in support of the Contract (rental 

agreements, leases, service  agreements, warranties, amendments, maintenance contracts, and insurance 

policies) 

• Provide hardware and software at the appropriate hardware and software levels to comply with 

vendor maintenance  contracts. 

• Provide an asset tracking tool to maintain a database of asset information such as make, model, 

operating system, number of CPUs, amount of memory, and amount of storage 

 

D. Facilities Services 

Accela shall provide a PCI compliant facility.   

 

E. Monitoring Server and OS  

1. Monitoring Server and OS service detects and responds to up/down availability faults generated by 

monitored servers.  

2. Accela shall perform the following: 

• Provide the operational support processes required for up/down monitoring 

• Document and track all detected problems using the site problem management process 

• Escalate all detected problems to the appropriate support personnel 

 

F. Operations Management 

1. Operations Management are those activities requiring physical hands-on support. Accela shall 

provide skilled staff to support all operational support services at an Accela data center facility. 

2. Accela shall perform the following: 

• Perform systems operation functions such as power on/off and start/stop/reset device intervention 

• Monitor vendors on the Accela premise performing work maintenance or problem resolution work  

• Maintain responsibility for procuring any expendable supplies (CDs, tapes, cleaning supplies, and so 

forth) 

 

G. Operating System Management 

1. Accela shall provide proper functionality of hosting software on servers. Support is provided for 

operating systems and related software products. Included are all ongoing processes to maintain supplier-

supported operating platforms including preventive software maintenance services. 

2. Accela shall perform the following: 

• Install and maintain system-level software, such as operating system and other system-level 

products software requiring  user access 

• Monitor system software status and take necessary action to resolve any issues 

• Perform operation system software tuning as required to maintain daily operations for Accela-

provided services 

• Install preventive maintenance patches deemed critical by the vendor to support system software 

products to prevent known  problems from impacting the operating environment 

• Install patches per vendor instructions for security exposures deemed critical by the vendor 

• Participate in the identification of connectivity and associated network problems 

• Plan and implement necessary changes for the System 

• Document and track all configuration management changes using the site change management 

process 

• Provide problem escalation and interact as necessary with third-party suppliers 

 

H. System/File Backup and Restore  

1. System/File Backup and Restore Services provide the operational and management processes to back 

up and restore  operating system and flat-file data.  
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2. Accela shall perform the following: 

• Design and implement the backup Plan  

• Perform backups  

• Provide for data restores as needed if customer causes the need for a data restoration; customer will 

be responsible for the actual cost of the data restore at the hourly service rate in the Contract. 

• Monitor backup processes and verification of successful completion 

• Adjust backup and restore plans as new components are added to the System  

 

I. Server Storage Management 

1. Server Storage Management provides for the support of server direct-attached storage environment.   

2. Accela shall perform to following: 

• Integrate the storage hardware and software to provide the appropriate level of capacity, scalability, 

and performance of the server storage hardware and software 

• Manage hardware and software maintenance requirements based on the manufacturer’s 

recommended schedule 

• Implement security practices, such as logical unit masking, preventing unauthorized storage access 

from an unauthorized server 

• Maintain proper storage configuration(s) (mapping logical volumes, creating file systems, balancing 

I/O capacity) 

 

J. Server Management Services 

Accela shall provide server management services.   

 

K. Hardware Management  

Accela shall provide Hardware Management. Hardware management provides the services necessary to 

enable computer equipment to be physically installed, maintained, and kept operational. 

 

L. Controlled Server Access  

Accela shall provide Controlled Server Access.  Controlled server access provides the tools and processes to 

manage access to assets.  This includes the management of user logon IDs and their access rights to system-

level resources, as well as maintaining server-level security parameters and security product options. 

 

M. Virus Protection  

Accela shall provide Virus Protection services. Server level anti-virus service provides anti-virus software on 

each server to provide protection and detection of viruses, worms, and other malicious code. The anti-virus 

software can be updated with current virus signatures and detection engines automatically or by file 

distribution software. This service also provides the means to scan the server at the system level to detect 

malicious code. 

  

N. Security Event Logging  

Accela shall provide Security Event Logging. Security Event Logging is a detective control that enables the 

recording of security events on system hosts based on preset parameters. The administrative tool’s logging 

function is enabled and the security events are retained in a record for future review. 

 

O. Vulnerability Scan and Report   

Accela shall provide Vulnerability management. Vulnerability management includes preventive and 

detective services to identify vulnerabilities as they emerge; to prevent those vulnerabilities from affecting 

the in-scope systems; to detect when an in-scope system has been affected; and to cure those affected 

systems. Vulnerability management includes both Vulnerability Alert management and Vulnerability 

Scanning processes. Vulnerability Alert management is the preventive process that collects known 

vulnerabilities and prioritizes vulnerabilities based on associated risk. Vulnerability Scanning is the 

detective process of identifying potential vulnerabilities on servers for exposures to such vulnerabilities. 

 

P. Managed Cluster  

Accela shall provide Managed Cluster Management.  Managed Cluster Management provides processes to 

deliver server/storage configurations clustered together in the same physical site. This is delivered through 

the use of hardware configuration and software to meet availability requirements. 

 

Q. Host Based Intrusion Detection  
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Accela shall provide Host Based Intrusion Detection.  Host Based Intrusion Detection is the real-time 

identification, detection, and notification of suspected unauthorized intrusions on individual servers. 

  

R. Secondary Mirrored Site Management  

Accela shall provide a mirrored secondary site that allows for replication of the primary site in the event of a 

natural disaster rendering the primary data center inoperable.  Accela shall provide skilled staff to support 

all operational support services. These services include support processes necessary to provide a secondary 

mirrored site. 

 

S. Data Recovery  

Accela shall provide multiple ways to recover customer’s data: 

• Use of Oracle’s flashback technology at either the query or table level 

• Mounting of the latest snapshot as a cloned database to retrieve data 

• Use of the logical export to restore the data to a new database to export it 

• Use of RMAN to perform a point-in-time recovery of the data files and archive logs to an isolated 

cloned instance 

 

Use of RMAN to perform a point-in-time recovery of the database proper Switchover/Failover to the DR site 

in case of a severe primary site outage.  
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P.O. BOX 30026, LANSING, MI 48909 
OR 

530 W. ALLEGAN, LANSING, MI  48933 
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CONTRACT NO. 071B3200042 
 

between 
 

THE STATE OF MICHIGAN 
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NAME & ADDRESS OF CONTRACTOR: PRIMARY CONTACT EMAIL 
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2633 Camino Ramon, Suite 120 TELEPHONE CONTRACTOR #, MAIL CODE 

San Ramon, CA  94583 (925) 659-3247       
     

STATE CONTACTS AGENCY NAME PHONE EMAIL 
CONTRACT COMPLIANCE 

INSPECTOR LARA David Viges 517-241-9310 vigesd@michigan.gov 

BUYER DTMB Mark Lawrence 517-241-1640 lawrencem1@michigan.gov 

 

CONTRACT SUMMARY: 
DESCRIPTION:   LARA – Construction Codes Software 

INITIAL EFFECTIVE DATE  

INITIAL EXPIRATION 
DATE  

INITIAL AVAILABLE 
OPTIONS  

EXPIRATION DATE BEFORE CHANGE(S) 
NOTED BELOW  
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PAYMENT TERMS F.O.B SHIPPED SHIPPED FROM 

N/A N/A N/A N/A 
ALTERNATE PAYMENT OPTIONS: AVAILABLE TO MiDEAL PARTICIPANTS 

 P-card  Direct Voucher (DV)  Other  Yes  No 
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DESCRIPTION OF CHANGE NOTICE: 
EXTEND CONTRACT 
EXPIRATION DATE 
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OPTION YEAR(S)  
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CONTRACT OPTION YEARS 
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 No        Yes               
VALUE/COST OF CHANGE NOTICE: ESTIMATED REVISED AGGREGATE CONTRACT VALUE: 

$395,840.00 $4,442,115.00 
Effective February 25, 2014, this contract is hereby increased by $395,840.00.  Please see the attached 
document for explanation of this change notice.  All other terms, conditions, pricing and specifications remain 
the same.  Per vendor agreement, DTMB Procurement approval and the approval of the State Administrative 
Board on February 
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AUTHORITY:  Act 431 of 1984 
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STATE OF MICHIGAN 

 DEPARTMENT OF TECHNOLOGY, MANAGEMENT AND BUDGET January 8, 2013 
PROCUREMENT 

P.O. BOX 30026, LANSING, MI 48909 
OR 

530 W. ALLEGAN, LANSING, MI  48933 
 

NOTICE  
OF 

CONTRACT NO.  071B3200042 

between 

THE STATE OF MICHIGAN 

and 
 
NAME & ADDRESS OF CONTRACTOR: PRIMARY CONTACT EMAIL 

Accela, Inc. Julian Munoz jmunoz@accela.com 

2633 Camino Ramon, Suite 120 TELEPHONE CONTRACTOR #, MAIL CODE 

San Ramon, CA 94583 (925) 659-3247 
      

STATE CONTACTS AGENCY NAME PHONE EMAIL 
CONTRACT COMPLIANCE 
INSPECTOR: 

LARA David Viges (517) 241-9310 vigesd@michigan.gov  

BUYER: DTMB Mark Lawrence (517) 241-1640 lawrencem1@michigan.gov  
 

CONTRACT SUMMARY: 
DESCRIPTION:    

LARA – Construction Codes Software 

INITIAL TERM EFFECTIVE DATE 
INITIAL EXPIRATION 
DATE AVAILABLE OPTIONS 

5 Years December 27, 2012 December 26, 2017 2, 1 Year Options 
PAYMENT TERMS F.O.B SHIPPED SHIPPED FROM 

N/A N/A N/A N/A 
ALTERNATE PAYMENT OPTIONS: AVAILABLE TO MiDEAL PARTICIPANTS 

  P-card  Direct Voucher (DV)  Other  YES  NO 
MINIMUM DELIVERY REQUIREMENTS: 

N/A 
MISCELLANEOUS INFORMATION: 

N/A 

ESTIMATED CONTRACT VALUE AT TIME OF EXECUTION: $4,046,275.00 

mailto:jmunoz@accela.com
mailto:vigesd@michigan.gov
mailto:lawrencem1@michigan.gov
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AUTHORITY:  Act 431 of 1984 
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PENALTY:  Contract will not be executed unless form is filed 

 
STATE OF MICHIGAN 

DEPARTMENT OF TECHNOLOGY, MANAGEMENT AND BUDGET 
PROCUREMENT 

P.O. BOX 30026, LANSING, MI 48909 
OR 

530 W. ALLEGAN, LANSING, MI  48933 
 

CONTRACT NO.  071B3200042 

between 

THE STATE OF MICHIGAN 

and 
 
NAME & ADDRESS OF CONTRACTOR: PRIMARY CONTACT EMAIL 

Accela, Inc. Julian Munoz jmunoz@accela.com 

2633 Camino Ramon, Suite 120 TELEPHONE CONTRACTOR #, MAIL CODE 

San Ramon, CA 94583 (925) 659-3247 
      

STATE CONTACTS AGENCY NAME PHONE EMAIL 
CONTRACT COMPLIANCE 
INSPECTOR: 

LARA David Viges (517) 241-9310 vigesd@michigan.gov 

BUYER: DTMB Mark Lawrence (517) 241-1640 lawrencem1@michigan.gov  
 

CONTRACT SUMMARY: 
DESCRIPTION:    

LARA – Construction Codes Software 

INITIAL TERM EFFECTIVE DATE 
INITIAL EXPIRATION 
DATE AVAILABLE OPTIONS 

5 Years December 27, 2012 December 26, 2017 2, 1 Year Options 
PAYMENT TERMS F.O.B SHIPPED SHIPPED FROM 

N/A N/A N/A N/A 
ALTERNATE PAYMENT OPTIONS: AVAILABLE TO MiDEAL PARTICIPANTS 

  P-card  Direct Voucher (DV)  Other  YES  NO 
MINIMUM DELIVERY REQUIREMENTS: 

N/A 
MISCELLANEOUS INFORMATION: 

N/A 

ESTIMATED CONTRACT VALUE AT TIME OF EXECUTION: $4,046,275.00 
 
THIS IS NOT AN ORDER:  This Contract Agreement is awarded on the basis of our inquiry 
bearing the solicitation #071I2200068.  Orders for delivery will be issued directly by the 
Department of Technology, Management & Budget through the issuance of a Purchase 
Order Form. 

mailto:jmunoz@accela.com
mailto:vigesd@michigan.gov
mailto:lawrencem1@michigan.gov
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Article 1 – Statement of Work (SOW) 

 
 

 
1.000 Project Identification 

1.001 PROJECT REQUEST 
The purpose of this contract is to replace the current Construction Codes enforcement software 
with a single web-based application. This contract is an enterprise-wide contract available to all 
State agencies. The requirements of each State agency would be provided in a contract change 
notice when required. 
 
The system will be used by 150 BCC staff, approximately 75 staff concurrently, at offices across 
the State of Michigan. 
 
The system will also be used in Michigan by: 

 local inspectors,  
 Contractors (approx. 46,000 permits per year), 
 licensees (approx. 6,000 renewals per year),  
 homeowners (approx. 525 permits per year), 
 All State Agencies 

   

1.002 BACKGROUND 
BCC is responsible for the administration of:  

a. the Stille-DeRossett-Hale Single State Construction Code Act (1972 PA 230),  
b. the Building Officials Registration Act (1986 PA 54),  
c. the Electrical Administrative Act (1956 PA 217),  
d. the Forbes Mechanical Contractors Act (1984 PA 192),  
e. the State Plumbing Act (2002 PA 733),  
f. the Boiler Act of 1964 (1965 PA 290),  
g. the Elevator Licensing Act (1976 PA 333),   
h. the Elevator Safety Board Act (1967 PA 227),  
i. the Land Division Act (1967 PA 288),  
j. the State Survey and Remonumentation Act (1990 PA 345),  
k. the State Boundary Commission Act (1968 PA 191),  
l. the Utilization of Public Facilities by Physically Limited Act (1966 PA 1), as well 

as  
m. the related rule sets and codes, and oversees 9 industry-related boards or 

commissions. 
 
The Bureau a) issues permits and licenses, b) is responsible for licensure examinations, c) 
provides inspections, d) provides Plan Review services, e) investigates complaints against 
licensees, and f) registers inspectors.  All of these activities are conducted in the areas of: 

 building,  
 boiler,  
 electrical,  
 elevator,  
 mechanical, and  
 plumbing.   

 
Inspections and monitoring visits are also performed on-site at pre-manufactured unit facilities.  
 

http://michiganlegislature.org/mileg.asp?page=getObject&objName=mcl-Act-230-of-1972&queryid=40215&highlight=
http://michiganlegislature.org/mileg.asp?page=getObject&objName=mcl-Act-54-of-1986&queryid=2111686&highlight=
http://www.legislature.mi.gov/mileg.asp?page=getObject&objName=mcl-Act-217-of-1956&queryid=39209&highlight=
http://www.legislature.mi.gov/mileg.asp?page=getObject&objName=mcl-Act-192-of-1984&queryid=39464&highlight=
http://www.legislature.mi.gov/mileg.asp?page=getObject&objName=mcl-Act-733-of-2002&userid=
http://www.legislature.mi.gov/mileg.asp?page=getObject&objName=mcl-Act-290-of-1965&queryid=7521754&highlight=
http://www.legislature.mi.gov/mileg.asp?page=getObject&objName=mcl-Act-333-of-1976&queryid=1873102&highlight=
http://www.legislature.mi.gov/mileg.asp?page=getObject&objName=mcl-Act-227-of-1967&queryid=39509&highlight=
http://www.legislature.mi.gov/mileg.asp?page=getObject&objName=mcl-Act-288-of-1967&queryid=1722764&highlight=
http://www.legislature.mi.gov/mileg.asp?page=getObject&objName=mcl-Act-345-of-1990&queryid=1729081&highlight=
http://www.legislature.mi.gov/(S(miesem55aqdcwe45hlrzrqa0))/mileg.aspx?page=getobject&objectname=mcl-act-191-of-1968&queryid=328513&highlight=
http://www.legislature.mi.gov/mileg.asp?page=getObject&objName=mcl-Act-1-of-1966
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1.100 Scope of Work and Deliverables 
 
1.101 IN SCOPE 
 
The solution provides products and services for the proposed web-based application.   
 
This project consists of the following scope:  
 
 Initiation  
 Analysis 
 Configuration 
 Build 
 Readiness 
 Deploy 
 Warranty 
 Documentation 
 Knowledge Transfer/Transition  
 Software License, Maintenance, and Support Services 
 Reserve Bank of Hours 

 
A more detailed description of the software, services (work) and deliverables sought for this 
project is provided in Article 1, Section 1.104, Work and Deliverables.  

1.102 OUT OF SCOPE 
These are out of scope of this contract: 

 hardware purchases, installation, maintenance 
 security administration within State’s LAN/WAN networks  
 desktop support. 

1.103 ENVIRONMENT 
The links below provide information on the State’s Enterprise information technology (IT) policies, 
standards and procedures which includes security policy and procedures, IT strategic plan, 
eMichigan web development and the State Unified Information Technology Environment (SUITE).  
 
 All services and products provided in this Contract shall comply with all applicable State IT 
policies and standards.   
 
Enterprise IT Policies, Standards and Procedures: 
http://www.michigan.gov/dmb/0,1607,7-150-56355-107739--,00.html 
 
All software and hardware items provided by the Contractor must run on and be compatible with 
the DTMB Standard Information Technology Environment.  Additionally, the State must be able to 
maintain software and other items produced as the result of the Contract. Therefore, non-
standard development tools may not be used unless approved by DTMB. The Contractor must 
request, in writing, approval to use non-standard software development tools, providing 
justification for the requested change and all costs associated with any change. The DTMB 
Project Manager must approve any tools, in writing, before use on any information technology 
project.  
 
It is recognized that technology changes rapidly. The Contractor may request, in writing, a 
change in the standard environment, providing justification for the requested change and all costs 

http://www.michigan.gov/dmb/0,1607,7-150-56355-107739--,00.html
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associated with any change. The State’s Project Manager must approve any changes, in writing, 
and DTMB, before work may proceed based on the changed environment.  
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The State’s security environment includes:  
 DTMB Single Sign On.  
 DTMB provided SQL security database.  
 Secured Socket Layers.  
 SecureID (State Security Standard for external network access and high risk Web 

systems)  
 
DTMB requires that its single sign on (SSO) security environment be used for all new web-based 
application development. Where software is being converted from an existing package, or a 
(COTS) software application is being purchased, the security mechanism must be approved in 
writing by the State’s Project Manager and DTMB Office of Enterprise Security. 
 
Any additional Agency specific security requirements above and beyond the enterprise 
requirements and standard terms and conditions stated in Article 2 must be provided as part of 
the Agency Specific Technical Environment.   
 
IT Strategic Plan:   
http://www.michigan.gov/itstrategicplan 
 
IT eMichigan Web Development Standard Tools: 
http://www.michigan.gov/documents/som/Look_and_Feel_Standards_302051_7.pdf 
 
 
The State Unified Information Technology Environment (SUITE): 
Includes standards for project management, systems engineering, and associated forms and 
templates – must be followed:  http://www.michigan.gov/SUITE  
 
Agency Specific Technical Environment 

The DTMB/LARA Standard Information Technology Environment consists of the Desktop 
Environment, Project Management Tools, the Business System Development Environment, 
the Web / Intranet Site and Application Development Environment, the Security Environment, 
and the Network Environment.  These environments include but are not limited to the 
following identified IT tools: 
 
Windows XP Desktop Environment  
Microsoft Office/Office Professional, XP 
Microsoft Outlook 2010 
Microsoft Internet Explorer 8.0  
Adobe Acrobat Reader 9 
 
Project Management Tools 
Microsoft Project 2010 
Microsoft Visio 2010 
SUITE Templates 
 
Development Languages, Tools 
JDK 1.4, 5, 6 
J2EE 1.4, JEE 5 
 Spring Framework SUITE 2.x, 3.x 

DOJO JavaScript Framework 1.1 and higher  
Struts 1.x 
Hibernate 2.x, 3.x 
Direct Web Remoting 

JBoss JBPM 3.x, 4.x 
JBoss Rules 4.x, 5.x 

http://www.michigan.gov/itstrategicplan
http://www.michigan.gov/itstrategicplan
http://www.michigan.gov/documents/som/Look_and_Feel_Standards_302051_7.pdf
http://www.michigan.gov/suite
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JavaScript, JQuery 
XML 
HTML 
CSS 
AJAX 
Microsoft .NET 2.x, 3.x, 4.x 
C# 
ASP.NET 
JBoss Developer Studio 
Microsoft Visual Studio 2008 
Visual Source Safe 
Erwin - Data Modeling 
Toad for Oracle 10.0 
 
Web/Application Servers 
OC4J 
IBM Http Server 6.x 
Websphere Application Server 6.1 
JBoss SOA Platform 5.0 
Microsoft Internet Information Server 6, 7 
 
Database Server 
Oracle 11.2 
Microsoft SQL Server 2008 

 
Web Content Management 
Vignette Content Manager, version 6+  

 
Document Management 
Adobe Acrobat version 6.0 + 
 
Electronic Forms: 
Presentation: Adobe Acrobat version 6.0 + 
 
Security Environment 
Java J2EE Security 
IBM Tivoli Single Sign On 
SSL 
SecureID (State Security Standard for external network access and high risk Web systems) 
 
Operating Systems 
Windows 2008 
Unisys Mainframe 
 
Network Environment / Hardware 
Cisco Routers 

      Dell, Sun, HP, IBM servers 
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1.104 Work and Deliverables 
 
I. Services and Deliverables To Be Provided  
 
Contractor shall provide Deliverables/Services and staff, and otherwise do all things necessary 
for the implementation of the Web-based application including configuration, customization, and 
interfaces/integration. 
 
The Contractor shall develop the proposed new Web-based application in phases.   
   
The first phase to include conversion of all permits, licenses and inspection data contained 
within the Permits’ Plus and the InspecTrack (Inspection Data Collection) databases. Also 
included is the conversion of Plan Review for Construction Codes from Oracle 6i to the proposed 
new Web-based application. 
 
The second phase would include conversion of the Elevator permits and serials (elevators) and 
Complaints Log to the proposed new Web-based application. Also included is the conversion of 
the Inspector Registration System.  
 

 Each one of these phases will follow the Accela Implementation Methodology (AIM). 
Contractor shall modify AIM to adhere to the State’s SUITE templates for 
documentation.  

 
 The “look and feel” will be reviewed by State during the Analysis stage when the 

State is reviewing and accepting the configuration documents.  During the 
Configuration stage, the State will be able to review the “look and feel” again.  
Configuration is developed from the approved configuration documents.  If 
configuration is not consistent with the approved configuration document, the 
changes will be addressed at no additional cost to the State.   

 
 
A. Project Stages (costs for this section are in Appendix G, Table 1, One Time Project Costs)  
 
Stage 1 - Initiation 
 
Deliverable 1: Project Initiation 
 
 
Contractor Responsibilities:  

a. Provide Project Management and Executive Project Oversight to the project; including 
risk management, issue management, acceptance management, change management, 
project planning, tracking and status reporting. 

b. Facilitate the Weekly Project Status Meetings 
c. Facilitate the Monthly Project Reviews 
d. Follow the defined Escalation Procedures to mitigate risks and resolve issues 
e. Manage Contractor resources to complete activities according to the project plan 
f. Provide Project Initiation presentation and product overview in Power Point. 

 
 

State Responsibilities:  

g. Provide input into the project management documentation 
h. Participate in Weekly Project Status Meetings 
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i. Participate in Monthly Project Reviews 
j. Follow the defined Escalation Procedures to mitigate risks and resolve issues. 
k. Manage Agency resources to complete activities according to the project plan 
 
 

Deliverable 1  
 Project Charter 
 Communication Plan 
 Project Plan 
 Project Status Report Template 
 Escalation Plan 
 Project Initiation presentation document 

 
 
Acceptance Criteria:  

High-level acceptance criteria for Document Deliverables and Software Deliverables are listed in 
Section 1.501. 
 
 
Deliverable 2: Accela Automation setup 
During the System Setup of this project, Contractor’s technical staff shall work with the Agency 
DTMB staff to ensure that the components for hardware, software, database, network, and 
Internet are in place for the test and production environments.  Contractor technical staff will 
validate the proper installation and configuration of the Accela Automation environment. During 
the installation of Accela Automation software, documentation on the installation of Accela 
Automation shall be provided to the Agency as reference material.  Included in this deliverable is 
the installation of Accela Automation in three (3) Agency Environments. 

 
Contractor Responsibilities: 

1. Consult with Agency resources to provide technical input and answer technical questions 
related to the installation requirements for Accela Automation. 

2. Deliver and install the Accela Automation software on the Agency server. 
3. Provide hardware and installation documentation to Agency in order to facilitate 

procurement. 
 Perform a remote system check of the installation. 

i. Demonstrate that the Accela Automation applications are operational 
in the Agency computing environment. 

4. Configure Accela Automation to use the reporting technology selected by the Agency 
(Crystal Reports) 

 
State Responsibilities:  

l. Provide timely and appropriate responses to Contractor’s requests for information. 
m. Procure and configure necessary hardware, non-Accela Automation systems software, 

and networking infrastructure as specified by Contractor in the three environments. 
n. Provide/purchase/acquire the appropriate hardware, software and infrastructure assets to 

support the reporting technology. 
o. Prepare the hardware, software, and network in accordance with the specifications 

provided by Contractor. 
p. Make available the Agency key DTMB users to participate in any hardware, software, 

environment, and infrastructure meetings. 
q. Arrange for the availability of appropriate people for the system installation, setup, 

testing, and quality assurance throughout the setup process. 
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Deliverable 2 
 Installation Guide, including Checklist  
 Implementation Plan 
 Installation Plan 
 Installation of the Accela Automation without the add-on software solutions software 

on Agency servers for all three environments (QA, UAT, and PROD) 
 
Acceptance Criteria:  

r. High-level acceptance criteria for Document Deliverables and Software Deliverables are 
listed in Section 1.501. 

s. Confirmation of ability to log into the Accela Automation software that has been installed 
on Agency’s computing environment. 

t. Verify Accela Automation software is operational in the Agency’s three environments. 
 
 
Stage 2 - Analysis 

  
Deliverable 3A & 3B: Configuration Analysis (Phase I and Phase II) 

 
The Contractor shall handle all the requirements activities including, but not limited to the 
following:  

a. Validation and Verification of requirements (found in Appendix A and B) 
b. Creation as/if required of use cases.   

 
Configuration Analysis is comprised of the activities required to define the baseline configuration 
of Accela Automation for the Agency.  
  

The configuration analysis shall include processes for: 

 Elevators 

 Building,  

 Electrical,  

 Plumbing,  

 Mechanical and  

 Boilers.   

These processes include the entire workflow process from application through build out and 
Certificate of Occupancy. A complete business process review will be conducted for 80 record 
types including permitting, licensing, inspections, complaints, Inspector Registration, and Elevator 
Serials. 

The configuration analysis shall be documented for identified workflows and records in the 
meetings/discussions for the analysis review of the Plan Review, Permits, Licenses, Inspections, 
Complaints, Inspector Registration, and Elevator Serials.  The benefit of the configuration 
analysis will allow the overall application process to be seamless and prove that it functions 
effectively as a whole.   

The scope of the record types included in Analysis for Phase I and Phase II will be determined in 
the Initiation Phase.  

Below is a preliminary list of the primary business processes to be evaluated during the 
configuration analysis stage.   
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Business Processes (Potential Records for Analysis) 

Permitting, Inspections, Licensing, Plan Review, Complaints, 

Inspector Registration and Elevator Serials 

 Application for  Permit 

 Boiler Permit 

 Building Permit 

 Electrical Permit 

 Elevator Permit 

 Mechanical Permit 

 Plan Review Mobile Home Park Permit 
 Plumbing Permit 

 Track and Manage Inspections 

 Building Permit Inspections 

 Building Manufactured Housing Community inspections 
 Electrical Permit Inspections 
 Elevator Permit Inspections 
 Mechanical Permit Inspections 
 Plumbing Permit Inspections 
 Elevator Permits Inspections 

 Premanufactured Housing Inspections 

 Licensing and Exam Processing 

 Building Manufactured Housing Program Licenses 

 Boiler Licenses 

 Electrical Licenses 

 Elevator Licenses 

 Mechanical Licenses 

 Plumbing Licenses 

 Plan Review 

 Barrier Free 

 Boiler 

 Building 

 Electrical 

 Building 

 Electrical 

 Mechanical 

 Plumbing 

 Complaints 

 Licensure(s) 

 Permit(s) 

 Manufactured Housing 

 Inspector Registration 

- Programs 

- Instructors 

- Code Officials 

 Elevator serials 
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Prior to the analysis workshops, Contractor shall provide a Pre-Analysis Questionnaire to the 
Agency to both prepare the Agency for the types of questions that will be asked during the 
workshops as well as gather high-level information that will help Contractor tailor the workshops 
for the Agency’s specific needs.  Contractor Consultants shall review documentation provided by 
the Agency to gain a better understanding of their business processes, current as-is process 
workflows and previously identified business process issues, opportunities and 
recommendations.  Contractor shall review and understand the key processes of how the 
systems function at Agency.  Contractor services staff shall lead the analysis workshops and 
conduct a familiarization training effort for the Agency on the outcome of the system configuration 
document to provide the Agency with a better understanding on the Accela Automation 
implementation. 

The key output of the process is the System Configuration Document, which serves as a 
‘blueprint’ for all design and configuration efforts throughout the implementation project and 
establish the benchmarks for testing and acceptance at the conclusion of the project.  In order to 
develop the content for this document, Contractor shall work closely with designated Agency 
personnel and will conduct configuration analysis sessions to capture the required business 
processes to be automated within the system.  As a part of this effort, Contractor shall also 
identify key Accela Automation features that can best support these processes. 

 In conjunction with the Agency representatives, Contractor shall perform the following tasks: 

 Review and chart each business process as a basis for configuration in Accela 
Automation’s workflow tool. 

 Collect employee names and associated roles and identify user group setups. 
 Review and document intake requirements, forms, and data fields for all process 

types. 
 Collect and document output requirements (documents/letters/reports). 
 Collect and document fees, fee schedules, and collection procedures for all process 

types. 
 Collect and document all required inspections and inspection result options for all 

process types. 
 Review and document data conversion 
 Review and gather all systems documentation 
 Collect GIS Requirements 
 Collect Citizen Access Requirements 
 Collect Accela Mobile Requirements 
 Develop Use Cases to incorporate into the Configuration Document 

 
Contractor shall use the SUITE System Configuration Document template, and capture the 
Agency’s processes to be configured.  Contractor’s Project Manager shall coordinate the 
compilation of the information collected during the Configuration Analysis into a System 
Configuration Document that shall detail all aspects of the proposed configuration.   The 
configuration document includes detailed configuration settings including the following topics: 
 

 Organization and departments  Security 
 Application Types  Workflow 
 Staff Assigned to tasks  Email Notification 
 Application Status Group  Smart Choice Group 
 Application Specific Information  Dropdown List Values 
 Fees  Standard Conditions 
 Standard Comments  Standard Choices 
 Parcel Templates  Inspections 
 Reports  Event Scripts 
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The Project Team, consisting of representatives from both Contractor and the Agency, shall 
conduct a formal review of the configuration document for the purpose of approval and sign-off on 
the deliverable.  Contractor shall configure a prototype application, including the workflow, which 
shall be used during the review sessions to demonstrate the proposed functionality.  Prototyping 
is intended to demonstrate selected aspects of Accela Automation functionality to assist in 
understanding how it will operate for the Agency. 
 

The configuration and data analysis workshops typically involve 1-3 meetings per functional 
group followed by interviews required to validate requirements. Subject Matter Experts for each 
core group are expected to attend these sessions and range from 2-8 people per group.  
Contractor shall need a meeting room, projector and joint facilitator.  Contractor shall provide a 
questionnaire prior to the session, along with an agenda.  Contractor shall also provide meeting 
notes after each meeting. 

 

Upon completion of the Analysis workshops and associated documentation, Contractor shall 
develop one prototype per business process group (e.g. Miscellaneous Permits) for presentation 
to the business stakeholder.  Contractor shall hold a demonstration walkthrough of the prototype 
to gather feedback from the project team.  This prototype will aid the team in visualizing the 
implementation of the business processes and will provide a mechanism for transitioning Accela 
Automation knowledge to the Agency team members and will provide expedited feedback to the 
Contractor’s Team before configuration begins. 

 

Contractor Responsibilities:  

u. Conduct configuration analysis workshops to capture the required business processes to 
be automated within the system for Phase I and Phase II. 

v. Provide and analyze the Pre-Analysis Questionnaire responses from the Agency 
w. Conduct selected prototyping to demonstrate proposed functionality. 
x. Conduct meetings via email, WebEx, phone, and in person to gather and validate 

analysis input. 
y. Prepare and complete System Configuration Document capturing the Agency’s business 

processes to be configured. 
z. Prepare and complete Use Cases capturing the Agency’s business processes to be 

configured. 
aa. Coordinate with the Agency to define training schedule and logistics. 

 

State Responsibilities:  

bb. Provide timely responses to Contractor’s request for information. 
cc. Provide feedback on the Pre-Analysis Questionnaire 
dd. Make available Agency key users and content experts to participate in the configuration 

analysis and verify the accuracy of the documented workflows, input/output formats, and 
data elements. 

ee. Provide business process documentation, including process flows; fee schedules; 
commonly used applications, reports and forms; and other relevant information. 

ff. Schedule participants and meeting locations for analysis activities. 
gg. Select and prepare the power-users who will be participating in the training and 

subsequently training end users. 
hh. Arrange the time and qualified people for the familiarization training who are critical to the 

project success. 
ii. Provide suitable Agency facilities to accommodate various training classes. 
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jj. Ensure that users are proficient in using PC’s in a Windows environment as a 
prerequisite for the course. 

kk. Ensure that users are familiar with use of standard Internet browsers as a prerequisite for 
the course. 

ll. Review workshop meeting notes and validate that the content accurately reflects the 
information discussed. 

mm. Provide subject matter experts 
nn. Validate any data requirements 
oo. Approve the requirements document within 5 business days 

 
 
 

Deliverable 3A (Phase I) 
4 Configuration Analysis data gathering activities, including workshops, interviews, and 

WebEx 
5 System Configuration Document (MS Word) which will document the “to be” Accela 

Automation workflow processes. 
6 Develop use cases 
7 Accela Automation familiarization training on the Systems Configuration document 
8 Phase I Requirements document(s) in SUITE format 
9 Technical Design Document 
10 Creation or updates to documentation including the Data Dictionary, Project Plan and 

Requirements Traceability Matrix 
 
 

Acceptance Criteria:  

pp. High-level acceptance criteria for Document Deliverables and Software Deliverables are 
listed in Section 1.501. 

qq. Review and approve the prototype and validate that the content accurately reflects the 
information discussed. 

rr. Review and approve Phase I System Configuration Document and validate that the 
content accurately reflects the business processes data that will be configured in Accela 
Automation.  

 
 

Deliverable 3B (Phase II) 
11 Configuration Analysis data gathering activities, including workshops, interviews, and 

WebEx 
12 System Configuration Document (MS Word) which will document the “to be” Accela 

Automation workflow processes. 
13 Develop use cases 
14 Accela Automation familiarization training on the Systems Configuration document 
15 Phase II Requirements document(s) ) in SUITE format 
16 Technical Design Document 
17 Creation or updates to documentation including the Data Dictionary, Project Plan and 

Requirements Traceability Matrix 
 
 

Acceptance Criteria:  

ss. High-level acceptance criteria for Document Deliverables and Software Deliverables are 
listed in Section 1.501. 

tt. Review and approve the prototype and validate that the content accurately reflects the 
information discussed. 
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uu. Review and approve Phase II System Configuration Document and validate that the 
content accurately reflects the business processes data that will be configured in Accela 
Automation. 

 
 
Stage 3 - Configuration 
 
Deliverable 4A & 4B 
 
Contractor Responsibilities:  

vv. Work with the Agency to identify supplementary information to accurately configure 
Accela Automation according to the System Configuration Document. 

ww. Configure the 80 Record types defined in the Configuration Analysis Document in Accela 
Automation. 

xx. Install three (3) standard reference configuration Vantage 360 Consoles. 
yy. Contractor shall assist in testing the system for purposes of validating the configuration. 
zz. Modify COTS software including development of interfaces 

 
 

State Responsibilities:  

aaa. Provide timely responses to Contractor’s request for information. 
bbb. Make available Agency key users and content experts to participate in 

configuring the system in an effort to learn about the system and work with Contractor 
through the verification process that the system has been configured as required in the 
associated System Configuration Document. 

ccc. The Agency will test the system for purposes of validating the configuration. 
ddd. Assist in the interface specification development and data mapping process. 

 
 
Deliverable 4A (Phase I) 
 Configuration of identified Record Types from Deliverable 3a in Accela Automation, 
 Configuration document for Vantage 360 Consoles 
 Updated documentation including the Requirements Traceability Matrix  
 
 
Acceptance Criteria:  

 High-level acceptance criteria for Document Deliverables and Software Deliverables 
are listed in Section 1.501. 

eee. Review and approve the base configuration of Accela Automation is configured 
as documented in the approved System Configuration Document for Phase I.  

fff. Verify the Vantage 360 Consoles are configured 
 
Deliverable 4B (Phase II) 
 Configuration  of identified Record Types from deliverable 3b in Accela Automation, 
 Configuration document for Vantage 360 Consoles 
 Updated documentation including the Requirements Traceability Matrix  
 
 
 
Acceptance Criteria:  

ggg. High-level acceptance criteria for Document Deliverables and Software 
Deliverables are listed in Section 1.501. 
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hhh. Review and approve the base configuration of Accela Automation is configured 
as documented in the approved System Configuration Document for Phase II.  

iii. Verify the Vantage 360 Consoles are configured 
 
Stage 4 - Build 
 
Deliverable 5 
During the configuration analysis phase of the implementation project, Contractor shall identify 
opportunities to supplement the Accela Automation base functionality via Event Manager Script 
Engine (EMSE) script development. Contractor shall work with key Agency project stakeholders 
to further define the business rules/processes identified in the Systems Configuration document 
that can be automated. Contractor shall work with the Agency to identify desired EMSE 
functionality, and subsequently will help prioritize the scripting needs to determine which scripts 
will be developed by Contractor, and which scripts can be developed by the Agency.   The scripts 
developed by Contractor can be used as models whereby agency staff can develop and modify 
additional EMSE scripts as needed. 

Prior to the development of a script, the Agency will approve a design specification document that 
will be created jointly by the Agency and Contractor.  The approved document will be used as a 
basis for determining completion and approval of the deliverable. 
 
During the Build stage, Contractor shall develop three interfaces exchanging data in real time, as 
needed. 
 
 
Contractor Responsibilities:  

jjj. Work with Agency staff to identify potential uses of EMSE scripting. 
kkk. Assist with development of list of desired EMSE functionality. 
lll. Assist the Agency in developing the EMSE design specification document.  
mmm. Assist the Agency in prioritizing which scripts will be developed by Contractor. 
nnn. Develop EMSE scripts based on the specifications. 
ooo. Demonstrate functionality of scripts per specifications. 

 
State Responsibilities:  

a) Allocate the time for qualified business and technical experts for the script requirements 
sessions that are critical to the project success. 

b) Develop the EMSE design specification document along with Contractor. 
c) Identify resources that will learn EMSE scripting tolls and approaches for ongoing 

maintenance. 
d) Prioritize desired EMSE functionality to determine which scripts Contractor shall develop. 
e) Provide timely responses to Contractor’s request for information. 
f) Verify the Event Script Specification meets the intended business requirement. 
g) Allocate the time for qualified personnel to test the script for acceptance. 
h) Ensure that the data populates successfully according to the script requirements 

document. 
 

Deliverable 5 
 

a. Prioritized list of EMSE scripts 
b. EMSE scripts  to Agency 
c. Demonstrated operability of scripts in staging/test environment per the design document 

specifications 
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Acceptance Criteria: 

i) High-level acceptance criteria for Document Deliverables and Software Deliverables are 
listed in Section 1.501. 

j) The Agency will provide Contractor with the Final EMSE design document to include 
script prioritization and Contractor assigned scripts. 

k) Acceptance testing of the Contractor developed scripts within the system 
 
 
Deliverable 6: Permits’ Plus Historical Data Conversion 
Contractor shall provide a program to convert/migrate Agency’s Permits’ Plus historical data into 
Accela Automation.  
 
Contractor Responsibilities:  

ppp. Work with the Agency to map appropriate fields from legacy Permits’ Plus system 
into Accela Automation. 

qqq. Develop scripts and execute data conversions 
rrr. Migrate data provided by the Agency into Accela Automation testing database 

environment. 
sss. Support with Permits’ Plus data conversion activities 

 
State Responsibilities:  

ttt. Identify data accuracy / quality issues and resolve them (data scrubbing). 
uuu. Provide data in the format(s) supported by Accela Automation. 
vvv. Allocate the time for qualified business and technical experts for the Contractor-led data-

mapping sessions that are critical to the project success. 
www. Assist in the data-mapping process. 
xxx. Load data from original source(s) into the Accela Automation standard staging tables. 
yyy. Allocate the time for qualified personnel to test the conversion for acceptance to ensure 

that the data is converted successfully according to the data-mapping document. 
 

Deliverable 6 
 Permits’ Plus Data Conversion Specifications Document(s) (MS Word/MS Excel). 
 Migrate historical data into Accela Automation testing database environment. 

 
Acceptance Criteria:  

zzz. High-level acceptance criteria for Document Deliverables and Software Deliverables are 
listed in Section 1.501. 

aaaa. Review and approve the Permits’ Plus data conversion specifications 
document(s). 

bbbb. Confirmation that Permits’ Plus historical data has been converted to Accela 
Automation testing environment according to the data conversion data specifications. 

 
 

Deliverable 7: Plan Review Oracle Historical Data Conversion 
Contractor shall provide a program to convert/migrate Agency’s Plan Review Oracle historical 
data into Accela Automation.  
 
Contractor Responsibilities:  

cccc. Work with the Agency to map appropriate fields from legacy Plan Review Oracle 
system into Accela Automation. 

dddd. Develop scripts and execute data conversions  
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eeee. Migrate data provided by the Agency into Accela Automation testing database 
environment. 

ffff. Contractor shall perform data conversion of the Plan Review data during the 
implementation. 

gggg. Support with Plan Review data conversion activities. 
 

 

State Responsibilities:  

hhhh. Identify data accuracy / quality issues and resolve them (data scrubbing). 
iiii. Provide data in the format(s) supported by Accela Automation. 
jjjj. Allocate the time for qualified business and technical experts for the Contractor-led data-

mapping sessions that are critical to the project success. 
kkkk. Assist in the data-mapping process. 
llll. Load data from original source(s) into the Accela Automation standard staging tables. 
mmmm. Allocate the time for qualified personnel to test the conversion for acceptance to 

ensure that the data is converted successfully according to the data-mapping document. 
 

Deliverable 7 
 Plan Review Oracle Historical Data Conversion Specifications Document(s) (MS 

Word/MS Excel). 
 Migrate historical data into Accela Automation testing database environment. 

 
Acceptance Criteria:  

nnnn. High-level acceptance criteria for Document Deliverables and Software 
Deliverables are listed in Section 1.501. 

oooo. Review and acceptance of the Plan Review Oracle data conversion 
specifications document(s). 

pppp. Confirmation that Plan Review Oracle historical data has been converted to 
Accela Automation testing environment according to the data conversion data 
specifications. 

 
 

Deliverable 8: Standard Licensed Professional Data Conversion 
Contractor shall provide a program to convert/migrate licensed professional data from a single 
source to be defined by the Agency to the Accela Automation licensed professional tables. Data 
shall be provided in Contractor’s standard format.  After Agency staff signs off on the conversion 
specification document, the Contractor conversion team shall configure the conversion that will 
populate Accela Automation with the appropriate data. 
 

Contractor Responsibilities:  

qqqq. Provide standard Licensed Professional conversion documentation. 
rrrr. Migrate data provided by the Agency into Accela Automation testing database 

environment. 
ssss. Support with all standard Licensed Professional data conversion activities 

 
State Responsibilities:  

tttt. Identify data accuracy / quality issues and resolve them (data scrubbing). 
uuuu. Provide Licensed Professional data in the format(s) specified by the standard 

Licensed Professional documentation. 
vvvv. Allocate the time for qualified business and technical experts for the Contractor-

led data-mapping sessions that are critical to the project success. 
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wwww. Assist in the data-mapping process. 
xxxx. Load data from original source(s) into the Accela Automation standard staging 

tables. 
yyyy. Allocate the time for qualified personnel to test the conversion for acceptance to 

ensure that the data is converted successfully according to the data-mapping document. 
 

Deliverable 8 
 Licensed Professional Data Conversion Specifications Document (MS Word/MS 

Excel). 
 Migrate Licensed Professional data into Accela Automation testing database 

environment 
 

Acceptance Criteria:  

zzzz. High-level acceptance criteria for Document Deliverables and Software 
Deliverables are listed in Section 1.501. 

aaaaa. Review and acceptance of the Licensed Professional Data Conversion 
Specifications document. 

bbbbb. Confirmation that Licensed Professional data has been converted to Accela 
Automation testing environment according to the standard Licensed Professional data 
specifications. 

 
 

Deliverable 9: Standard Address, parcel and ownership (APO) data Conversion 
Contractor shall provide a program to convert/migrate Address, Parcel, and Ownership (APO) 
data from a single source to be defined by the Agency to the Accela Automation APO tables. 
Data shall be provided in Contractor’s standard format.  After Agency staff signs off on the 
conversion specification document, the Contractor conversion team shall configure the 
conversion that will populate Accela Automation with the appropriate data. 
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Contractor Responsibilities:  

ccccc. Provide standard APO conversion documentation. 
ddddd. Migrate data provided by the Agency into Accela Automation testing database 

environment. 
eeeee. Support with all APO data conversion activities 

 

State Responsibilities:  

fffff. Identify data accuracy / quality issues and resolve them (data scrubbing). 
ggggg. Provide APO data in the format(s) specified by the standard APO documentation. 
hhhhh. Allocate the time for qualified business and technical experts for the Contractor-

led data-mapping sessions that are critical to the project success. 
iiiii. Assist in the data-mapping process. 
jjjjj. Load data from original source(s) into the Accela Automation standard staging tables. 
kkkkk. Allocate the time for qualified personnel to test the conversion for acceptance to 

ensure that the data is converted successfully according to the data-mapping document. 
 

Deliverable 9 
 APO Data Conversion Specifications Document (MS Word/MS Excel). 
 Migrate APO data into Accela Automation testing database environment. 

 
Acceptance Criteria:  

lllll. High-level acceptance criteria for Document Deliverables and Software Deliverables are 
listed in Section 1.501. 

mmmmm. Review and acceptance of the APO Data Conversion Specifications document. 
nnnnn. Confirmation that APO data has been converted to Accela Automation testing 

environment according to the standard APO data specifications. 
 
 

Deliverable 10: Elevator Permits and Serials Data Conversion (COBOL) 
Contractor shall provide a program to convert/migrate Agency’s Elevator Permits and Elevator 
serials, Elevator Invoices historical data into Accela Automation.   
 
Contractor Responsibilities:  

ooooo. Work with the Agency to map appropriate fields from legacy Elevator Permits and 
Elevator serials, Elevator Invoices system into Accela Automation. 

ppppp. Develop scripts and execute conversion runs to ensure high-quality conversion 
qqqqq. Migrate data provided by the Agency into Accela Automation testing database 

environment. 
rrrrr. Contractor shall perform data conversion of the Elevator Permits, Elevator 

serials, and Elevator Invoices data during the implementation. 
sssss. Support with all Elevator Permits, Elevator serials, and Elevator Invoices data 

conversion activities 
 

State Responsibilities:  

ttttt. Identify data accuracy / quality issues and resolve them (data scrubbing). 
uuuuu. Provide data in the format(s) supported by Accela Automation. 
vvvvv. Allocate the time for qualified business and technical experts for the Contractor-

led data-mapping sessions that are critical to the project success. 
wwwww. Assist in the data-mapping process. 
xxxxx. Load data from original source(s) into the Accela Automation standard staging 

tables. 
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yyyyy. Allocate the time for qualified personnel to test the conversion for acceptance to 
ensure that the data is converted successfully according to the data-mapping document. 

 
Deliverable 10 

 Elevator Permits, Elevator serials, and Elevator Invoices historical Data Conversion 
Specifications Document(s) (MS Word/MS Excel). 

 Migrate historical data into Accela Automation testing database environment. 
 
Acceptance Criteria:  

zzzzz. High-level acceptance criteria for Document Deliverables and Software 
Deliverables are listed in Section 1.501. 

aaaaaa. Review and acceptance of the Elevator Permits, Elevator serials, and Elevator 
Invoices data conversion specifications document(s). 

bbbbbb. Confirmation that Elevator Permits, Elevator serials, and Elevator Invoices 
historical data has been converted to Accela Automation testing environment according 
to the data conversion data specifications. 

 
 
Deliverable 11: Complaint Files Data Conversion (FileMaker Pro) 

Contractor shall provide a program to convert/migrate Agency’s Complaints historical data into Accela 
Automation. 

 
Contractor Responsibilities:  

cccccc. Work with the Agency to map appropriate fields from legacy Complaints system 
into Accela Automation. 

dddddd. Develop scripts and execute conversion runs to ensure high-quality conversion 
eeeeee. Migrate data provided by the Agency into Accela Automation testing database 

environment. 
ffffff. Contractor shall perform conversion of the Complaints data during the 

implementation. 
gggggg. Support with all Complaints data conversion activities 

 

State Responsibilities:  

hhhhhh. Identify data accuracy / quality issues and resolve them (data scrubbing). 
iiiiii. Provide data in the format(s) supported by Accela Automation. 
jjjjjj. Allocate the time for qualified business and technical experts for the Contractor-led data-

mapping sessions that are critical to the project success. 
kkkkkk. Assist in the data-mapping process. 
llllll. Load data from original source(s) into the Accela Automation standard staging tables. 
mmmmmm. Allocate the time for qualified personnel to test the conversion for acceptance to 

ensure that the data is converted successfully according to the data-mapping document. 
 
 

Deliverable 11 
 Complaints Historical Data Conversion Specifications Document(s) (MS Word/MS 

Excel 
 Migrate historical data into Accela Automation testing database environment. 

 
Acceptance Criteria:  

nnnnnn. High-level acceptance criteria for Document Deliverables and Software 
Deliverables are listed in Section 1.501. 
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oooooo. Review and acceptance of the Complaints data conversion specifications 
documents. 

pppppp. Confirmation that Complaints historical data has been converted to Accela 
Automation testing environment according to the data conversion data specifications. 

 
 

Deliverable 12: InspecTrack Data conversion 
Contractor shall provide a program to convert/migrate Agency’s Inspection Data historical data 
into Accela Automation. 
 

Contractor Responsibilities:  

qqqqqq. Work with the Agency to map appropriate fields from legacy InspecTrack system 
into Accela Automation. 

rrrrrr. Develop scripts and execute conversion runs to ensure high-quality conversion 
ssssss. Migrate data provided by the Agency into Accela Automation testing database 

environment. 
tttttt. Contractor shall perform data conversion of the InspecTrack system during the 

implementation. 
uuuuuu. Support with all InspecTrack data conversion activities 

 

State Responsibilities:  

vvvvvv. Identify data accuracy / quality issues and resolve them (data scrubbing). 
wwwwww. Provide data in the format(s) supported by Accela Automation. 
xxxxxx. Allocate the time for qualified business and technical experts for the Contractor-

led data-mapping sessions that are critical to the project success. 
yyyyyy. Assist in the data-mapping process. 
zzzzzz. Load data from original source(s) into the Accela Automation standard staging 

tables. 
aaaaaaa. Allocate the time for qualified personnel to test the conversion for acceptance to 

ensure that the data is converted successfully according to the data-mapping document. 
 

Deliverable 12 
 InspecTrack System Historical Data Conversion Specifications Document(s) (MS 

Word/MS Excel 
 Migrate historical InspecTrack data into Accela Automation testing database 

environment. 
 

Acceptance Criteria:  

bbbbbbb. High-level acceptance criteria for Document Deliverables and Software 
Deliverables are listed in Section 1.501. 

ccccccc. Review and acceptance of the InspecTrack data conversion specifications 
document. 

ddddddd. Confirmation that InspecTrack historical data has been converted to Accela 
Automation testing environment according to the data conversion data specifications. 

 
 

Deliverable 13: Inspector Registration Data conversion (Fox Pro) 
Contractor shall provide a program to convert/migrate Agency’s Inspector Registration historical 
data into Accela Automation. 
 

Contractor Responsibilities:  
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eeeeeee. Work with the Agency to map appropriate fields from legacy Inspector 
Registration system into Accela Automation. 

fffffff. Develop scripts and execute conversion runs to ensure high-quality conversion 
ggggggg. Migrate data provided by the Agency into Accela Automation testing database 

environment. 
hhhhhhh. Contractor shall perform data conversion of the Inspector Registration data 

during the implementation. 
iiiiiii. Support with all Inspector Registration data conversion activities 
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State Responsibilities:  

jjjjjjj. Identify data accuracy / quality issues and resolve them (data scrubbing). 
kkkkkkk. Provide data in the format(s) supported by Accela Automation. 
lllllll. Allocate the time for qualified business and technical experts for the Contractor-

led data-mapping sessions that are critical to the project success. 
mmmmmmm. Assist in the data-mapping process. 
nnnnnnn. Load data from original source(s) into the Accela Automation standard staging 

tables. 
ooooooo. Allocate the time for qualified personnel to test the conversion for acceptance to 

ensure that the data is converted successfully according to the data-mapping document. 
 
 

Deliverable 13 
 Inspector Registration Historical Data Conversion Specifications Document(s) (MS 

Word/MS Excel).  
 Migrate historical Inspector Registration data into Accela Automation testing 

database environment 
 

Acceptance Criteria:  

ppppppp. High-level acceptance criteria for Document Deliverables and Software 
Deliverables are listed in Section 1.501. 

qqqqqqq. Review and acceptance of the Inspector Registration data conversion 
specifications document. 

rrrrrrr. Confirmation that Inspector Registration historical data has been converted to 
Accela Automation testing environment according to the data conversion data 
specifications. 

 
 

Deliverable 14: Report Specification / Development 
Contractor shall develop thirty (30) custom documents/letters/reports.  This is in addition to the 
standard reports provided to the Agency at no additional charge.   
 
Reports are defined as anything that can be printed from the system, including but not limited to, 
reports, forms, documents, notices, invoices, and letters that the Agency wishes to print as 
identified during configuration analysis.  The System Configuration Document will list the reports 
and documents that are required by the Agency to effectively use Accela Automation. These 
reports will be broken down by level of effort and identified in the configuration document. It is 
expected that, after the training on the database and the selected report writing tool is completed, 
Agency personnel will be able to handle additional and future report requirements.  Contractor 
shall provide the Agency with an accurate Logical and Physical data model, as well as other 
supplemental tutorial content, to support report writing efforts.   
 
Prior to Contractor developing a report, Contractor and the Agency will approve report design 
specification documents that shall be created jointly by the Agency and Contractor.  The list of 
reports in the System Configuration document shall be prioritized by the Agency and shall include 
a determination of which reports can/will be developed by Contractor in the time allotted or if the 
Agency will develop all reports with guidance from Contractor. The approved documents will be 
used as a basis for determining completion and approval of the reports.  Development of each 
report cannot begin until agreement on each specification is complete.   
 
Contractor Responsibilities:  

sssssss. Develop report specifications. 
ttttttt. Development of reports. 
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State Responsibilities:  

uuuuuuu. Provide timely responses to Contractor’s request for information. 
vvvvvvv. Make available the key users and content experts to participate in the report 

specification development and validation activities. 
wwwwwww. Provide information and data in the formats specified by Contractor that will be 

needed for agreement on the Deliverable. 
xxxxxxx. Provide list of 30 custom reports required. 

 

Deliverable 14 
 List of identified reports that Contractor shall develop (MS Word, within System 

Configuration Document). 
 Report Specifications Documents for each of the identified reports (MS Word). 
 Development of thirty (30) custom Reports 
 

Acceptance Criteria:  

 High-level acceptance criteria for Document Deliverables and Software Deliverables 
are listed in Section 1.501. 

 Thirty (30) custom reports per the report specification documents 
 Standard COTS reports.  

 
Deliverable 15: Integration to C3 Central Cashiering System 
Contractor shall develop an interface between Accela Automation and C3 Central Cashiering 
System to integrate with manually entered payments from the State’ Cashiering Office.  
Specifically, Contractor shall be responsible for the analysis of the end points available from the 
C3 system. The analysis shall result in a technical specification document detailing the overall 
process, the Application Programming Interface (API) calls or web service calls and the data 
transfer between the systems. The technical specification shall be used to design and build the 
custom Cashiering adapter for C3 System.  The implementation team shall deploy and test the 
custom adapter in an Accela Automation development environment against a test C3 system 
instance. 
 

Contractor Responsibilities:  

yyyyyyy. Work with Agency staff to develop C3 interface specifications during 
configuration. 

zzzzzzz. Use an Accela Automation web service or other tool to implement the interface 
functionality based on the specifications. 

 

State Responsibilities:  

aaaaaaaa. Provide timely responses to Contractor’s request for information. 
bbbbbbbb. Allocate the time for qualified business and technical experts for the testing 

sessions that are critical to the project success. 
cccccccc. Identify and coordinate any related tools used to implement the interface (3rd 

party or in-house development). 
dddddddd. Assist in the interface specification development and data mapping process. 
eeeeeeee. Review and approve the interface specification documents. 
ffffffff. Allocate the time for qualified personnel to test the interface for acceptance to 

ensure that the data populates successfully according to the interface specification 
documents. 

 
 

Deliverable 15 
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 C3 Interface Specifications Document (MS Word/MS Excel). 
 Demonstration of operational interface from Accela Automation to C3 Central 

Cashiering System in staging/test environment to Agency and DTMB 
 

Acceptance Criteria:  

gggggggg. High-level acceptance criteria for Document Deliverables and Software 
Deliverables are listed in Section 1.501. 

hhhhhhhh. Review and approval of the C3 Interface Specification document. 
iiiiiiii. Verify the C3 interface meets the specific requirements detailed on the interface 

specifications document.  
 

Deliverable 16: Integration to IRMA 
Contractor shall develop an interface between Accela Automation and IRMA electronic 
documents management system. Specifically, Contractor shall be responsible for the analysis of 
the end points available from the IRMA system. The analysis shall result in a technical 
specification document detailing the overall process, the Application Programming Interface (API) 
calls or web service calls and the data transfer between the systems. The technical specification 
shall be used to design and build the custom adapter for IRMA system.  The implementation team 
shall deploy and test the custom adapter in an Accela Automation development environment 
against a test IRMA system instance. 
 

Contractor Responsibilities:  

jjjjjjjj. Work with Agency staff to develop IRMA interface specifications during 
configuration. 

kkkkkkkk. Use an Accela Automation web service or other tool to implement the IRMA 
interface functionality based on the specifications. 

 

State Responsibilities:  

llllllll. Provide timely and appropriate responses to Contractor’s request for information. 
mmmmmmmm. Allocate the time for qualified business and technical experts for the 

testing sessions that are critical to the project success. 
nnnnnnnn. Identify and coordinate any related tools used to implement the IRMA interface 

(3rd party or in-house development). 
oooooooo. Assist in the IRMA interface specification development and data mapping 

process. 
pppppppp. Review and approve the IRMA interface specification documents. 
qqqqqqqq. Allocate the time for qualified personnel to test the IRMA interface for acceptance 

to ensure that the data populates successfully according to the IRMA interface 
specification documents. 

 
 

Deliverable 16 
 IRMA Interface Specifications Document (MS Word/MS Excel). 
 Demonstration of operational interface from Accela Automation to IRMA in 

staging/test environment to Agency and DTMB 
 

Acceptance Criteria:  

rrrrrrrr. High-level acceptance criteria for Document Deliverables and Software 
Deliverables are listed in Section 1.501. 

ssssssss. Review and approval of the IRMA Interface Specification document. 
tttttttt. Verify IRMA interface meets the specific requirements detailed on the interface 

specifications document. 
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Deliverable 17: Integration to Michigan Business One Stop (MBOS) 
Contractor shall develop interface between Accela Automation and Michigan Business One Stop 
(MBOS) to integrate with the State’s web Portal. Specifically, Contractor shall be responsible for 
the analysis of the end points available from the MBOS system. The analysis shall result in a 
technical specification document detailing the overall process, the Application Programming 
Interface (API) calls, web service calls, GovXML and the data transfer between the systems. The 
technical specification shall be used to design and build the custom adapter for MBOS system.  
The implementation team shall deploy and test the custom adapter in an Accela Automation 
development environment against a test MBOS system instance. 
 

Refer to Appendix H for MBOS requirements. 

Contractor Responsibilities:  

uuuuuuuu. Work with Agency staff to develop MBOS interface specifications during 
configuration. 

vvvvvvvv. Use an Accela Automation web service or other tool to implement the MBOS 
interface functionality based on the specifications. 

 

State Responsibilities:  

wwwwwwww. Provide timely responses to Contractor’s request for information. 
xxxxxxxx. Allocate the time for qualified business and technical experts for the testing 

sessions that are critical to the project success. 
yyyyyyyy. Identify and coordinate any related tools used to implement the MBOS interface 

(3rd party or in-house development). 
zzzzzzzz. Assist in the MBOS interface specification development and data mapping 

process. 
aaaaaaaaa. Review and approve the MBOS interface specification documents. 
bbbbbbbbb. Allocate the time for qualified personnel to test the MBOS interface for 

acceptance to ensure that the data populates successfully according to the MBOS 
interface specification documents. 

 

Deliverable 17 
 MBOS Interface Specifications Document (MS Word/MS Excel). 
 Demonstration of operational interface from Accela Automation to MBOS in 

staging/test environment to Agency and DTMB 
 

Acceptance Criteria:  

ccccccccc. High-level acceptance criteria for Document Deliverables and Software 
Deliverables are listed in Section 1.501. 

ddddddddd. Review and approval of the MBOS Interface Specification document. 
eeeeeeeee. Verify MBOS interface meets the specific requirements detailed on the interface 

specifications document. 
 

Deliverable 18: Accela Citizen Access Installation and Configuration 
This deliverable includes setup, configuration and deployment of the Accela Citizen Access 
(ACA) software.  ACA shall be installed on the Agency’s hardware and configured based on the 
configuration of Accela Automation as defined by the configuration deliverables.  Subsequently, 
Contractor shall work with the Agency representatives to assess and implement Accela Citizen 
Access to extend certain aspects of the internal Accela Automation configuration for use by the 
general public. Three types of reports shall be shared with citizens. They are: receipts, permits, 
and summary reports. Features to be configured include: 
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1. Permit/License/Complaint/Elevator Serials Research, 
2. Permit Application and Issuance, 
3. Service Request/Complaint Entry, 
4. License Renewals, 
5. Inspection Request Entry, 
6. Inspection Results Research. 
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Contractor Responsibilities:  

 Install Accela Citizen Access at the Agency. 
 Work with the Agency to determine which services to expose to the public via ACA. 
 Create configuration specification for Accela Citizen Access based on analysis with the 

Agency. 
a. Configure Accela Citizen Access based on approved specification document. 

 

State Responsibilities:  

a. Allocate staff resources to participate in training sessions. 
b. Prepare the hardware, software, and network in accordance with the specifications 

provided by Contractor. 
c. Provide access to proposed Accela Citizen Access server hardware, on site and 

remotely. 
d. Provide information on the services that the Agency desires to offer via Accela Citizen 

Access. 
 

 
Deliverable 18 

 Accela Citizen Access installed on Agency server(s). 
 ACA Configuration Specification Document (MS Word). 
 Demonstration of operational ACA system per ACA Configuration Specification 

document 
 

Acceptance Criteria:  

e. High-level acceptance criteria for Document Deliverables and Software Deliverables are 
listed in Section 1.501. 

f. Confirmation that ACA is installed on Agency server. 
g. Review and approval of ACA configuration document(s). 
h. Demonstration of the operational ACA functionality per the specification document(s).  

 
Deliverable 19: Accela GIS Installation and Configuration 
Contractor shall install and configure Accela GIS to link and leverage existing Agency GIS 
information, including assistance with establishing the map service to be used in conjunction with 
Accela GIS.  The State’s Bing maps could be utilized alternatively. The following are the main 
objectives being pursued through the implementation of the Accela GIS: 

 Look up permit information and parcel information from the Permitting system. 
 View selection, location, and associated GIS information. 
 Select one or more parcels and add new applications to the permit system. 
 Auto-populate spatial attributes for a property in forms (including ACA). 
 Write to one or more GIS layers based upon a status change or similar trigger in Accela 

Automation. 
 

During GIS installation, Contractor’s technical staff shall work with Agency DTMB staff to ensure 
that the components for hardware, software, database, network, and Internet are in place for the 
Accela GIS test and production environments.  Contractor technical staff shall validate the proper 
installation and configuration of the Accela GIS environment.  

Contractor Responsibilities:  

1. Install Accela Automation software and perform quality assurance checks on the 
configuration and performance based on acceptance criteria mutually developed by 
Contractor and the Agency. 
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2. Demonstrate that the Accela GIS applications are operational in the Agency computing 
environment thus communicating with the Accela Automation system. 
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State Responsibilities:  

a. Arrange for the availability of staff for the system installation, setup, testing, and quality 
assurance throughout the setup process. 

b. Order and procure necessary hardware, non-Accela Automation systems software, and 
networking infrastructure as specified by Contractor. 

c. Provide people and physical resources based on the dates outlined in the project 
schedule. 

d. Prepare the hardware, software, and network in accordance with the specifications 
provided by Contractor. 

e. Provide Contractor with network access for remote installation and testing. 
f. Provide information and data in the formats specified by Contractor that will be needed 

for the GIS implementation. 
 
 
Deliverable 19 

 Accela GIS installed on Agency server(s). 
 Demonstration of the operational Accela GIS in-scope with Agency business 

processes. 
 
Acceptance Criteria:   

g. High-level acceptance criteria for Document Deliverables and Software Deliverables are 
listed in Section 1.501. 

h. Demonstration of operating Accela GIS in test environment. 
i. Field staff be able to view permits from one location and route their inspections. 

 
 

Deliverable 20: Accela Mobile Office Configuration 
Contractor shall install and configure the Accela Mobile Office application.  Contractor shall 
perform the configuration tasks required to ensure Accela Mobile Office interfaces with Accela 
Automation in both a test and production environment.  Using Accela Mobile Office, an Agency 
inspector can perform activities such as: 

 Result inspections/investigations in either store/forward or Mobile Office mode.  
 Print reports in the field. 

 
Mobile Office installation and setup shall involve Contractor’s technical staff working with the 
Agency DTMB staff to ensure that the components for hardware, software, database, network, 
and Internet are in place for the Accela Mobile Office test and production environments.  
Contractor technical staff shall validate the proper installation and configuration of the Accela 
Mobile Office environment. Successful installation shall be demonstrated through logging into the 
Accela Mobile Office Client communicating to the Accela Mobile Office Subscription server. 
 
Analysis activities with the Agency shall result in a Mobile Office Configuration Document.  
Subsequently, Contractor’s technical staff shall extend base configuration of Accela Mobile Office 
per the Mobile Office Configuration Document.   

 
Contractor Responsibilities:  

 Install Accela Mobile Office at the Agency. 
 Work with the Agency to determine the categories and 5 guidesheets. 
 Create configuration specification for Accela Mobile Office based on analysis with the 

Agency. 
b. Configure Accela Mobile Office based on approved specification document. 
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State Responsibilities: 
A. Order and procure necessary hardware, non-Accela Automation systems software, and 

networking infrastructure as specified by Contractor. 
B. Arrange for the availability of resources for the system installation, setup, testing, and quality 

assurance throughout the setup process 
C. Prepare the hardware, software, and network in accordance with the specifications provided 

by Contractor. 
D. Provide Contractor with network access for remote installation and testing. 

j. Create additional guidesheets over and above the 5 guidesheets to be configured by 
Contractor. 

 
Deliverable 20 

 Accela Mobile Office installed on Agency server. 
 Accela Mobile Office Configuration Specification Document (MS Word). 
 Demonstration of operational system per Accela Mobile Office Configuration 

specification document. 
 

Acceptance Criteria:   
E. High-level acceptance criteria for Document Deliverables and Software Deliverables are 

listed in Section 1.501. 
F. Confirmation of Mobile Office configuration of profiles. 
G. Demonstration of 5 Accela Mobile Office Guidesheets per Configuration Document within the 

test/staging system. 
 
 
Stage 5 - Readiness 
 

A. The Training Plan shall be completed and approved no later than the 14 business days 
prior to completion of the construction effort. 

a. It is revised, as necessary, during the testing and training phase. 
B. Training material (including anything on-line) cannot illustrate real data.   

a. Names, identification numbers, etc. must reflect fictitious information to protect 
confidentiality of individuals unless specifically authorized by LARA, BCC 
management.  

b. On line Frequently Asked Questions (FAQ) 
i. Said FAQ should exist in a format that LARA staff can add, change or 

delete content as old problems go away or new problems are identified. 
1. Features hardest to understand 
2. The on-line material, both help and FAQ, will be printable. 

 
Contractor shall provide the Agency with the one soft copy in portable document file (.pdf) format 
and MS Word format, of all documentation necessary for the Accela Automation modules and 
add-ons acquired under the proposed contract.  The State will have the right of reproduction so 
that as many copies can be made of the documentation as necessary for training or subsequent 
purposes.  Additionally, Contractor shall provide the State with user training manual document 
templates in Microsoft Word format, which can be customized with screenshots specific to the 
State’s system. 

 
Contractor acknowledges that training will be “tested” before conducting to a wider audience.  
“Testing” consists of the review of the training material. 
 

o An initial session for each audience (LARA staff) will “test” the effectiveness of the 
material through user feedback.    

o The training material will be adjusted as necessary 
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Additional “indirect” training support for users will be provided through online help. 
o On line help (screens), explaining how to perform a feature/function will exist at the time 

of User Acceptance Testing  
 Alternatively to Online User Help, an online user manual with search capabilities will 

be provided. 
 

Contractor shall secure written feedback during UAT and modify the custom training material 
as required. 
 

Deliverable 21: Administrative and Technical Training 
Contractor shall provide on-site training at Okemos, Michigan for Agency staff that focuses on the 
administration, technical, maintenance, and augmentation of its Accela Automation configuration. 
In addition to a comprehensive administrator training course that spans three days, Contractor 
shall also train Agency users on the use of the system.  Specifically, the following courses will be 
provided to the Agency. 

k. Three-day Accela Automation Administrator Training course, 
l. Two-day V360 Administrator Training course, 
m. One-day Event Manager Script Manager Training course, 
n. Two-day Advanced Event Manager Script Manager Training course, 
o. Two (2), One-day Report Schema Training course, 
p. One-day Accela Citizen Access Administrator Training course, 
q. One-day Accela GIS Administrator Training course. 
r. Provide training manuals for all of the above 
   

 
Contractor Responsibilities:  

fffffffff. Coordinate with the Agency to define training schedule and logistics. 
ggggggggg. Deliver training courses listed in section above. 

 

State Responsibilities:  

i. Select and prepare the power-users who will be participating in the training and 
subsequently training end users. 

j. Arrange the time and qualified people for the training who are critical to the project 
success. 

k. Provide suitable Agency facilities to accommodate various training classes. 
l. Ensure that users are proficient in using PC’s in a Windows environment as a 

prerequisite for the course. 
m. Ensure that users are familiar with use of standard Internet browsers as a prerequisite for 

the course. 
 

Deliverable 21: Administrative and Technical Training 

s. Three-day Accela Automation Administrator Training course, 
t. Two-day V360 Administrator Training course, 
u. One-day Event Manager Script Manager Training course, 
v. Two-day Advanced Event Manager Script Manager Training course, 
w. Two (2), One-day Report Schema Training course, 
x. One-day Accela Citizen Access Administrator Training course, 
y. One-day Accela GIS Administrator Training course. 
z. Provide training manuals for all of the above 
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Acceptance Criteria:  

aa. High-level acceptance criteria for Document Deliverables and Software Deliverables are 
listed in Section 1.501. 

bb. Execution of Accela Automation Administrator Training Course. 
cc. Execution of Accela V360 Administrator Course , 
dd. Execution of Accela Event Manager Script Training Course. 
ee. Execution of Accela Advanced Event Manager Script Training 
hhhhhhhhh. Execution of Accela Report Schema Training Course. 
iiiiiiiii. Execution of Accela Citizen Access Administrator Training Course. 
jjjjjjjjj. Execution of Accela GIS Administrator Training Course. 
kkkkkkkkk. Receive training manuals. 

 
 
Deliverable 22: End User Training  
Contractor shall provide 20 custom End User Training manuals  and documentation in a format 
that can be edited and printed in any volume. 
 

Contractor Responsibilities:  

lllllllll. Coordinate with the Agency to define training schedule and logistics. 
mmmmmmmmm. Provide custom training documentation 
nnnnnnnnn. Provide ten two-day instances of Daily Accela Automation End User Training. 
ooooooooo. Provide four one-day instances of Daily Accela Mobile Office End User Training 

 

State Responsibilities:  

n. Select and prepare the power-users who will be participating in the training and 
subsequently training end users. 

o. Arrange the time and qualified people for the training who are critical to the project 
success. 

p. Provide suitable Agency facilities to accommodate various training classes. 
q. Ensure that users are proficient in using PC’s in a Windows environment as a 

prerequisite for the course. 
r. Ensure that users are familiar with use of standard Internet browsers as a prerequisite for 

the course. 
 

Deliverable 22A (Phase I)  
 Training Materials suitable for each audience/role and per the Training Plan  
 Eight two-day instances of Daily Accela Automation End User Training 
 Two one-day instances of Daily Accela Mobile Office End User Training 
 List and layouts of reports and screens/pages 
 

Acceptance Criteria:  

ppppppppp. High-level acceptance criteria for Document Deliverables and Software 
Deliverables are listed in Section 1.501. 

qqqqqqqqq. Execution and attendance list of eight two-day instances of the Accela 
Automation End User Training course to the Agency for Phase I.  

rrrrrrrrr. Execution and attendance list of two one-day instances of the Accela Mobile 
Office End User Training course to the Agency for Phase I. 
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Deliverable 22B (Phase II)  
 Training Materials suitable for each audience/role and per the Training Plan  
 Two two-day instances of Daily Accela Automation End User Training 
 Two one-day instances of Daily Accela Mobile Office End User Training 
 List and layouts of reports and screens/pages 
 

 
Acceptance Criteria:  

  
sssssssss. High-level acceptance criteria for Document Deliverables and Software 

Deliverables are listed in Section 1.501. 
ttttttttt. Execution and attendance list of two two-day instances of the Accela Automation 

End User Training course to the Agency for Phase II. 
uuuuuuuuu. Execution and attendance list of two one-day instances of the Accela Mobile 

Office End User Training course to the Agency for Phase II. 
 
 
Deliverable 23: Testing  
Contractor shall develop a test plan.  Contractor shall perform unit testing, integration testing, 
functional testing, stress testing (Phase 1), and system testing.  Contractor shall assist in the 
User Acceptance Testing during the implementation of the project.  
 
Contractor shall provide a test environment separate from production and training for User 
Acceptance Testing. The UAT environment will include the data sets migrated from each of the 
following: 

1. Plan Review,  
2. Permits,  
3. Licenses,  
4. Inspections,  
5. Complaints,  
6. Inspector Registration, and  
7. Elevator Serials. 

 
User security rights and roles will be configured for the purpose of User Acceptance Testing. 
 
A dedicated project SharePoint site will be used to log, monitor system performance and 
computer resource usage, track and report defects from all the various tests including UAT.   
 
Contractor shall correct all errors from the testing (listed above), unless specifically agreed to in 
writing by the DTMB Project Manager, before the system is turned over to the State for UAT.  
Errors will not be closed out until verified at the same level of testing as occurred.  Therefore, for 
example, an error during performance test must be verified in performance test as corrected prior 
to closure. 
 
If a defect prevents continuation of testing by more than one (1) business day, the State is not 
held responsible for schedule and associated costs of the delay, unless the delay is a direct result 
of the action of the State (e.g., not having the resources to re-test said defect). 
 
Contractor shall update the Requirements Traceability Matrix (RTM) with the completion of the 
column marked “Test Case”, with a reference to approved Test Cases. 
 
Contractor acknowledges that updates against this phase will be included in the project status 
report. 
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Contractor Responsibilities:  

vvvvvvvvv. Complete Performance Stress Test. 
wwwwwwwww. Develop Test Cases for users. 
xxxxxxxxx. Assist the Agency in the User Acceptance testing effort and the validation of the 

system configuration and its readiness to be migrated to production for active use. 
yyyyyyyyy. With assistance from the Agency, lead the effort to transfer the system 

configuration and any required data from Support to Production. 
zzzzzzzzz. Assist the Agency in the final conversion of legacy data to the Production system. 
aaaaaaaaaa. Assist in resolution of issues raised as a result of User Acceptance 

Testing activities. 
bbbbbbbbbb. Provide recommendations on testing strategy and best practices 

 
State Responsibilities:  

cccccccccc. Provide timely and appropriate responses to Contractor’s request for information. 
dddddddddd. Make available the appropriate Agency key users and content experts to 

participate in user acceptance testing as defined and managed by Agency. 
eeeeeeeeee. Utilize the use cases documented in each Configuration Document 

Deliverable as the basis for the acceptance of this Deliverable. 
 

Deliverable 23A (Phase I) 
d. Test Plan 
e. Test Cases/Scripts 
f. Results of fully-tested system that is ready to be moved to a production environment 
g. Performance stress test results (Phase 1 only) 
h. Test Environment 

a. Implementation of defect tracking tool 
b. Creation of Test Environment including data 
c. Test Environment Verification  

i. Completion of tests as defined above 
a. Correction of defects (unless so excluded in writing by DTMB Project Manager) 
b. Test Result Report (developed after completion of each of the following: 

Performance Test, System Test) 
j. User Acceptance Test 

a. Including defect correction and Test Result Report 
k. Updated documentation 

a. Project Plan 
b. Requirement Traceability Matrix 

 
Acceptance Criteria:  

ffffffffff. High-level acceptance criteria for Document Deliverables and Software 
Deliverables are listed in Section 1.501. 

gggggggggg. Completion of UAT according to the approved configuration document 
and system specifications for Phase I. 

hhhhhhhhhh. Execution of Performance Stress Test 
 
 
Deliverable 23B (Phase II) 

l. Test Plan 
m. Test Cases/Scripts 
n. Results of fully-tested system that is ready to be moved to a production environment 
o. Test Environment 

a. Implementation of defect tracking tool 
b. Creation of Test Environment including data 



 ................................................................................................................................................ CONTRACT #071B3200042  

 

167 
 

c. Test Environment Verification  
p. Completion of tests as defined above 

a. Correction of defects (unless so excluded in writing by DTMB Project Manager) 
b. Test Result Report (developed after completion of each of the following: 

Performance Test, System Test) 
q. User Acceptance Test 

a. Including defect correction and Test Result Report 
r. Updated documentation 

a. Project Plan 
b. Requirement Traceability Matrix 

 
Acceptance Criteria:  

 High-level acceptance criteria for Document Deliverables and Software Deliverables are 
listed in Section 1.501. 

 Completion of UAT according to the approved configuration document and system 
specifications for Phase II. 

 
 
Stage 6 - Deploy 
 

The Contractor shall handle Implementation activities including but not limited to the 
following: 
 Implementation of a test system, QA system and production system in the SOM 

environment 
 The process to provide software to the State, and assistance in installation in the various 

(QA, Production, Test) environments 
 Creation of an installation guide and checklist of installation activities (that can be used 

repeatedly as/if required)   
o These will be used, validated and modified as/if required during the actual 

implementation 
 Validation that the systems are installed and ready for use  
 Support to DTMB in regards to all product related installations in State environments.  
 Updates against this phase will be included in the Project Status Report. 

o This includes identification of issues, recommended solutions and actual action 
to improve or correct system performance 

 Data conversion: All current formats will be converted to new formats.  Current formats 
include DMSII, FileMaker Pro, and FoxPro.  

 Data migration (may include transition of business operations to the new application).  All 
current data shall be migrated into the new system. 

o Elevator system: currently there are 45,598 serial records, of 500 characters 
each record 

o The current system contains records back to 1998. 
 Interfaces/Integration 

a. Name of application: IRMA - Information Repository for Michigan Agencies.  
IRMA uses an out of the box software package called Alchemy, a document 
management system. 

i. Owner of application:  OpenText (who also supplies support) 
ii. Details of interface:  Retrieving images from IRMA.  The images are 

stored by IRMA, and delivered to BCC, in a TIF format.  At IRMA, the 
images are on a proprietary database, rather than SQL or Oracle. 

 
b. Name of application: C3 – Central Cashiering System, DTMB developed 

software to process cash, check, and money order payments for multiple 
bureaus within LARA.  All payments received are entered into the C3 manually 
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by the Cashiering Office.  Payments are applied to the different bureaus either by 
account codes, license numbers, federal id, and invoice numbers.  Once 
processing is done for the day multiple data loads are done.  These data loads 
go to MAIN for accounting.  The C3 System is also used by the bureaus for 
processing of refunds and revenue movements.  All data is made available to the 
bureaus through multiple reporting options. 

i. Owner of application:  DTMB 
ii. Details of interface: cash, check, and money order payments 

c. Name of application : Michigan Business One Stop (MBOS) – See Appendix H 
- Michigan Business One Stop Agency Integration Requirements. 

 
   

Contractor Responsibilities: 
1. Implementation of a test system, QA system and production system 
2. Data conversion and migration 
3. Implement interfaces 
 
State responsibilities: 
 Provide SME’s 
 Review and approve deliverables within 5 business days 
 

 
 

Deliverables 24A & 24B: Pre Go-Live Support (Phase I and Phase II) 
Go-Live is defined as the official date in which Accela Automation moves from the test 
environment to production for daily Agency usage.  This date will be agreed to by both Contractor 
and the Agency at project inception.  It may be altered only by change order agreed to by both 
parties.  The week prior to moving to Production, Contractor shall provide production support for 
each phase. This is for the purpose of assisting in final data conversions, system validation, staff 
preparation assistance and training, and coordination of deployment. 

 

Contractor Responsibilities:  

iiiiiiiiii. Provide on-site resources to support the move to Production effort. 
jjjjjjjjjj. Assist in the development of a Pre-Production checklist that details the critical 

tasks that must be accomplished prior to moving to Production. 
 

State Responsibilities:  

kkkkkkkkkk. Provide technical and functional user support for pre- Production Planning, 
execution, and monitoring. 

llllllllll. Provide timely and appropriate responses to Contractor’s request for information. 
mmmmmmmmmm. Assist in the development of a Pre-Production checklist that details the 

critical tasks that must be accomplished prior to moving to Production. 
 
 

Deliverable 24A 
 Pre-golive support for Phase I 
 Accela Automation used in production environment for Agency daily use. 

 
Acceptance Criteria:  

Production system is first used by the Agency for daily use. 
Pre-golive checklist 
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Deliverable 24B 
 Pre-golive support for Phase II 
 Accela Automation used in production environment for Agency daily use. 

 
Acceptance Criteria:  

Production system is first used by the Agency for daily use. 
Pre-golive checklist 
 

 
Deliverable 25A & 25B: Post Deployment Support (Phase I and Phase II) 
This deliverable is comprised of the post- production support assistance that Contractor shall 
provide to address issues and provide consultative advice immediately following the move to 
Production for daily use.  Contractor shall provide support immediately following deployment.  
This is two full time resources onsite for a week following each Phase I and Phase II. 

Contractor shall work with the Agency to identify and address issues identified during this period 
using a Post Production Issues List.  This list shall be comprised of issues related to the defined 
deliverables which shall be addressed by Contractor as well as any other issues which shall be 
addressed by the Agency.   

Contractor Responsibilities:  

nnnnnnnnnn. Provide post-deployment support for Phase I. 
oooooooooo. Provide post-deployment support for Phase II. 
pppppppppp. Assist with the identification of issues for the post-deployment Issues 

List. 
 

State Responsibilities:  

qqqqqqqqqq. Provide technical and functional user support for post-deployment 
support and monitoring. 

rrrrrrrrrr. Develop and maintain a post-deployment Issues List. 
ssssssssss. Provide timely responses to Contractor’s request for information. 

 
 
Deliverable 25A 

 Post deployment support for Phase I  
 Finalized post-deployment issues list 
 Resolve the identified issues 
 

Deliverable 25B 
 Post deployment support for Phase II 
 Finalized post-deployment issues list 
 Resolve the identified issues 

 
 
Acceptance Criteria:  

 High-level acceptance criteria for Document Deliverables and Software Deliverables are 
listed in Section 1.501. 

 Production system is used by the Agency for daily use without any defects. 
 Contractor shall respond to the issues list in a timely manner. 
 

 
B.   Warranty 
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The warranty period is 90 days. 
 
During the warranty period, the Contractor shall be responsible for fixing any reported defects 
related to the application.  The warranty period shall not close if defects with a severity level 
of critical or high are unresolved. For defects, the Contractor shall define the root cause of 
problems, recommend solutions and secure corrections. 
 
 

Contractor Responsibilities:  

tttttttttt. Provide post-production support. 
uuuuuuuuuu. Assist with the identification of issues for the Post Production Issues List. 
vvvvvvvvvv. Transfer ongoing support of the client to the CRC to address any post Production 

issues that require remediation. 
 

State Responsibilities:  

wwwwwwwwww. Provide technical and functional user support for Post Production support 
and monitoring. 

xxxxxxxxxx. Develop and maintain a Post Production Issues List. 
yyyyyyyyyy. Provide timely responses to Contractor’s request for information. 

 
 

Deliverable 26  
a. Warranty Period Support. 
b. Finalized Warranty Period Issues List. 
c. Transition of agency from services team to Customer Resource Center for ongoing 

support 
d. Defect log – this may be a continuation of the existing defect log, a new log, or simply a 

new tab in the existing log 
e. Through the warranty period, continue to provide Management Reports, Weekly 

Performance Log, and Performance against SLA (see Appendix C) 
 

Acceptance Criteria:  

zzzzzzzzzz. High-level acceptance criteria for Document Deliverables and Software 
Deliverables are listed in Section 1.501. 

aaaaaaaaaaa. Official transfer from the Contractor Services project team to the 
Customer Resource Center (CRC). 

bbbbbbbbbbb. If defects with a severity level of critical or high are unresolved, Warranty 
Period will remain open. 

ccccccccccc. Receive  Management Reports, Weekly Performance Log, and 
Performance against SLA 

 
 
 
 
C.  Software 

The Contractor shall provide a Commercial-Off-the-Shelf (COTS) software that meets the 
requirements contained in Appendices A and B. 
a. Accela Land Management   
b. Accela GIS add-on module 
c. Accela Mobile Office add-on module 
d. Accela Citizen Access add-on module 
e. Accela Electronic Document Review 
f. Accela Analytics app 
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g. Identification of the infrastructure requirements for the software proposed.  For example, 
the database, and operating systems (including versions) required for maximum 
effectiveness of the software.   

h. Description of the proposed architecture, technology standards, and programming 
environment. 

 
 
The system shall provide reports to be generated in multiple formats (ex; Crystal Reports) 
depending on the need including Hypertext Markup Language (.html), Adobe Acrobat Portable 
Document Format (.pdf), Microsoft Word (.doc, docx), Rich Text Format (.rtf), delimited text by tab 
or comma, Microsoft Excel Spreadsheet format (.xls), and XML. 

 
Contractor Responsibilities:  

ddddddddddd. Contractor shall install all modules, and provide keys for the software 
licensed 

 
State Responsibilities: 
 

eeeeeeeeeee. Verify all software is installed. 
 
Deliverable(s) for Software 
 

 Accela Land Management  
 Accela GIS add-on module 
 Accela Mobile Office add-on module 
 Accela Citizen Access add-on module 
 Accela Electronic Document Review 
 Accela Analytics app 

 
Acceptance Criteria 
High-level acceptance criteria for Document Deliverables and Software Deliverables are listed in 
Section 1.501.    
  
 
 
 
 
 
D. Documentation  

Documentation is created and, as required, updated throughout the life of the project.  This 
section identifies some general rules in their creation, updating and handling. 
 
The Contractor shall handle Documentation including, but not limited to, the following:  
 

 Compliance with these general rules which apply to all documentation mentioned throughout 
the Contract. 

 All documentation provided as deliverables become the property of the SOM    
 The documentation of components, features, and use of the hardware/software shall be 

detailed such that resolution of most problems can be determined from the documentation, 
and most questions can be answered.  

 All documents will employ version control. 
 All documents will be accessible to State Users even prior to system implementation 
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 All documents will employ identifiers for each section and support access from the Table of 
Contents. 

 All material must be in a format that allows creation of unlimited copies.  All material must be 
created with tools generally and cost effectively available so material can be updated as 
needed. 

 Documentation can’t illustrate real data.  Names, identification numbers, etc. must reflect 
fictitious information to protect confidentiality of individuals.  

 An outline or table of contents should be approved before development of the documents. 
 Notify the State of any discrepancies or errors in the system, operations, and user 

documentation.  
 In addition to documents mentioned in earlier phases of the project, the Contractor is 

responsible for creation and approval of the following items prior to, whichever is first, 
implementation or knowledge transfer (unless specifically stated otherwise): 

 Procedure Manual will define policies and practices.    
 User Manual will define “how to” use the system functions.  As noted elsewhere, this will be 

completed and approved prior to training. 
 Data Model will present the data structure 
 System Administrator Manual describes, among other things, how to handle security 

(authorization), job scheduling, system monitoring, archiving (e.g. backup and recovery), etc.  
 DBA Manual describe how to install, create and maintain the database 
 Operations Manual describe how to perform IT support actions required on a daily or 

predefined regular basis, operations done only as needed (e.g. upgrades or to expand size 
due to increase usage), special operations (e.g. shut-down, application recovery, etc.) and 
troubleshooting 
 
Deliverable(s) for Documentation 
 On Line Help Screens, both “how to” and common FAQ 
 Procedures Manual 
 User Manual  
 Logical and Physical Data Model 

o Including Data (Element) Dictionary 
 System Administration Manual 
 Database Administration Manual 
 Operations Manual 
 
Acceptance Criteria 
High-level acceptance criteria for Document Deliverables and Software Deliverables are 
listed in Section 1.501.    
 

  
E. Knowledge Transfer/Transition 

 
The Contractor shall handle Knowledge Transfer/Transition activities including but not limited 
to the following: 

a. Creation of Knowledge Transfer Plan that will result in the support team having: 
a. Knowledge to perform operational activity (including administration and 

security) 
b. Knowledge to perform maintenance 
c. Knowledge to use the database 

b. Creation of a Knowledge Transfer Plan will provide: 
a. Time for the support team to review documentation and provide questions 

and/or comments about the documentation 
1. The Contractor shall provide written response to questions raised 
2. As necessary, the Contractor shall update the documentation. 
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b. Opportunity for support team to participate as a secondary resource during 
training and implementation to gain general and technical knowledge of the 
system. 

c. Opportunity for support team to participate as a secondary resource to gain 
“hands on” experience in investigation, determination of solution(s) and 
correction of problems that arise during the warranty period.  

d. . 
c. The Knowledge Transfer Plan will include, but is not limited to:  

a. Completion including approval no later than the 20 business days prior to 
completion of the implementation/configuration effort. 

b. Describing the approach, tasks/steps, staffing levels, and roles and 
responsibilities of the State and Contractor to ensure State resources secure 
sufficient knowledge to serve as primary support for operations upon 
completion of the warranty period.   

1. Business Knowledge including business process overview, 
application overview, and use case review. 

2. Technical Knowledge including database, modules/sub-modules, 
design, and standards applied. 

3. Process Knowledge including production support, release, 
configuration management, change management and version 
control.   Production support will include batch processes as well 
as online and reporting processes.   

c. Creation of a detailed project schedule developed and tracked throughout 
this activity.   

d. Updates against the Knowledge Transfer Plan will be included in the Project Status 
Report. 

 
Deliverable(s) for Knowledge Transfer/Transition 
 Knowledge Transfer Plan 
 Execution of the Knowledge Transfer Plan 
 
Acceptance Criteria 
High-level acceptance criteria for Document Deliverables and Software Deliverables are 
listed in Section 1.501.    

 
 

F.   Software License, Maintenance and Support (costs for this section are in Appendix G, 
Table 3, Recurring Costs, Software License, Maintenance and Support)  
 

The Agency shall act as the first line help desk, in taking calls from all users.  If needed, the 
Agency shall then escalate the call up to the Contractor.      
 
The maintenance period shall commence upon contract signing.   
 
The Contractor shall provide Maintenance and Support activities that shall include but are not 
limited to: 

 Provide support to troubleshoot problems if so requested by the State technical resources 
within 30 minutes of request between the hours of 7 a.m. to 9 p.m. Eastern Time during 
normal business days or if after hours, within 30 minutes of start of the next business day 

 Provide system enhancements/upgrades via remote access during non-business hours to 
avoid disruption of users unless an exemption is granted, in writing, by the State 

 Provide adaptive and preventative maintenance via remote access during non-business 
hours to avoid disruption of users unless an exemption is granted, in writing, by the State 

 Provide updated documentation per Section 1.104 prior to changes being pushed to 
production 
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The Contractor shall explain how modifications/additions to the base system as exist at the 
time of implementation are retained or applied as the Contractor provides upgrade to their 
base system.  This explanation should indicate a method to ensure no functionality is lost as 
the system base is modified.  
 
Deliverable(s) for Maintenance and Support 

 Defect tracking tool 
 With State access to see activity and perform, as desired, reporting 
 Updates to software, as/if required 
 Updates to documentation, including training material, as/if required 
 Release Notes 
 

Acceptance Criteria 
High-level acceptance criteria for Document Deliverables and Software Deliverables are 
listed in Section 1.501.    
  

 
G.  Reserve Bank of Hours (costs for this section are in Appendix G, Table 4, Reserve Bank of 
Hours) 

 
The State intends to establish funding for related development; that is, additional 
modifications to the system configuration as implemented at the State.   
 
Actual funding for the modifications will occur on a yearly basis, and there is no guarantee as 
to the level of funding, if any, available to the project. The State may request additional hours 
if the option years are exercised. 
 
To use the Reserve Bank of Hours, the State will submit a Statement of Work (SOW) to the 
Contractor for the additional training and modification requested.  The Contractor shall 
provide a written proposal, including pricing and a project schedule. Upon review and 
approval by the DTMB Project Manager, a Purchase Order release will be issued to the 
Contractor for the project to begin.  
 
Additional information is in Appendix G, Table 9, Reserve Bank of Hours, Notes. 
  
Contractor’s Responsibilities 

 To review the SOW and provide a timely proposal based on the statement of work. 
 
State’s Responsibilities 
1. Write Statement of work. 
2. Review the proposal 
3. Review completed work. 
  
 
Deliverable(s) 

1. A Proposal, in response to each SOW. 
 

Acceptance Criteria 
High-level acceptance criteria for Document Deliverables and Software Deliverables are 
listed in Section 1.501.    

 
 
II. Requirements 
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A. Technical/General System Requirements 
 Technical/General requirements are provided in Appendix A. 

 
B. Functional Requirements  

 Functional requirements are provided in Appendix B. 
 
 
 

1.200 Roles and Responsibilities 

1.201 CONTRACTOR STAFF, ROLES, AND RESPONSIBILITIES 
 
A. Contractor Staff 
The Contractor shall provide resumes in the attached Personnel Resume templates (Appendix D) 
for staff, including Subcontractors, who will be assigned to the Contract, indicating the 
duties/responsibilities and qualifications of such personnel, and stating the amount of time each 
will be assigned to the project.  The competence of the personnel the Contractor proposes for this 
project will be measured by the candidate’s education and experience with particular reference to 
experience on similar projects as described in this Statement of Work. The Contractor shall 
commit that staff identified in its proposal will actually perform the assigned work.  
 
Contractor shall provide a list of all Subcontractors, including firm name, address, contact person, 
and a complete description of the work to be contracted.  Include descriptive information 
concerning Subcontractor’s organization and abilities. 
 
The Single Point of Contact (SPOC) is Rocky Copeland.  The duties of the SPOC shall include, 
but not be limited to: 

 supporting the management of the Contract, 
 facilitating dispute resolution, and 
 advising the State of performance under the terms and conditions of the Contract. 

 
The State reserves the right to require a change in the current SPOC if the assigned SPOC is 
not, in the opinion of the State, adequately serving the needs of the State. 
 
The Contractor shall submit a letter of commitment for Key Personnel, signed by the identified 
resource, stating their commitment to work for the Contractor/Subcontractor on this project 
contingent on award of the bid. If the identified personnel are currently assigned to a State project 
the Contractor must provide a letter signed by the State Project Manager releasing the individual 
from the project upon execution of the contract. 
 
The Contractor shall provide, and update when changed, an organizational chart indicating lines 
of authority for personnel involved in performance of this Contract and relationships of this staff to 
other programs or functions of the firm.  This chart must also show lines of authority to the next 
senior level of management and indicate who within the firm will have prime responsibility and 
final authority for the work. 
 
All Key Personnel may be subject to the State’s interview and approval process.  Any key staff 
substitution must have the prior approval of the State.  The State has identified the following as 
key personnel for this project: 

 Project Manager 
 
The Contractor’s project manager, Rocky Copeland, shall interact with the designated 
personnel from the State to insure a smooth transition to the new system. The project manager 
will coordinate all of the activities of the Contractor personnel assigned to the project and create 
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all reports required by State. The Contractor's project manager responsibilities include, at a 
minimum: 
 

 Manage all defined Contractor responsibilities in this Scope of Services. 
 Manage Contractor’s Subcontractors, if any 
 Develop the project plan and schedule, and update as needed 
 Serve as the point person for all project issues 
 Coordinate and oversee the day-to-day project activities of the project team 
 Assess and report project feedback and status  
 Escalate project issues, project risks, and other concerns  
 Review all project deliverables and provide feedback 
 Proactively propose/suggest options and alternatives for consideration 
 Utilize change control procedures 
 Prepare project documents and materials 
 Manage and report on the project’s metrics 
 

 
The Contractor shall provide sufficient qualified staffing to satisfy the deliverables of this 
Statement of Work.   
 
B. On Site Work Requirements 

1. Location of Work 
The work is to be performed, completed, and managed at the following locations: 

a. Initial builds, preliminary configuration validation and those types of activities may be 
performed at the Contractor’s site. The Contractor shall propose where that type of work 
will be done.  

b. Installation and implementation will be at the State of Michigan in Lansing, Michigan.  All 
testing with State of Michigan data will be done on the State of Michigan network within 
the State of Michigan firewall.  
 
2. Hours of Operation:  

a. Normal State working hours are 8:00 a.m. to 5:00 p.m. EST, Monday through 
Friday, with work performed as necessary after those hours to meet project 
deadlines.  No overtime will be authorized or paid. 

b. The State is not obligated to provide State management of assigned work 
outside of normal State working hours.  The State reserves the right to modify the 
work hours in the best interest of the project. 

c. Contractor shall observe the same standard holidays as State employees.  The 
State does not compensate for holiday pay. 

 
3. Travel: 

a. No travel or expenses will be reimbursed.  This includes travel costs related to 
training provided to the State by Contractor.  

b. Travel time will not be reimbursed.  
 

4. Additional Security and Background Check Requirements: 
Contractor shall present certifications evidencing satisfactory Michigan State Police 
Background checks ICHAT and drug tests for all staff identified for assignment to this 
project.  
 
In addition, proposed Contractor personnel shall be required to complete and submit 
an RI-8 Fingerprint Card for the National Crime Information Center (NCIC) Finger 
Prints, if required by project.   
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Contractor shall pay for all costs associated with ensuring their staff meets all 
requirements.  
 

1.202 STATE STAFF, ROLES, AND RESPONSIBILITIES 
The State will provide the following resources for the Contractor’s use on this project: 

 Work space 
 Desk 
 Telephone 
 PC workstation 
 Printer 
 Access to copiers and fax machine 

 
The State project team will consist of Executive Subject Matter Experts (SME’s), project support, 
and a DTMB and Agency project manager:   
 
Executive Subject Matter Experts 
The Executive Subject Matter Experts representing the business units involved will provide the 
vision for the business design and how the application shall provide for that vision.  They shall be 
available on an as needed basis.  The Executive SME’s will be empowered to: 

 Resolve project issues in a timely manner 
 Review project plan, status, and issues 
 Resolve deviations from project plan 
 Provide acceptance sign-off 
 Utilize change control procedures 
 Ensure timely availability of State resources 
 Make key implementation decisions, as identified by the Contractor’s project manager, 

within 48-hours of their expected decision date. 
 
 
State Project Manager- (DTMB and Agency) 
DTMB will provide a Project Manager who will be responsible for the State’s infrastructure and 
coordinate with the Contractor in determining the system configuration. 
 
The State’s Project Manager will provide the following services: 

 Provide State facilities, as needed 
 Coordinate the State resources necessary for the project  
 Facilitate coordination between various external Contractors  
 Facilitate communication between different State departments/divisions  
 Provide acceptance and sign-off of deliverable/milestone  
 Review and sign-off  of  timesheets and invoices 
 Resolve project issues  
 Escalate outstanding/high priority issues  
 Utilize change control procedures 
 Conduct regular and ongoing review of the project to confirm that it meets original 

objectives and requirements 
 Document and archive all important project decisions 
 Arrange, schedule and facilitate State staff attendance at all project meetings. 
 Coordinate and approve use of this contract by the various State Agencies. 

 
Business licenses 
 
Name Agency/Division Title 
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Toby Pittman DTMB DTMB  Project Manager 
Anila Francis DTMB AS PMO Project Manager 
Pam Braatz DTMB DTMB Analyst/Programmer 
Dave Viges Agency LARA Project Manager 
 
DTMB shall provide a Contract Administrator whose duties shall include, but not be limited to, 
supporting the management of the Contract. 
 
Name Agency/Division Title 
Mark Lawrence DTMB Contract Administrator 
 

1.203 OTHER ROLES AND RESPONSIBILITIES 
 
Name Agency/Division Title 
Cindy Forrest DTMB DTMB Analyst/Programmer 
Sandy Huhn LARA/BCC LARA/Departmental Technician 
Amie Ostrander LARA/BCC LARA/Departmental Analyst 
 
Cindy Forrest will assist Pam Braatz with technical and IT responsibilities. 
Sandy Huhn will be involved with technical and reports. 
Amie Ostrander will be involved with document management. 
 

1.300 Project Plan 

1.301 PROJECT PLAN MANAGEMENT 
 

Preliminary Project Plan  
The Preliminary project plan is in Appendix F – Preliminary Project Plan. 
 
Orientation Meeting 
Upon 14 calendar days from execution of the Contract, the Contractor shall be required to attend 
an orientation meeting to discuss the content and procedures of the Contract.   The scope and 
deliverables will be reviewed in this meeting.   The preliminary project plan, as submitted by the 
Contractor with the proposal, will be reviewed by the project team, (Contractor, DTMB, and BCC), 
in order to determine the final project plan. The meeting will be held in Okemos, Michigan, at a 
date and time mutually acceptable to the State and the Contractor.  The State shall bear no cost 
for the time and travel of the Contractor for attendance at the meeting. 
 
Performance Review Meetings 
The State will require the Contractor to attend monthly meetings, at a minimum, to review the 
Contractor’s performance under the Contract.  The meetings will be held in Okemos, Michigan, or 
by teleconference, as mutually agreed by the State and the Contractor.  The State shall bear no 
cost for the time and travel of the Contractor for attendance at the meeting. 
 
Project Control 

1. The Contractor shall carry out this project under the direction and control of DTMB. 
2. Within 10 working days of the execution of the Contract, the Contractor shall submit to 

the State project manager(s) for final approval of the project plan.  This project plan must 
be in agreement with Article 1, Section 1.104 Work and Deliverables, and must include 
the following: 
 The Contractor’s project organizational structure. 
 The Contractor’s staffing table with names and title of personnel assigned to the 

project. This must be in agreement with staffing of accepted proposal.  Necessary 
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substitutions due to change of employment status and other unforeseen 
circumstances may only be made with prior approval of the State. 

 The project work breakdown structure (WBS) showing sub-projects, activities and 
tasks, and resources required and allocated to each. 

 The time-phased plan in the form of a graphic display, showing each event, task, and 
decision point in the WBS. 

3. The Contractor shall manage the project in accordance with the State Unified Information 
Technology Environment (SUITE) methodology, which includes standards for project 
management, systems engineering, and associated forms and templates which is 
available at   http://www.michigan.gov/SUITE  
a. Contractor shall use an automated tool for planning, monitoring, and tracking the 

Contract’s progress and the level of effort of any Contractor personnel spent 
performing Services under the Contract.  The tool shall have the capability to 
produce: 
 Staffing tables with names of personnel assigned to Contract tasks. 
 Project plans showing tasks, subtasks, deliverables, and the resources required 

and allocated to each (including detailed plans for all Services to be performed 
within the next 14 calendar days, updated semi-monthly). 

 Updates must include actual time spent on each task and a revised estimate to 
complete. 

 Graphs showing critical events, dependencies and decision points during the 
course of the Contract. 

b. Any tool(s) used by Contractor for such purposes must produce information of a type 
and in a manner and format that will support reporting in compliance with the State 
standards.  

 
 

 
Deliverable) 
 Weekly Status Reports documenting project progress, planned activities, risks, issues, 

changes and acceptance  
 Weekly project status meetings 
 Monthly project reviews with the executive steering committee 
 Minutes from the above 2 meetings documenting discussions and decisions 
 
Acceptance Criteria 
High-level acceptance criteria for Document Deliverables and Software Deliverables are 
listed in Section 1.501. 
 
fffffffffff. Facilitation of project status meetings and project reviews  
ggggggggggg. Consistent and accurate maintenance of project management 

documentation 
    

 

1.302 REPORTS 
 

A Weekly Project Status Report will be required from the Contractor from the start of the 
project until the completion of the project or mutually agreed by the DTMB project 
manager and the Contractor.  
 
Reporting formats must be submitted to the State’s Project Manager for approval within 
ten (10) business days after the execution of the Contract.  The Contractor shall use as 
its base the Project Status Report SUITE template.  Once both parties have agreed to the 

http://www.michigan.gov/dit/0,1607,7-139-18391_22016-58009--,00.html
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format of the report, it shall become the standard to follow for the duration of the contract 
unless changed with written agreement of the DTMB Project Manager.  Report 
components will include: 
 Executive Summary of activity during the report period 
 Accomplishments during the reporting period 

 Accomplishments indicate specific work started or completed and not 
work in process 

 Accomplishments must indicate more than “just” milestones and 
deliverables. 

 Deliverable status 
 Schedule status 
 Change Control 
 Maintenance Activity (if any) 
 Planned accomplishments during the coming report period 

 Planned Accomplishments indicate specific work started or 
completed and not work in process 

 Action Item status 
 The Log may be attached rather than material copied into the actual 

PSR 
 Action Item includes the action, owner, target date, updates and 

closure date 
 Issues  

 The Log may be attached rather than material copied into the actual 
PSR 

 Detail on the Issue Log is provided in 1.401 (below) 
 Risks 

 The Log may be attached rather than material copied into the actual 
PSR 

 Detail on the Risk Log is provided in 1.402 (below) 
 
The Contractor shall include, within the Executive Summary of the Project Status Report, 
a statement that the project is on schedule or, if not, reasons for discrepancies and a 
tracking date.   
 
During testing and warranty period, information will be included or attached to the PSR to 
indicate a summary of defects: 

 Open at the beginning of the reporting period 
 New defects reported during the reporting period  
 Defects closed during the reporting period 
 Defects in process as (being worked on) of the end of the period  
 Defects not yet worked on as of the end of the period 
 Open defects as of the end of the period 

 
Said report may be broken down further by severity level if defects are so categorized.  A 
detailed report or access to any tool used to track said defects will be available to the 
State upon request.  
 
During system and user testing, information will be included to indicate: 

o Number of test cases that passed on first try 
o Percentage of test cases that passed on first try against all test cases completed  

 
An updated Project Schedule reflecting activity to date as well as updates to the estimate 
to complete shall also be provided by the Contractor with the Project Status Report.  The 
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Project Schedule shall identify tasks that are over estimate and/or behind schedule with 
associated actions to address the situation.  
 
 

 
1.400 Project Management 

1.401 ISSUE MANAGEMENT 
An issue is an identified event that if not addressed may affect schedule, scope, quality, or 
budget. 
 
The Contractor shall maintain an issue log for issues relating to the provision of services under 
this Contract.  The issue management log must be communicated to the State’s Project Manager 
on an agreed upon schedule, with email notifications and updates.  The issue log must be 
updated and must contain the following minimum elements: 
 

 Description of issue 
 Issue identification date 
 Responsibility for resolving issue. 
 Priority for issue resolution (to be mutually agreed upon by the State and the Contractor) 
 Resources assigned responsibility for resolution 
 Resolution date 
 Resolution description 

 
Issues shall be escalated for resolution from level 1 through level 3, as defined below: 
 
 Level 1 – Business leads 
 Level 2 – Project Managers 
 Level 3 – Executive Subject Matter Experts (SME’s) 
 

1.402 RISK MANAGEMENT 
A risk is an unknown circumstance or event that, if it occurs, may have a positive or negative 
impact on the project. 
 
The Contractor is responsible for establishing a risk management plan and process, including the 
identification and recording of risk items, prioritization of risks, definition of mitigation strategies, 
monitoring of risk items, and periodic risk assessment reviews with the State.   
 
A risk management plan format shall be submitted to the State for approval within twenty (20) 
business days after the effective date of the contract.  The risk management plan will be 
developed during the initial planning phase of the project, and be in accordance with the State’s 
PMM methodology.  Once both parties have agreed to the format of the plan, it shall become the 
standard to follow for the duration of the contract.  The plan must be updated bi-weekly, or as 
agreed upon.   
 
The Contractor shall provide the tool to track risks.  The Contractor shall work with the State and 
allow input into the prioritization of risks. 
 
The Contractor is responsible for identification of risks for each phase of the project.  Mitigating 
and/or eliminating assigned risks will be the responsibility of the Contractor.  The State will 
assume the same responsibility for risks assigned to them. 
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1.403 CHANGE MANAGEMENT 
Change management is defined as the process to communicate, assess, monitor, and control all 
changes to system resources and processes.  The State also employs change management in its 
administration of the Contract. 
 
If a proposed contract change is approved by the Agency, the Contract Administrator will submit a 
request for change to the Department of Technology, Management and Budget, Purchasing 
Operations Buyer, who will make recommendations to the Director of Purchasing Operations 
regarding ultimate approval/disapproval of change request. If the DTMB Purchasing Operations 
Director agrees with the proposed modification, and all required approvals are obtained (including 
State Administrative Board), the Purchasing Operations Buyer will issue an addendum to the 
Contract, via a Contract Change Notice.  Contractors who provide products or services prior 
to the issuance of a Contract Change Notice by the DTMB Purchasing Operations, risk 
non-payment for the out-of-scope/pricing products and/or services.  
 
The Contractor shall employ change management procedures to handle such things as “out-of-
scope” requests or changing business needs of the State while the migration is underway.  
 
The Contractor shall employ the change control methodologies to justify changes in the 
processing environment, and to ensure those changes will not adversely affect performance or 
availability.  
 

 
 

1.500 Acceptance 

1.501 CRITERIA 
 

The approval process is defined in more detail in the terms and conditions, specifically 
sections 2.253, 2.254 and 2.255.  In addition to these sections the following apply:  

 
Deliverables that are documents must: 

 Be reviewed and approved by staff (unless there are issues) within ten (10) business 
days (as identified in the Project Schedule).  During the review, deliverables will be 
subject to no more than two (2) review cycles (unless something previously 
communicated was left out): one review and one subsequent review of any necessary 
changes required by the first review. The second review will be limited to only those 
changes and not intended to introduce new feedback. 

 Be in electronic format, compatible with State of Michigan software in accordance with 
Article 1.302. 

o Provide a heading indicating system and document name (e.g. User Manual) on 
each page  

o Provide page number and “of pages” on each page. 
o Provide an “as of” date.  
o Indicate final and not draft status 

 If required by SUITE will leverage the SUITE template or leverage a template that serves 
the same purpose and contains similar information but if and only if with prior approval of 
the DTMB Project Manager.   

 Reflect correction of feedback provided by the State regarding but not limited to level of 
detail and clarifications. 

 Reflect correction of issues identified by State personnel during the review of said 
documents unless waived in writing by the DTMB Project Manager 

 Not illustrate “real” data.  Names, identification codes, etc. must be fictitious to ensure 
confidentiality of sensitive information.  
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Deliverables that represent “construction activity” must: 

 Include updated documentation of the modules, pages, reports, etc. 
 Indicate in the requirements traceability matrix (RTM) that all requirements were 

addressed through the SUITE templates including design, development, and testing 
 Reflect successful installation in no less than the test, UAT, QA and Production 

environments 
 And operates in said environment including security (authentication and authorization) 

 
Deliverables that represent testing must: 

 Indicate all test cases have been successfully executed in system test, performance test, 
load test, User Acceptance Test  

 And all defects, unless waived in writing by the State, are corrected 
 
Deliverables that represent training must: 

 Indicate all persons so identified to receive training, have in fact completed the training 
 Reflect that all training material, per feedback from those trained and the State (DTMB 

and LARA) Project Managers, has been updated 
 
Deliverables that represent the warranty period must: 

 Indicate passage of the timeframe 
 Resolution of all issues raised during the period, unless waived in writing by the State 

DTMB Project Manager 
  

1.502 FINAL ACCEPTANCE 
The following requirements for final acceptance apply:   

A. That all deliverables defined in Article 1 and per the acceptance criteria defined in section 
1.501 have been completed and written approval provided 

B. That all contractual requirements have been met including but not limited to: 
a. Placement of source code in escrow as/if applicable 

 
 

1.600 Compensation and Payment 

1.601 COMPENSATION AND PAYMENT 
Method of Payment 
The project, from inception through and including warranty, will be based on a firm, fixed-
priced per deliverable basis.  Payment is made upon completion of all deliverables for the 
phase as reflected in Cost Table Appendix G.   
 
Maintenance and support, begins upon contract signing and will be paid annually.   
State may elect to continue its maintenance coverage for additional annual terms by paying to 
Contractor the fees associated with such terms when these are due; said fees will be calculated as 
a three-percent (3%) increase from the prior annual term’s maintenance fees.  Should State fail to 
renew its maintenance coverage or pay the applicable fees, Contractor reserves the right to 
withhold all support.  If State resumes maintenance coverage after one or more periods without 
such coverage, State will pay an amount equivalent to one hundred ten percent (110%) of all 
maintenance fees attributable to the period(s) without coverage, as such fees are calculated based 
upon pricing in effect at the time of resumption of maintenance coverage. 
 
Knowledge Transfer costs are included in the training provided in the scope of work and 
normal implementation. 
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The Contractor shall adhere to the deliverables identified in the Cost Table. Modification 
to the Cost Table in Appendix G will not be acceptable. 
 
The Contractor agrees the costs provided in Appendix G represent the total charge to the 
State, and that there are no other charges required to ensure successful Contract 
execution. The Contractor has provide a listing and any associated pricing for any 3rd 
party software required in the solution. 
 

 
Travel  
The State will not pay for any travel expenses, including hotel, mileage, meals, parking, etc.  
Travel time will not be reimbursed. 
 
Out-of-Pocket Expenses 
Contractor out-of-pocket expenses are not separately reimbursable by the State unless, on a 
case-by-case basis for unusual expenses, the State has agreed in advance and in writing to 
reimburse Contractor for such an expense at the State’s current travel reimbursement rates. 
 
Statements of Work and Issuance of Purchase Orders 

 Unless otherwise agreed by the parties, each Statement of Work will include: 
1. Background 
2. Project Objective 
3. Scope of Work 
4. Deliverables 
5. Acceptance Criteria 
6. Project Control and Reports 
7. Specific Department Standards 
8. Payment Schedule 
9. Travel and Expenses 

10. Project Contacts 
11. State Responsibilities and Assumptions 
12. Location of Where the Work is to be performed 
13. Expected Contractor Work Hours and Conditions 

 
 The parties agree that the Services/Deliverables to be rendered by Contractor pursuant 

to this Contract (and any future amendments of it) will be defined and described in detail 
in Statements of Work or Purchase Orders (PO) executed under this Contract.  
Contractor shall not be obliged or authorized to commence any work to implement a 
Statement of Work until authorized via a PO issued against this Contract.  Contractor 
shall perform in accordance with this Contract, including the Statements of 
Work/Purchase Orders executed under it. 

 
Invoicing 
Contractor shall submit properly itemized invoices to  
 

DTMB – Financial Services 
Accounts Payable 
P.O. Box 30026 
Lansing, MI 48909 
OR 
DTMB-Accounts-Payable@michigan.gov 

 
.  Invoices must provide and itemize, as applicable: 

 Contract number; 

mailto:DTMB-Accounts-Payable@michigan.gov
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 Purchase Order number 
 Contractor name, address, phone number, and Federal Tax Identification Number;  
 Description of any commodities/hardware, including quantity ordered; 
 Date(s) of delivery and/or date(s) of installation and set up; 
 Price for each item, or Contractor’s list price for each item and applicable discounts; 
 Maintenance charges; 
 Net invoice price for each item; 
 Shipping costs; 
 Other applicable charges; 
 Total invoice price; and 
 Payment terms, including any available prompt payment discount. 

 
 
Incorrect or incomplete invoices will be returned to Contractor for correction and reissue. 

1.602 HOLDBACK 
Reserved. 
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Article 2, Terms and Conditions 
 
 

2.000 Contract Structure and Term 

 

2.001 CONTRACT TERM 
This Contract is for a period of 5 years beginning December 27,, 2012 through December 26, 
2017.  All outstanding Purchase Orders must also expire upon the termination for any of the 
reasons listed in Section 2.150 of the Contract, unless otherwise extended under the Contract.  
Absent an early termination for any reason, Purchase Orders issued but not expired, by the end 
of the Contract’s stated term, shall remain in effect for the balance of the fiscal year for which they 
were issued. 

2.002 OPTIONS TO RENEW 
This Contract may be renewed in writing by mutual agreement of the parties not less than 30 
days before its expiration.  The Contract may be renewed for up to 2 additional 1 year periods.  

2.003 LEGAL EFFECT 
Contractor accepts this Contract by signing two copies of the Contract and returning them to the 
Purchasing Operations.  The Contractor shall not proceed with the performance of the work to be 
done under the Contract, including the purchase of necessary materials, until both parties have 
signed the Contract to show acceptance of its terms, and the Contractor receives a contract 
release/purchase order that authorizes and defines specific performance requirements. 
 
Except as otherwise agreed in writing by the parties, the State shall not be liable for costs 
incurred by Contractor or payment under this Contract, until Contractor is notified in writing that 
this Contract or Change Order has been approved by the State Administrative Board (if required), 
signed by all the parties and a Purchase Order against the Contract has been issued. 

2.004 ATTACHMENTS & EXHIBITS 
All Attachments and Exhibits affixed to any and all Statement(s) of Work, or appended to or 
referencing this Contract, are incorporated in their entirety and form part of this Contract. 

2.005 ORDERING 
The State must issue an approved written Purchase Order, Blanket Purchase Order, Direct 
Voucher or Procurement Card Order to order any Services/Deliverables under this Contract.  All 
orders are subject to the terms and conditions of this Contract.  No additional terms and 
conditions contained on either a Purchase Order or Blanket Purchase Order apply unless they 
are specifically contained in that Purchase Order or Blanket Purchase Order's accompanying 
Statement of Work.  Exact quantities to be purchased are unknown; however, the Contractor shall 
be required to furnish all such materials and services as may be ordered during the Contract 
period.  Quantities specified, if any, are estimates based on prior purchases, and the State is not 
obligated to purchase in these or any other quantities. 
 

2.006 ORDER OF PRECEDENCE 
The Contract, including any Statements of Work and Exhibits, to the extent not contrary to the 
Contract, each of which is incorporated for all purposes, constitutes the entire agreement 
between the parties with respect to the subject matter and supersedes all prior agreements, 
whether written or oral, with respect to the subject matter and as additional terms and conditions 
on the purchase order must apply as limited by Section 2.005. 
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In the event of any inconsistency between the terms of the Contract and a Statement of Work, the 
terms of the Statement of Work shall take precedence (as to that Statement of Work only); 
provided, however, that a Statement of Work may not modify or amend the terms of the Contract.  
The Contract may be modified or amended only by a formal Contract amendment.  

2.007 HEADINGS 
Captions and headings used in the Contract are for information and organization purposes.  
Captions and headings, including inaccurate references, do not, in any way, define or limit the 
requirements or terms and conditions of the Contract.  

2.008 FORM, FUNCTION & UTILITY 
If the Contract is for use of more than one State agency and if the Deliverable/Service does not 
the meet the form, function, and utility required by that State agency, that agency may, subject to 
State purchasing policies, procure the Deliverable/Service from another source.  

2.009 REFORMATION AND SEVERABILITY 
Each provision of the Contract is severable from all other provisions of the Contract and, if one or 
more of the provisions of the Contract is declared invalid, the remaining provisions of the Contract 
remain in full force and effect. 
 
 
 

2.010 Consents and Approvals 

 
Except as expressly provided otherwise in the Contract, if either party requires the consent or 
approval of the other party for the taking of any action under the Contract, the consent or 
approval must be in writing and must not be unreasonably withheld or delayed. 

2.011 NO WAIVER OF DEFAULT 
If a party fails to insist upon strict adherence to any term of the Contract then the party has not 
waived the right to later insist upon strict adherence to that term, or any other term, of the 
Contract. 

2.012 SURVIVAL 
Any provisions of the Contract that impose continuing obligations on the parties, including without 
limitation the parties’ respective warranty, indemnity and confidentiality obligations, survive the 
expiration or termination of the Contract for any reason.  Specific references to survival in the 
Contract are solely for identification purposes and not meant to limit or prevent the survival of any 
other section 
 
 
 

2.020 Contract Administration 

 

2.021 ISSUING OFFICE 
This Contract is issued by the Department of Technology, Management and Budget, Purchasing 
Operations and LARA/BCC (collectively, including all other relevant State of Michigan 
departments and agencies, the “State”).  Purchasing Operations is the sole point of contact in the 
State with regard to all procurement and contractual matters relating to the Contract.  The 
Purchasing Operations Contract Administrator for this Contract is: 
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Mark Lawrence 
Buyer 
Purchasing Operations 
Department of Technology, Management and Budget 
Mason Bldg., 2nd Floor 
PO Box 30026 
Lansing, MI 48909 
lawrencem1@michigan.gov 
517.241.1640 

2.022 CONTRACT COMPLIANCE INSPECTOR 
The Director of Purchasing Operations directs the person named below, or his or her designee, to 
monitor and coordinate the activities for the Contract on a day-to-day basis during its term.  
Monitoring Contract activities does not imply the authority to change, modify, clarify, 
amend, or otherwise alter the prices, terms, conditions and specifications of the Contract.  
Purchasing Operations is the only State office authorized to change, modify, amend, alter 
or clarify the prices, specifications, terms and conditions of this Contract.  The Contract 
Compliance Inspector for this Contract is: 
 
Toby Pittman 
State Administrative Manager 
Department of Technology, Management and Budget 
7285 Parsons Dr, Dimondale, MI  48821 
pittmant@michigan.gov 
Ph: 517.636.5428 
Fax:517.636.6303 

2.023 PROJECT MANAGER 
The following individual will oversee the project: 
 
Toby Pittman 
State Administrative Manager 
Department of Technology, Management and Budget 
7285 Parsons Dr, Dimondale, MI  48821 
pittmant@michigan.gov 
Ph: 517.636.5428 
Fax:517.636.6303 
 

2.024 CHANGE REQUESTS 
The State reserves the right to request from time to time any changes to the requirements and 
specifications of the Contract and the work to be performed by the Contractor under the Contract.  
During the course of ordinary business, it may become necessary for the State to discontinue 
certain business practices or create Additional Services/Deliverables.  At a minimum, to the 
extent applicable, Contractor shall provide a detailed outline of all work to be done, including 
tasks necessary to accomplish the Additional Services/Deliverables, timeframes, listing of key 
personnel assigned, estimated hours for each individual per task, and a complete and detailed 
cost justification. 
 
If the State requests or directs the Contractor to perform any Services/Deliverables that are 
outside the scope of the Contractor’s responsibilities under the Contract (“New Work”), the 
Contractor must notify the State promptly before commencing performance of the requested 
activities it believes are New Work.  If the Contractor fails to notify the State before commencing 
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performance of the requested activities, any such activities performed before the Contractor gives 
notice shall be conclusively considered to be in-scope Services/Deliverables and not New Work. 
 
If the State requests or directs the Contractor to perform any services or provide deliverables that 
are consistent with and similar to the Services/Deliverables being provided by the Contractors 
under the Contract, but which the Contractor reasonably and in good faith believes are not 
included within the Statements of Work, then before performing such Services or providing such 
Deliverables, the Contractor shall notify the State in writing that it considers the Services or 
Deliverables to be an Additional Service/Deliverable for which the Contractor should receive 
additional compensation.  If the Contractor does not so notify the State, the Contractor shall have 
no right to claim thereafter that it is entitled to additional compensation for performing that Service 
or providing that Deliverable.  If the Contractor does so notify the State, then such a Service or 
Deliverable shall be governed by the Change Request procedure in this Section.   
 
In the event prices or service levels are not acceptable to the State, the Additional Services or 
New Work shall be subject to competitive bidding based upon the specifications. 
 
(1) Change Request at State Request 
 If the State requires Contractor to perform New Work, Additional Services or make changes 

to the Services that would affect the Contract completion schedule or the amount of 
compensation due Contractor (a “Change”), the State shall submit a written request for 
Contractor to furnish a proposal for carrying out the requested Change (a “Change 
Request”).   

(2) Contractor Recommendation for Change Requests: 
 Contractor shall be entitled to propose a Change to the State, on its own initiative, should 

Contractor believe the proposed Change would benefit the Contract. 
(3) Upon receipt of a Change Request or on its own initiative, Contractor shall examine the 

implications of the requested Change on the technical specifications, Contract schedule and 
price of the Deliverables and Services and shall submit to the State without undue delay a 
written proposal for carrying out the Change.  Contractor’s proposal shall include any 
associated changes in the technical specifications, Contract schedule and price and method 
of pricing of the Services.  If the Change is to be performed on a time and materials basis, 
the Amendment Labor Rates shall apply to the provision of such Services.  If Contractor 
provides a written proposal and should Contractor be of the opinion that a requested 
Change is not to be recommended, it shall communicate its opinion to the State but shall 
nevertheless carry out the Change as specified in the written proposal if the State directs it 
to do so. 

(4) By giving Contractor written notice within a reasonable time, the State shall be entitled to 
accept a Contractor proposal for Change, to reject it, or to reach another agreement with 
Contractor.  Should the parties agree on carrying out a Change, a written Contract Change 
Notice must be prepared and issued under this Contract, describing the Change and its 
effects on the Services and any affected components of this Contract (a “Contract Change 
Notice”). 

(5) No proposed Change shall be performed until the proposed Change has been specified in a 
duly executed Contract Change Notice issued by the Department of Technology, 
Management and Budget, Purchasing Operations. 

(6) If the State requests or directs the Contractor to perform any activities that Contractor 
believes constitute a Change, the Contractor must notify the State that it believes the 
requested activities are a Change before beginning to work on the requested activities.  If 
the Contractor fails to notify the State before beginning to work on the requested activities, 
then the Contractor waives any right to assert any claim for additional compensation or time 
for performing the requested activities.  If the Contractor commences performing work 
outside the scope of this Contract and then ceases performing that work, the Contractor 
must, at the request of the State, retract any out-of-scope work that would adversely affect 
the Contract.  
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2.025 NOTICES 
Any notice given to a party under the Contract must be deemed effective, if addressed to the 
party as addressed below, upon:  (i) delivery, if hand delivered; (ii) receipt of a confirmed 
transmission by facsimile if a copy of the notice is sent by another means specified in this 
Section; (iii) the third Business Day after being sent by U.S. mail, postage pre-paid, return receipt 
requested; or (iv) the next Business Day after being sent by a nationally recognized overnight 
express courier with a reliable tracking system.  
State: 
State of Michigan  
Purchasing Operations 
Attention:   
PO Box 30026 
530 West Allegan 
Lansing, Michigan 48909 
 
Contractor: 
Accela, Inc. 
2633 Camino Ramon, Suite 120 
Bishop Ranch 3 
San Ramon, California 94583 USA 
Attention: Contracts Administration 
 
Either party may change its address where notices are to be sent by giving notice according to 
this Section. 

2.026 BINDING COMMITMENTS 
Representatives of Contractor must have the authority to make binding commitments on 
Contractor’s behalf within the bounds set forth in the Contract.  Contractor may change the 
representatives from time to time upon giving written notice.  

2.027 RELATIONSHIP OF THE PARTIES 
The relationship between the State and Contractor is that of client and independent Contractor.  
No agent, employee, or servant of Contractor or any of its Subcontractors shall be deemed to be 
an employee, agent or servant of the State for any reason.  Contractor shall be solely and entirely 
responsible for its acts and the acts of its agents, employees, servants and Subcontractors during 
the performance of the Contract.  

2.028 COVENANT OF GOOD FAITH 
Each party shall act reasonably and in good faith.  Unless stated otherwise in the Contract, the 
parties shall not unreasonably delay, condition or withhold the giving of any consent, decision or 
approval that is either requested or reasonably required of them in order for the other party to 
perform its responsibilities under the Contract.  
 

2.029 ASSIGNMENTS 
Neither party may assign the Contract, or assign or delegate any of its duties or obligations under 
the Contract, to any other party (whether by operation of law or otherwise), without the prior 
written consent of the other party; provided, however, that the State may assign the Contract to 
any other State agency, department, division or department without the prior consent of 
Contractor and Contractor may assign the Contract to an affiliate so long as the affiliate is 
adequately capitalized and can provide adequate assurances that the affiliate can perform the 
Contract.  The State may withhold consent from proposed assignments, subcontracts, or 
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novations when the transfer of responsibility would operate to decrease the State’s likelihood of 
receiving performance on the Contract or the State’s ability to recover damages. 
 
Contractor may not, without the prior written approval of the State, assign its right to receive 
payments due under the Contract.  If the State permits an assignment, the Contractor is not 
relieved of its responsibility to perform any of its contractual duties and the requirement under the 
Contract that all payments must be made to one entity continues. 
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If the Contractor intends to assign the contract or any of the Contractor's rights or duties under 
the Contract, the Contractor must notify the State in writing at least 90 days before the 
assignment.  The Contractor also must provide the State with adequate information about the 
assignee within a reasonable amount of time before the assignment for the State to determine 
whether to approve the assignment.  
 
 
 

2.030 General Provisions 

 

2.031 MEDIA RELEASES  
News releases (including promotional literature and commercial advertisements) pertaining to the 
RFP and Contract or project to which it relates shall not be made without prior written State 
approval, and then only in accordance with the explicit written instructions from the State.  No 
results of the activities associated with the RFP and Contract are to be released without prior 
written approval of the State and then only to persons designated.   

2.032 CONTRACT DISTRIBUTION 
Purchasing Operations retains the sole right of Contract distribution to all State agencies and 
local units of government unless other arrangements are authorized by Purchasing Operations.  

2.033 PERMITS 
Contractor must obtain and pay any associated costs for all required governmental permits, 
licenses and approvals for the delivery, installation and performance of the Services.  The State 
shall pay for all costs and expenses incurred in obtaining and maintaining any necessary 
easements or right of way.  

2.034 WEBSITE INCORPORATION 
The State is not bound by any content on the Contractor’s website, even if the Contractor’s 
documentation specifically referenced that content and attempts to incorporate it into any other 
communication, unless the State has actual knowledge of the content and has expressly agreed 
to be bound by it in a writing that has been manually signed by an authorized representative of 
the State. 

2.035 FUTURE BIDDING PRECLUSION 
Contractor acknowledges that, to the extent this Contract involves the creation, research, 
investigation or generation of a future RFP; it may be precluded from bidding on the subsequent 
RFP.  The State reserves the right to disqualify any Bidder if the State determines that the Bidder 
has used its position (whether as an incumbent Contractor, or as a Contractor hired to assist with 
the RFP development, or as a Contractor offering free assistance) to gain a competitive 
advantage on the RFP 

2.036 FREEDOM OF INFORMATION 
All information in any proposal submitted to the State by Contractor and this Contract is subject to 
the provisions of the Michigan Freedom of Information Act, 1976 Public Act No. 442, as 
amended, MCL 15.231, et seq (the “FOIA”). 
 

2.037 DISASTER RECOVERY 
Contractor and the State recognize that the State provides essential services in times of natural 
or man-made disasters.  Therefore, except as so mandated by Federal disaster response 
requirements, Contractor personnel dedicated to providing Services/Deliverables under this 
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Contract shall provide the State with priority service for repair and work around in the event of a 
natural or man-made disaster. 
 
 
 

2.040 Financial Provisions 
 

2.041 FIXED PRICES FOR SERVICES/DELIVERABLES 
Each Statement of Work or Purchase Order issued under this Contract shall specify (or indicate 
by reference to the appropriate Contract Exhibit) the firm, fixed prices for all 
Services/Deliverables, and the associated payment milestones and payment amounts.  The State 
may make progress payments to the Contractor when requested as work progresses, but not 
more frequently than monthly, in amounts approved by the Contract Administrator, after 
negotiation. Contractor shall show verification of measurable progress at the time of requesting 
progress payments. 

2.042 ADJUSTMENTS FOR REDUCTIONS IN SCOPE OF SERVICES/DELIVERABLES 
If the scope of the Services/Deliverables under any Statement of Work issued under this Contract 
is subsequently reduced by the State, the parties shall negotiate an equitable reduction in 
Contractor’s charges under such Statement of Work commensurate with the reduction in scope. 

2.043 SERVICES/DELIVERABLES COVERED  
The State shall not be obligated to pay any amounts in addition to the charges specified in this 
Contract for all Services/Deliverables to be provided by Contractor and its Subcontractors, if any, 
under this Contract,. 

2.044 INVOICING AND PAYMENT – IN GENERAL 
(a) Each Statement of Work issued under this Contract shall list (or indicate by reference to the 

appropriate Contract Exhibit) the prices for all Services/Deliverables, equipment and 
commodities to be provided, and the associated payment milestones and payment 
amounts. 

(b) Each Contractor invoice shall show details as to charges by Service/Deliverable component 
and location at a level of detail reasonably necessary to satisfy the State’s accounting and 
charge-back requirements.  Invoices for Services performed on a time and materials basis 
shall show, for each individual, the number of hours of Services performed during the billing 
period, the billable skill/labor category for such person and the applicable hourly billing rate.  
Prompt payment by the State is contingent on the Contractor’s invoices showing the 
amount owed by the State minus any holdback amount to be retained by the State in 
accordance with Section 1.600. 

(c) Correct invoices shall be due and payable by the State, in accordance with the State’s 
standard payment procedure as specified in 1984 Public Act No. 279, MCL 17.51 et seq., 
within 45 days after receipt, provided the State determines that the invoice was properly 
rendered. 

 
(d1) All invoices should reflect actual work done.  Specific details of invoices and payments shall 

be agreed upon between the Contract Administrator and the Contractor after the proposed 
Contract Agreement has been signed and accepted by both the Contractor and the Director 
of Purchasing Operations, Department of Management & Budget.  This activity shall occur 
only upon the specific written direction from Purchasing Operations. 

 
 The specific payment schedule for any Contract(s) entered into, as the State and the 

Contractor(s) shall mutually agree upon.  The schedule should show payment amount and 
should reflect actual work done by the payment dates, less any penalty cost charges 
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accrued by those dates.  As a general policy statements shall be forwarded to the 
designated representative by the 15th day of the following month. 

 
 The Government may make progress payments to the Contractor when requested as work 

progresses, but not more frequently than monthly, in amounts approved by the Contract 
Administrator, after negotiation. Contractor must show verification of measurable progress 
at the time of requesting progress payments. 

 
 

2.045 PRO-RATION 
To the extent there are Services that are to be paid for on a monthly basis, the cost of such 
Services shall be pro-rated for any partial month. 

2.046 ANTITRUST ASSIGNMENT 
The Contractor assigns to the State any claim for overcharges resulting from antitrust violations to 
the extent that those violations concern materials or services supplied by third parties to the 
Contractor, toward fulfillment of this Contract. 

2.047 FINAL PAYMENT 
The making of final payment by the State to Contractor does not constitute a waiver by either 
party of any rights or other claims as to the other party’s continuing obligations under the 
Contract, nor shall it constitute a waiver of any claims by one party against the other arising from 
unsettled claims or failure by a party to comply with this Contract, including claims for Services 
and Deliverables not reasonably known until after acceptance to be defective or substandard.  
Contractor’s acceptance of final payment by the State under this Contract shall constitute a 
waiver of all claims by Contractor against the State for payment under this Contract, other than 
those claims previously filed in writing on a timely basis and still unsettled. 

2.048 ELECTRONIC PAYMENT REQUIREMENT 
Electronic transfer of funds is required for payments on State Contracts.  Contractors are required 
to register with the State electronically at http://www.cpexpress.state.mi.us.  As stated in Public 
Act 431 of 1984, all contracts that the State enters into for the purchase of goods and services 
shall provide that payment shall be made by electronic fund transfer (EFT). 
 
 
 

2.050 Taxes 
 

2.051 EMPLOYMENT TAXES 
Contractor shall collect and pay all applicable federal, state, and local employment taxes, 
including the taxes.  

2.052 SALES AND USE TAXES 
Contractor shall register and remit sales and use taxes on taxable sales of tangible personal 
property or services delivered into the State.  Contractors that lack sufficient presence in 
Michigan to be required to register and pay tax must do so as a volunteer.  This requirement 
extends to: (1) all members of any controlled group as defined in § 1563(a) of the Internal 
Revenue Code and applicable regulations of which the company is a member, and (2) all 
organizations under common control as defined in § 414(c) of the Internal Revenue Code and 
applicable regulations of which the company is a member that make sales at retail for delivery 
into the State are registered with the State for the collection and remittance of sales and use 

http://www.cpexpress.state.mi.us/
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taxes.  In applying treasury regulations defining “two or more trades or businesses under 
common control” the term “organization” means sole proprietorship, a partnership (as defined in § 
701(a) (2) of the Internal Revenue Code), a trust, an estate, a corporation, or a limited liability 
company. 
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2.060 Contract Management 
 

2.061 CONTRACTOR PERSONNEL QUALIFICATIONS 
All persons assigned by Contractor to the performance of Services under this Contract must be 
employees of Contractor or its majority-owned (directly or indirectly, at any tier) subsidiaries (or a 
State-approved Subcontractor) and must be fully qualified to perform the work assigned to them.  
Contractor must include a similar provision in any subcontract entered into with a Subcontractor.  
For the purposes of this Contract, independent Contractors engaged by Contractor solely in a 
staff augmentation role must be treated by the State as if they were employees of Contractor for 
this Contract only; however, the State understands that the relationship between Contractor and 
Subcontractor is an independent Contractor relationship. 

2.062 CONTRACTOR KEY PERSONNEL 
(a) The Contractor must provide the Contract Compliance Inspector with the names of the Key 

Personnel.    
(b) Key Personnel must be dedicated as defined in the Statement of Work to the Project for its 

duration in the applicable Statement of Work with respect to other individuals designated as 
Key Personnel for that Statement of Work. 

(c) The State shall have the right to recommend and approve in writing the initial assignment, as 
well as any proposed reassignment or replacement, of any Key Personnel.  Before 
assigning an individual to any Key Personnel position, Contractor shall notify the State of 
the proposed assignment, shall introduce the individual to the appropriate State 
representatives, and shall provide the State with a resume and any other information about 
the individual reasonably requested by the State.  The State reserves the right to interview 
the individual before granting written approval.  In the event the State finds a proposed 
individual unacceptable, the State shall provide a written explanation including reasonable 
detail outlining the reasons for the rejection.   

(d) Contractor must not remove any Key Personnel from their assigned roles on the Contract 
without the prior written consent of the State.  The Contractor’s removal of Key Personnel 
without the prior written consent of the State is an unauthorized removal (“Unauthorized 
Removal”).  Unauthorized Removals does not include replacing Key Personnel for reasons 
beyond the reasonable control of Contractor, including illness, disability, leave of absence, 
personal emergency circumstances, resignation or for cause termination of the Key 
Personnel’s employment.  Unauthorized Removals does not include replacing Key 
Personnel because of promotions or other job movements allowed by Contractor personnel 
policies or Collective Bargaining Agreement(s) as long as the State receives prior written 
notice before shadowing occurs and Contractor provides 30 days of shadowing unless 
parties agree to a different time period.  The Contractor with the State must review any Key 
Personnel replacements, and appropriate transition planning will be established.  Any 
Unauthorized Removal may be considered by the State to be a material breach of the 
Contract, in respect of which the State may elect to exercise its termination and cancellation 
rights. 

(e) The Contractor must notify the Contract Compliance Inspector and the Contract 
Administrator at least 10 business days before redeploying non-Key Personnel, who are 
dedicated to primarily to the Project, to other projects.  If the State does not object to the 
redeployment by its scheduled date, the Contractor may then redeploy the non-Key 
Personnel.  

2.063 RE-ASSIGNMENT OF PERSONNEL AT THE STATE’S REQUEST 
The State reserves the right to require the removal from the Project of Contractor personnel 
found, in the judgment of the State, to be unacceptable.  The State’s request must be written with 
reasonable detail outlining the reasons for the removal request.  Additionally, the State’s request 
must be based on legitimate, good faith reasons.  Replacement personnel for the removed 
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person must be fully qualified for the position.  If the State exercises this right, and the Contractor 
cannot immediately replace the removed personnel, the State agrees to an equitable adjustment 
in schedule or other terms that may be affected by the State’s required removal.  If any incident 
with removed personnel results in delay not reasonably anticipatable under the circumstances 
and which is attributable to the State, the applicable SLAs for the affected Service shall not be 
counted for a time as agreed to by the parties.  

2.064 CONTRACTOR PERSONNEL LOCATION 
All staff assigned by Contractor to work on the Contract shall perform their duties either primarily 
at Contractor’s offices and facilities or at State facilities.  Without limiting the generality of the 
foregoing, Key Personnel shall, at a minimum, spend at least the amount of time on-site at State 
facilities as indicated in the applicable Statement of Work.  Subject to availability, selected 
Contractor personnel may be assigned office space to be shared with State personnel. 

2.065 CONTRACTOR IDENTIFICATION 
Contractor employees must be clearly identifiable while on State property by wearing a State-
issued badge, as required. Contractor employees are required to clearly identify themselves and 
the company they work for whenever making contact with State personnel by telephone or other 
means. 

2.066 COOPERATION WITH THIRD PARTIES 
Contractor agrees to cause its personnel and the personnel of any Subcontractors to cooperate 
with the State and its agents and other Contractors including the State’s Quality Assurance 
personnel.  As reasonably requested by the State in writing, the Contractor shall provide to the 
State’s agents and other Contractors reasonable access to Contractor’s Project personnel, 
systems and facilities to the extent the access relates to activities specifically associated with this 
Contract and shall not interfere or jeopardize the safety or operation of the systems or facilities.  
The State acknowledges that Contractor’s time schedule for the Contract is very specific and 
agrees not to unnecessarily or unreasonably interfere with, delay or otherwise impeded 
Contractor’s performance under this Contract with the requests for access. 

2.067 CONTRACT MANAGEMENT RESPONSIBILITIES 
Contractor shall be responsible for all acts and omissions of its employees, as well as the acts 
and omissions of any other personnel furnished by Contractor to perform the Services.  
Contractor shall have overall responsibility for managing and successfully performing and 
completing the Services/Deliverables, subject to the overall direction and supervision of the State 
and with the participation and support of the State as specified in this Contract.  Contractor’s 
duties shall include monitoring and reporting the State’s performance of its participation and 
support responsibilities (as well as Contractor’s own responsibilities) and providing timely notice 
to the State in Contractor’s reasonable opinion if the State’s failure to perform its responsibilities 
in accordance with the Project Plan is likely to delay the timely achievement of any Contract 
tasks.  
 
The Contractor shall provide the Services/Deliverables directly or through its affiliates, 
subsidiaries, Subcontractors or resellers.  Regardless of the entity providing the 
Service/Deliverable, the Contractor shall act as a single point of contact coordinating these 
entities to meet the State’s need for Services/Deliverables.  Nothing in this Contract, however, 
shall be construed to authorize or require any party to violate any applicable law or regulation in 
its performance of this Contract.  

2.068 CONTRACTOR RETURN OF STATE EQUIPMENT/RESOURCES 
The Contractor shall return to the State any State-furnished equipment, facilities and other 
resources when no longer required for the Contract in the same condition as when provided by 
the State, reasonable wear and tear excepted. 
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2.070 Subcontracting by Contractor   
 

2.071 CONTRACTOR FULL RESPONSIBILITY 
Contractor shall have full responsibility for the successful performance and completion of all of 
the Services and Deliverables.  The State shall consider Contractor to be the sole point of contact 
with regard to all contractual matters under this Contract, including payment of any and all 
charges for Services and Deliverables. 

2.072 STATE CONSENT TO DELEGATION  
Contractor shall not delegate any duties under this Contract to a Subcontractor unless the 
Department of Technology, Management and Budget, Purchasing Operations has given written 
consent to such delegation.  The State shall have the right of prior written approval of all 
Subcontractors and to require Contractor to replace any Subcontractors found, in the reasonable 
judgment of the State, to be unacceptable.  The State’s request shall be written with reasonable 
detail outlining the reasons for the removal request.  Additionally, the State’s request shall be 
based on legitimate, good faith reasons.  Replacement Subcontractor(s) for the removed 
Subcontractor shall be fully qualified for the position.  If the State exercises this right, and the 
Contractor cannot immediately replace the removed Subcontractor, the State shall agree to an 
equitable adjustment in schedule or other terms that may be affected by the State’s required 
removal.  If any such incident with a removed Subcontractor results in delay not reasonable 
anticipatable under the circumstances and which is attributable to the State, the applicable SLA 
for the affected Work shall not be counted for a time agreed upon by the parties.   

2.073 SUBCONTRACTOR BOUND TO CONTRACT 
In any subcontracts entered into by Contractor for the performance of the Services, Contractor 
shall require the Subcontractor, to the extent of the Services to be performed by the 
Subcontractor, to be bound to Contractor by the terms of this Contract and to assume toward 
Contractor all of the obligations and responsibilities that Contractor, by this Contract, assumes 
toward the State.  The State reserves the right to receive copies of and review all subcontracts, 
although Contractor may delete or mask any proprietary information, including pricing, contained 
in such contracts before providing them to the State.  The management of any Subcontractor 
shall be the responsibility of Contractor, and Contractor shall remain responsible for the 
performance of its Subcontractors to the same extent as if Contractor had not subcontracted such 
performance.  Contractor shall make all payments to Subcontractors or suppliers of Contractor.  
Except as otherwise agreed in writing by the State and Contractor, the State shall not be 
obligated to direct payments for the Services other than to Contractor.  The State’s written 
approval of any Subcontractor engaged by Contractor to perform any obligation under this 
Contract shall not relieve Contractor of any obligations or performance required under this 
Contract.  A list of the Subcontractors, if any, approved by the State as of the execution of this 
Contract, together with a copy of the applicable subcontract is attached. 

2.074 FLOW DOWN 
Except where specifically approved in writing by the State on a case-by-case basis, Contractor 
shall flow down the obligations in Sections 2.031, 2.060, 2.100, 2.110, 2.120, 2.130, and 2.200 
in all of its agreements with any Subcontractors. 

2.075 COMPETITIVE SELECTION 
The Contractor shall select Subcontractors (including suppliers) on a competitive basis to the 
maximum practical extent consistent with the objectives and requirements of the Contract. 
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2.080 State Responsibilities   
 

2.081 EQUIPMENT 
The State shall provide only the equipment and resources identified in the Statement of Work and 
other Contract Exhibits.  

2.082 FACILITIES 
The State must designate space as long as it is available and as provided in the Statement of 
Work, to house the Contractor’s personnel whom the parties agree will perform the 
Services/Deliverables at State facilities (collectively, the “State Facilities”).  The Contractor shall 
have reasonable access to, and unless agreed otherwise by the parties in writing must observe 
and comply with all rules and regulations relating to each of the State Facilities (including hours of 
operation) used by the Contractor in the course of providing the Services.  Contractor agrees that 
it shall not, without the prior written consent of the State, use any State Facilities or access any 
State information systems provided for the Contractor’s use, or to which the Contractor otherwise 
gains access in the course of performing the Services, for any purpose other than providing the 
Services to the State.  
 
 

2.090 Security 
 

2.091 BACKGROUND CHECKS 
On a case-by-case basis, the State may investigate the Contractor's personnel before they may 
have access to State facilities and systems.  The scope of the background check is at the 
discretion of the State and the results shall be used to determine Contractor personnel eligibility 
for working within State facilities and systems.  The investigations shall include Michigan State 
Police Background checks (ICHAT) and may include the National Crime Information Center 
(NCIC) Finger Prints.  Proposed Contractor personnel may be required to complete and submit 
an RI-8 Fingerprint Card for the NCIC Finger Print Check.  Any request for background checks 
shall be initiated by the State and shall be reasonably related to the type of work requested. 
 
All Contractor personnel shall also be expected to comply with the State’s security and 
acceptable use policies for State IT equipment and resources.  See http://www.michigan.gov/dit. 
Furthermore, Contractor personnel shall be expected to agree to the State’s security and 
acceptable use policies before the Contractor personnel shall be accepted as a resource to 
perform work for the State.  It is expected the Contractor shall present these documents to the 
prospective employee before the Contractor presents the individual to the State as a proposed 
resource.  Contractor staff shall be expected to comply with all Physical Security procedures in 
place within the facilities where they are working. 

2.092 SECURITY BREACH NOTIFICATION 
If the Contractor breaches this Section, the Contractor must (i) promptly cure any deficiencies and 
(ii) comply with any applicable federal and state laws and regulations pertaining to unauthorized 
disclosures.  Contractor and the State shall cooperate to mitigate, to the extent practicable, the 
effects of any breach, intrusion, or unauthorized use or disclosure.  Contractor must report to the 
State in writing any use or disclosure of Confidential Information, whether suspected or actual, 
other than as provided for by the Contract within 10 days of becoming aware of the use or 
disclosure or the shorter time period as is reasonable under the circumstances. 

2.093 PCI DATA SECURITY REQUIREMENTS 
Contractors with access to credit/debit card cardholder data must adhere to the Payment Card 
Industry (PCI) Data Security requirements. Contractor agrees that they are responsible for 

http://www.michigan.gov/dit
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security of cardholder data in their possession.  Contractor agrees that data can ONLY be used 
for assisting the State in completing a transaction, supporting a loyalty program, supporting the 
State, providing fraud control services, or for other uses specifically required by law.  
 
Contractor agrees to provide business continuity in the event of a major disruption, disaster or 
failure. 
 
The Contractor shall contact the Department of Technology, Management and Budget, Financial 
Services immediately to advise them of any breaches in security where card data has been 
compromised.   In the event of a security intrusion, the Contractor agrees the Payment Card 
Industry representative, or a Payment Card Industry approved third party, shall be provided with 
full cooperation and access to conduct a thorough security review. The review will validate 
compliance with the Payment Card Industry Data Security Standard for protecting cardholder 
data.   
Contractor agrees to properly dispose sensitive cardholder data when no longer needed.  The 
Contractor shall continue to treat cardholder data as confidential upon contract termination. 
 
The Contractor shall provide the Department of Technology, Management and Budget, Financial 
Services documentation showing PCI Data Security certification has been achieved. The 
Contractor shall advise the Department of Technology, Management and Budget, Financial 
Services of all failures to comply with the PCI Data Security Requirements.   Failures include, but 
are not limited to system scans and self-assessment questionnaires.  The Contractor shall 
provide a time line for corrective action. 
 
 

2.100 Confidentiality 
 

2.101 CONFIDENTIALITY 
Contractor and the State each acknowledge that the other possesses and shall continue to 
possess confidential information that has been developed or received by it.  As used in this 
Section, “Confidential Information” of Contractor must mean all non-public proprietary information 
of Contractor (other than Confidential Information of the State as defined below), which is marked 
confidential, restricted, proprietary, or with a similar designation.  “Confidential Information” of the 
State must mean any information which is retained in confidence by the State (or otherwise 
required to be held in confidence by the State under applicable federal, state and local laws and 
regulations) or which, in the case of tangible materials provided to Contractor by the State under 
its performance under this Contract, is marked as confidential, proprietary or with a similar 
designation by the State.  “Confidential Information” excludes any information (including this 
Contract) that is publicly available under the Michigan FOIA. 

2.102 PROTECTION AND DESTRUCTION OF CONFIDENTIAL INFORMATION 
The State and Contractor shall each use at least the same degree of care to prevent disclosing to 
third parties the Confidential Information of the other as it employs to avoid unauthorized 
disclosure, publication or dissemination of its own confidential information of like character, but in 
no event less than reasonable care.  Neither Contractor nor the State shall (i) make any use of 
the Confidential Information of the other except as contemplated by this Contract, (ii) acquire any 
right in or assert any lien against the Confidential Information of the other, or (iii) if requested to 
do so, refuse for any reason to promptly return the other party's Confidential Information to the 
other party.  Each party shall limit disclosure of the other party’s Confidential Information to 
employees and Subcontractors who must have access to fulfill the purposes of this Contract.  
Disclosure to, and use by, a Subcontractor is permissible where (A) use of a Subcontractor is 
authorized under this Contract, (B) the disclosure is necessary or otherwise naturally occurs in 
connection with work that is within the Subcontractor's scope of responsibility, and (C) Contractor 
obligates the Subcontractor in a written Contract to maintain the State’s Confidential Information 



 ................................................................................................................................................ CONTRACT #071B3200042  

 

202 
 

in confidence.  At the State's request, any employee of Contractor and of any Subcontractor 
having access or continued access to the State’s Confidential Information may be required to 
execute an acknowledgment that the employee has been advised of Contractor’s and the 
Subcontractor’s obligations under this Section and of the employee’s obligation to Contractor or 
Subcontractor, as the case may be, to protect the Confidential Information from unauthorized use 
or disclosure. 
 
Promptly upon termination or cancellation of the Contract for any reason, each party must certify 
to the other party that it has destroyed all Confidential Information owned by such other party. 

2.103 EXCLUSIONS 
Notwithstanding the foregoing, the provisions in this Section shall not apply to any particular 
information which the State or Contractor can demonstrate (i) was, at the time of disclosure to it, 
in the public domain; (ii) after disclosure to it, is published or otherwise becomes part of the public 
domain through no fault of the receiving party; (iii) was in the possession of the receiving party at 
the time of disclosure to it without an obligation of confidentiality; (iv) was received after 
disclosure to it from a third party who had a lawful right to disclose the information to it without 
any obligation to restrict its further disclosure; or (v) was independently developed by the 
receiving party without reference to Confidential Information of the furnishing party.  Further, the 
provisions of this Section shall not apply to any particular Confidential Information to the extent 
the receiving party is required by law to disclose the Confidential Information, provided that the 
receiving party (i) promptly provides the furnishing party with notice of the legal request, and (ii) 
assists the furnishing party in resisting or limiting the scope of the disclosure as reasonably 
requested by the furnishing party. 

2.104 NO IMPLIED RIGHTS 
Nothing contained in this Section must be construed as obligating a party to disclose any 
particular Confidential Information to the other party, or as granting to or conferring on a party, 
expressly or impliedly, any right or license to the Confidential Information of the other party. 

2.105 RESPECTIVE OBLIGATIONS 
The parties’ respective obligations under this Section must survive the termination or expiration of 
this Contract for any reason. 
 
 

2.110 Records and Inspections   

 

2.111 INSPECTION OF WORK PERFORMED 
The State’s authorized representatives shall at all reasonable times and with 10 days prior written 
request, have the right to enter Contractor’s premises, or any other places, where the Services 
are being performed, and shall have access, upon reasonable request, to interim drafts of 
Deliverables or work-in-progress.  Upon 10 Days prior written notice and at all reasonable times, 
the State’s representatives shall be allowed to inspect, monitor, or otherwise evaluate the work 
being performed and to the extent that the access will not reasonably interfere or jeopardize the 
safety or operation of the systems or facilities.  Contractor shall provide all reasonable facilities 
and assistance for the State’s representatives.   

2.112 EXAMINATION OF RECORDS 
For seven years after the Contractor provides any work under this Contract (the "Audit Period"), 
the State may examine and copy any of Contractor’s books, records, documents and papers 
pertinent to establishing Contractor’s compliance with the Contract and with applicable laws and 
rules.  The State shall notify the Contractor 20 days before examining the Contractor's books and 
records.  The State does not have the right to review any information deemed confidential by the 
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Contractor to the extent access would require the confidential information to become publicly 
available.  This provision also applies to the books, records, accounts, documents and papers, in 
print or electronic form, of any parent, affiliated or subsidiary organization of Contractor, or any 
Subcontractor of Contractor performing services in connection with the Contract. 

2.113 RETENTION OF RECORDS 
Contractor shall maintain at least until the end of the Audit Period all pertinent financial and 
accounting records (including time sheets and payroll records, and information pertaining to the 
Contract and to the Services, equipment, and commodities provided under the Contract) 
pertaining to the Contract according to generally accepted accounting principles and other 
procedures specified in this Section.  Financial and accounting records shall be made available, 
upon request, to the State at any time during the Audit Period.  If an audit, litigation, or other 
action involving Contractor’s records is initiated before the end of the Audit Period, the records 
shall be retained until all issues arising out of the audit, litigation, or other action are resolved or 
until the end of the Audit Period, whichever is later. 

2.114 AUDIT RESOLUTION 
If necessary, the Contractor and the State shall meet to review each audit report promptly after 
issuance.  The Contractor shall respond to each audit report in writing within 30 days from receipt 
of the report, unless a shorter response time is specified in the report.  The Contractor and the 
State shall develop, agree upon and monitor an action plan to promptly address and resolve any 
deficiencies, concerns, and/or recommendations in the audit report. 
 

2.115 ERRORS 
If the audit demonstrates any errors in the documents provided to the State, then the amount in 
error shall be reflected as a credit or debit on the next invoice and in subsequent invoices until the 
amount is paid or refunded in full.  However, a credit or debit may not be carried for more than 
four invoices.  If a balance remains after four invoices, then the remaining amount shall be due as 
a payment within 45 days of the last quarterly invoice that the balance appeared on or termination 
of the contract, whichever is earlier. 
 

2.120 Warranties 

 

2.121 WARRANTIES AND REPRESENTATIONS 
The Contractor represents and warrants: 
(a) It is capable in all respects of fulfilling and must fulfill all of its obligations under this Contract.  

The performance of all obligations under this Contract must be provided in a timely, 
professional, and workman-like manner and must meet the performance and operational 
standards required under this Contract. 

(b) The Contract Appendices, Attachments and Exhibits identify the software and services 
necessary for the Deliverable(s) to perform and Services to operate in compliance with the 
Contract’s requirements and other standards of performance. 

(c) It is the lawful owner or licensee of any Deliverable licensed or sold to the State by 
Contractor or developed by Contractor under this Contract, and Contractor has all of the 
rights necessary to convey to the State the ownership rights or licensed use, as applicable, 
of any and all Deliverables.  None of the Deliverables provided by Contractor to the State 
under neither this Contract, nor their use by the State shall infringe the patent, copyright, 
trade secret, or other proprietary rights of any third party. 

(d) If, under this Contract, Contractor procures any equipment, software or other Deliverable for 
the State (including equipment, software and other Deliverables manufactured, re-marketed 
or otherwise sold by Contractor under Contractor’s name), then in addition to Contractor’s 
other responsibilities with respect to the items in this Contract, Contractor must assign or 
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otherwise transfer to the State or its designees, or afford the State the benefits of, any 
manufacturer's warranty for the Deliverable. 

(e) The contract signatory has the power and authority, including any necessary corporate 
authorizations, necessary to enter into this Contract, on behalf of Contractor. 

(f) It is qualified and registered to transact business in all locations where required. 
(g) Neither the Contractor nor any Affiliates, nor any employee of either, has, must have, or 

must acquire, any contractual, financial, business, or other interest, direct or indirect, that 
would conflict in any manner or degree with Contractor’s performance of its duties and 
responsibilities to the State under this Contract or otherwise create an appearance of 
impropriety with respect to the award or performance of this Agreement.  Contractor must 
notify the State about the nature of the conflict or appearance of impropriety within two days 
of learning about it. 

(h) Neither Contractor nor any Affiliates, nor any employee of either has accepted or must 
accept anything of value based on an understanding that the actions of the Contractor or 
Affiliates or employee on behalf of the State would be influenced.  Contractor must not 
attempt to influence any State employee by the direct or indirect offer of anything of value. 

(i) Neither Contractor nor any Affiliates, nor any employee of either has paid or agreed to pay 
any person, other than bona fide employees and consultants working solely for Contractor 
or the Affiliate, any fee, commission, percentage, brokerage fee, gift, or any other 
consideration, contingent upon or resulting from the award or making of this Contract. 

(j) The prices proposed by Contractor were arrived at independently, without consultation, 
communication, or agreement with any other Bidder for the purpose of restricting 
competition; the prices quoted were not knowingly disclosed by Contractor to any other 
Bidder; and no attempt was made by Contractor to induce any other person to submit or not 
submit a proposal for the purpose of restricting competition.   
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(k) All financial statements, reports, and other information furnished by Contractor to the State 
as part of its response to the RFP or otherwise in connection with the award of this Contract 
fairly and accurately represent the business, properties, financial condition, and results of 
operations of Contractor as of the respective dates, or for the respective periods, covered 
by the financial statements, reports, other information.  Since the respective dates or 
periods covered by the financial statements, reports, or other information, there have been 
no material adverse changes in the business, properties, financial condition, or results of 
operations of Contractor. 

(l) All written information furnished to the State by or for the Contractor in connection with this 
Contract, including its bid, is true, accurate, and complete, and contains no untrue 
statement of material fact or omits any material fact necessary to make the information not 
misleading. 

(m) It is not in material default or breach of any other contract or agreement that it may have with 
the State or any of its departments, commissions, boards, or agencies.  Contractor further 
represents and warrants that it has not been a party to any contract with the State or any of 
its departments that was terminated by the State or the department within the previous five 
years for the reason that Contractor failed to perform or otherwise breached an obligation of 
the contract. 

(n)  If any of the certifications, representations, or disclosures made in the Contractor’s original 
bid response change after contract award, the Contractor is required to report those 
changes immediately to the Department of Technology, Management and Budget, 
Purchasing Operations. 

2.122 WARRANTY OF MERCHANTABILITY 
For a period of one year from the Effective Date, Goods provided by Contractor under this 
agreement shall be merchantable. All goods provided under this Contract shall be of good quality, 
shall be fit for their ordinary purpose, and shall conform to the agreed upon specifications. 

2.123 WARRANTY OF FITNESS FOR A PARTICULAR PURPOSE 
For a period of one year from the Effective Date, when the Contractor has reason to know or 
knows any particular purpose for which the goods are required, and the State is relying on the 
Contractor’s skill or judgment to select or furnish suitable goods, there is a warranty that the 
goods are fit for such purpose. 

2.124 WARRANTY OF TITLE 
Contractor shall, in providing goods to the State, convey good title in those goods, whose transfer 
is right and lawful.  All goods provided by Contractor shall be delivered free from any security 
interest, lien, or encumbrance of which the State, at the time of contracting, has no knowledge.  
Goods provided by Contractor, under this Contract, shall be delivered free of any rightful claim of 
any third person by of infringement or the like.  

2.125 EQUIPMENT WARRANTY - RESERVED 

2.126 EQUIPMENT TO BE NEW - RESERVED 

2.127 OTHER WARRANTIES DISCLAIMED 
Except as expressly set forth herein, Accela disclaims any and all express and implied warranties 

2.128 CONSEQUENCES FOR BREACH 
In addition to any remedies available in law, if the Contractor breaches any of the warranties 
contained in this section, the breach may be considered as a default in the performance of a 
material obligation of this Contract. 
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2.130 Insurance  

 

2.131 LIABILITY INSURANCE  
The Contractor must provide proof of the minimum levels of insurance coverage as indicated 
below.  The insurance must protect the State from claims that may arise out of or result from the 
Contractor’s performance of services under the terms of this Contract, whether the services are 
performed by the Contractor, or by any Subcontractor, or by anyone directly or indirectly 
employed by any of them, or by anyone for whose acts they may be liable. 
 
The Contractor waives all rights against the State of Michigan, its departments, divisions, 
agencies, offices, commissions, officers, employees and agents for recovery of damages to the 
extent these damages are covered by the insurance policies the Contractor is required to 
maintain under this Contract.  
 
All insurance coverage provided relative to this Contract/Purchase Order is PRIMARY and NON-
CONTRIBUTING to any comparable liability insurance (including self-insurances) carried by the 
State.   
 
The insurance must be written for not less than any minimum coverage specified in this Contract 
or required by law, whichever is greater.   
 
The insurers selected by Contractor must have an A.M. Best rating of A or better, or as otherwise 
approved in writing by the State, or if the ratings are no longer available, with a comparable rating 
from a recognized insurance rating agency.  All policies of insurance required in this Contract 
must be issued by companies that have been approved to do business in the State.   
See www.michigan.gov/dleg. 
 
Where specific limits are shown, they are the minimum acceptable limits. If Contractor’s policy 
contains higher limits, the State must be entitled to coverage to the extent of the higher limits. 
 
The Contractor is required to pay for and provide the type and amount of insurance checked  
below: 
 
 1. Commercial General Liability with the following minimum coverage: 
 

$2,000,000 General Aggregate Limit other than Products/Completed Operations 
$2,000,000 Products/Completed Operations Aggregate Limit 
$1,000,000 Personal & Advertising Injury Limit 
$1,000,000 Each Occurrence Limit 

 
The Contractor must list the State of Michigan, its departments, divisions, agencies, offices, 
commissions, officers, employees and agents as ADDITIONAL INSUREDS on the Commercial 
General Liability certificate.  The Contractor also agrees to provide evidence that its Commercial 
General Liability insurance policies contain a waiver of subrogation by the insurance company. 
 
 2.  
 
If a motor vehicle is used to provide services or products under this Contract, the 
Contractor must have vehicle liability insurance on hired and non-owned vehicles used in 
Contractor‘s business for bodily injury and property damage as required by law. 
Contractor does not own fleet vehicles and therefore is not required to provide "any auto" 
coverages. If during the term of this agreement Contractor acquires one or more fleet 
vehicles, Contractor will provide certificates to the State confirming that it has also 

http://www.mi.gov/cis/0,1607,7-154-10555_22535---,00.html
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acquired vehicle liability insurance on any auto including owned, hired and non-owned 
vehicles used in Contractor‘s business for bodily injury and property damage as required 
by law. 
 
 3. Workers’ compensation coverage must be provided according to applicable laws 
governing the employees and employers work activities in the state of the Contractor’s domicile.  
If a self-insurer provides the applicable coverage, proof must be provided of approved self-
insured authority by the jurisdiction of domicile.  For employees working outside of the state of 
qualification, Contractor must provide appropriate certificates of insurance proving mandated 
coverage levels for the jurisdictions where the employees’ activities occur. 
 
Any certificates of insurance received must also provide a list of states where the coverage is 
applicable. 
 
The Contractor also agrees to provide evidence that insurance policies contain a waiver of 
subrogation by the insurance company.  This provision must not be applicable where prohibited 
or limited by the laws of the jurisdiction in which the work is to be performed. 
 
 4. Employers liability insurance with the following minimum limits: 
 

$100,000 each accident 
$100,000 each employee by disease 
$500,000 aggregate disease 

 
 5. Employee Fidelity, including Computer Crimes, insurance naming the State as a 
loss payee, providing coverage for direct loss to the State and any legal liability of the State 
arising out of or related to fraudulent or dishonest acts committed by the employees of Contractor 
or its Subcontractors, acting alone or in collusion with others, in a minimum amount of one million 
dollars ($1,000,000.00) with a maximum deductible of fifty thousand dollars ($50,000.00). 
  
 6. Umbrella or Excess Liability Insurance in a minimum amount of ten million dollars 
($10,000,000.00), which must apply, at a minimum, to the insurance required in Subsection 1 
(Commercial General Liability) above. 
 
 7. Professional Liability (Errors and Omissions) Insurance with the following 
minimum coverage:  three million dollars ($3,000,000.00) each occurrence and three million 
dollars ($3,000,000.00) annual aggregate. 
 
 8. Fire and Personal Property Insurance covering against any loss or damage to the 
office space used by Contractor for any reason under this Contract, and the equipment, software 
and other contents of the office space, including without limitation, those contents used by 
Contractor to provide the Services to the State, up to its replacement value, where the office 
space and its contents are under the care, custody and control of Contractor.  The policy must 
cover all risks of direct physical loss or damage, including without limitation, flood and earthquake 
coverage and coverage for computer hardware and software.  The State must be endorsed on 
the policy as a loss payee as its interests appear. 

2.132 SUBCONTRACTOR INSURANCE COVERAGE 
Except where the State has approved in writing a Contractor subcontract with other insurance 
provisions, Contractor must require all of its Subcontractors under this Contract to purchase and 
maintain the insurance coverage as described in this Section for the Contractor in connection with 
the performance of work by those Subcontractors.  Alternatively, Contractor may include any 
Subcontractors under Contractor’s insurance on the coverage required in this Section.  
Subcontractor(s) must fully comply with the insurance coverage required in this Section.  Failure 
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of Subcontractor(s) to comply with insurance requirements does not limit Contractor’s liability or 
responsibility. 

2.133 CERTIFICATES OF INSURANCE AND OTHER REQUIREMENTS 
Contractor must furnish to DTMB Purchasing Operations, certificate(s) of insurance verifying 
insurance coverage or providing satisfactory evidence of self-insurance as required in this 
Section (the “Certificates”).  The Certificate must be on the standard “accord” form or equivalent.  
The Contract Number or the Purchase Order Number must be shown on the Certificate Of 
Insurance To Assure Correct Filing.  All Certificate(s) are to be prepared and submitted by the 
Insurance Provider.  All Certificate(s) must contain a provision indicating that policy provisions 
afford named insured a 30-day notice of cancellation.  Policies SHALL NOT BE CANCELLED, 
MATERIALLY CHANGED, OR NOT RENEWED without 30 days prior written notice, except for 
10 days for non-payment of premium, having been given to the Director of Purchasing 
Operations, Department of Technology, Management and Budget, by Contractor.  The notice 
must include the Contract or Purchase Order number affected.  Before the Contract is signed, 
and not less than 20 days before the insurance expiration date every year thereafter, the 
Contractor must provide evidence that the State and its agents, officers and employees are listed 
as additional insured under each commercial general liability policy.  In the event the State 
approves the representation of the State by the insurer’s attorney, the attorney may be required 
to be designated as a Special Assistant Attorney General by the Attorney General of the State of 
Michigan. 
 
The Contractor must maintain all required insurance coverage throughout the term of the 
Contract and any extensions and, in the case of claims-made Commercial General Liability 
policies, must secure tail coverage for at least three years following the expiration or termination 
for any reason of this Contract.  The minimum limits of coverage specified above are not 
intended, and must not be construed; to limit any liability or indemnity of Contractor under this 
Contract to any indemnified party or other persons.  Contractor is responsible for all deductibles 
with regard to the insurance.  If the Contractor fails to pay any premium for required insurance as 
specified in this Contract, or if any insurer cancels or significantly reduces any required insurance 
as specified in this Contract without the State’s written consent, then the State may, after the 
State has given the Contractor at least 30 days written notice, pay the premium or procure similar 
insurance coverage from another company or companies.  The State may deduct any part of the 
cost from any payment due the Contractor, or the Contractor must pay that cost upon demand by 
the State. 
 
 

2.140 Indemnification 

 

2.141 GENERAL INDEMNIFICATION 
To the extent permitted by law, the Contractor must indemnify, defend and hold harmless the 
State from liability, including all claims and losses, and all related costs and expenses (including 
reasonable attorneys’ fees and costs of investigation, litigation, settlement, judgments, interest 
and penalties), accruing or resulting to any person, firm or corporation that may be injured or 
damaged by the Contractor in the performance of this Contract and that are attributable to the 
negligence or tortious acts of the Contractor or any of its Subcontractors, or by anyone else for 
whose acts any of them may be liable. 

2.142 CODE INDEMNIFICATION 
To the extent permitted by law, the Contractor shall indemnify, defend and hold harmless the 
State from any claim, loss, or expense arising from Contractor’s breach of the No Surreptitious 
Code Warranty.  
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2.143 EMPLOYEE INDEMNIFICATION 
In any claims against the State of Michigan, its departments, divisions, agencies, sections, 
commissions, officers, employees and agents, by any employee of the Contractor or any of its 
Subcontractors, the indemnification obligation under the Contract must not be limited in any way 
by the amount or type of damages, compensation or benefits payable by or for the Contractor or 
any of its sub Contractors under worker’s disability compensation acts, disability benefit acts or 
other employee benefit acts.  This indemnification clause is intended to be comprehensive.  Any 
overlap in provisions, or the fact that greater specificity is provided as to some categories of risk, 
is not intended to limit the scope of indemnification under any other provisions. 

2.144 PATENT/COPYRIGHT INFRINGEMENT INDEMNIFICATION 
To the extent permitted by law, the Contractor must indemnify, defend and hold harmless the 
State from and against all losses, liabilities, damages (including taxes), and all related costs and 
expenses (including reasonable attorneys’ fees and costs of investigation, litigation, settlement, 
judgments, interest and penalties) incurred in connection with any action or proceeding 
threatened or brought against the State to the extent that the action or proceeding is based on a 
claim that any piece of equipment, software, commodity or service supplied by the Contractor or 
its subontractors, or the operation of the equipment, software, commodity or service, or the use or 
reproduction of any documentation provided with the equipment, software, commodity or service 
infringes any United States patent, copyright, trademark or trade secret of any person or entity, 
which is enforceable under the laws of the United States. 
 
In addition, should the equipment, software, commodity, or service, or its operation, become or in 
the State’s or Contractor’s opinion be likely to become the subject of a claim of infringement, the 
Contractor must at the Contractor’s sole expense (i) procure for the State the right to continue 
using the equipment, software, commodity or service or, if the option is not reasonably available 
to the Contractor, (ii) replace or modify to the State’s satisfaction the same with equipment, 
software, commodity or service of equivalent function and performance so that it becomes non-
infringing, or, if the option is not reasonably available to Contractor, (iii) accept its return by the 
State with appropriate credits to the State against the Contractor’s charges and reimburse the 
State for any losses or costs incurred as a consequence of the State ceasing its use and 
returning it. 
 
Notwithstanding the foregoing, the Contractor has no obligation to indemnify or defend the State 
for, or to pay any costs, damages or attorneys’ fees related to, any claim based upon (i) 
equipment developed based on written specifications of the State; (ii) use of the equipment in a 
configuration other than implemented or approved in writing by the Contractor, including, but not 
limited to, any modification of the equipment by the State; or (iii) the combination, operation, or 
use of the equipment with equipment or software not supplied by the Contractor under this 
Contract. 

2.145 CONTINUATION OF INDEMNIFICATION OBLIGATIONS  
The Contractor’s duty to indemnify under this Section continues in full force and effect, 
notwithstanding the expiration or early cancellation of the Contract, with respect to any claims 
based on facts or conditions that occurred before expiration or cancellation. 

2.146 INDEMNIFICATION PROCEDURES 
The procedures set forth below must apply to all indemnity obligations under this Contract. 
(a) After the State receives notice of the action or proceeding involving a claim for which it shall 

seek indemnification, the State must promptly notify Contractor of the claim in writing and 
take or assist Contractor in taking, as the case may be, any reasonable action to avoid the 
imposition of a default judgment against Contractor.  No failure to notify the Contractor 
relieves the Contractor of its indemnification obligations except to the extent that the 
Contractor can prove damages attributable to the failure.  Within 10 days following receipt 
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of written notice from the State relating to any claim, the Contractor must notify the State in 
writing whether Contractor agrees to assume control of the defense and settlement of that 
claim (a “Notice of Election”).  After notifying Contractor of a claim and before the State 
receiving Contractor’s Notice of Election, the State is entitled to defend against the claim, at 
the Contractor’s expense, and the Contractor shall be responsible for any reasonable costs 
incurred by the State in defending against the claim during that period. 

(b) If Contractor delivers a Notice of Election relating to any claim:  (i) the State is entitled to 
participate in the defense of the claim and to employ counsel at its own expense to assist in 
the handling of the claim and to monitor and advise the State about the status and progress 
of the defense; (ii) the Contractor must, at the request of the State, demonstrate to the 
reasonable satisfaction of the State, the Contractor’s financial ability to carry out its defense 
and indemnity obligations under this Contract; (iii) the Contractor must periodically advise 
the State about the status and progress of the defense and must obtain the prior written 
approval of the State before entering into any settlement of the claim or ceasing to defend 
against the claim and (iv) to the extent that any principles of Michigan governmental or 
public law may be involved or challenged, the State has the right, at its own expense, to 
control the defense of that portion of the claim involving the principles of Michigan 
governmental or public law.  But the State may retain control of the defense and settlement 
of a claim by notifying the Contractor in writing within 10 days after the State’s receipt of 
Contractor’s information requested by the State under clause (ii) of this paragraph if the 
State determines that the Contractor has failed to demonstrate to the reasonable 
satisfaction of the State the Contractor’s financial ability to carry out its defense and 
indemnity obligations under this Section.  Any litigation activity on behalf of the State, or any 
of its subdivisions under this Section, must be coordinated with the Department of Attorney 
General.  In the event the insurer’s attorney represents the State under this Section, the 
insurer’s attorney may be required to be designated as a Special Assistant Attorney 
General by the Attorney General of the State of Michigan.   

(c) If Contractor does not deliver a Notice of Election relating to any claim of which it is notified 
by the State as provided above, the State may defend the claim in the manner as it may 
deem appropriate, at the cost and expense of Contractor.  If it is determined that the claim 
was one against which Contractor was required to indemnify the State, upon request of the 
State, Contractor must promptly reimburse the State for all the reasonable costs and 
expenses.   

 
 

2.150 Termination/Cancellation  
 

2.151 NOTICE AND RIGHT TO CURE 
If the Contractor breaches the contract, and the State in its sole discretion determines that the 
breach is curable, then the State shall provide the Contractor with written notice of the breach and 
a time period (not less than 30 days) to cure the Breach.  The notice of breach and opportunity to 
cure is inapplicable for successive or repeated breaches or if the State determines in its sole 
discretion that the breach poses a serious and imminent threat to the health or safety of any 
person or the imminent loss, damage, or destruction of any real or tangible personal property.   

2.152 TERMINATION FOR CAUSE 
(a) The State may terminate this contract, for cause, by notifying the Contractor in writing, if the 

Contractor (i) breaches any of its material duties or obligations under this Contract 
(including a Chronic Failure to meet any particular SLA), or (ii) fails to cure a breach within 
the time period specified in the written notice of breach provided by the State 

(b) If this Contract is terminated for cause, the Contractor must pay all costs incurred by the 
State in terminating this Contract, including but not limited to, State administrative costs, 
reasonable attorneys’ fees and court costs, and any reasonable additional costs the State 
may incur to procure the Services/Deliverables required by this Contract from other 
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sources.  Re-procurement costs are not consequential, indirect or incidental damages, and 
cannot be excluded by any other terms otherwise included in this Contract, provided the 
costs are not in excess of 50% more than the prices for the Service/Deliverables provided 
under this Contract. 

(c) If the State chooses to partially terminate this Contract for cause, charges payable under this 
Contract shall be equitably adjusted to reflect those Services/Deliverables that are 
terminated and the State must pay for all Services/Deliverables for which Final Acceptance 
has been granted provided up to the termination date.  Services and related provisions of 
this Contract that are terminated for cause must cease on the effective date of the 
termination. 

(d) If the State terminates this Contract for cause under this Section, and it is determined, for 
any reason, that Contractor was not in breach of contract under the provisions of this 
section, that termination for cause must be deemed to have been a termination for 
convenience, effective as of the same date, and the rights and obligations of the parties 
must be limited to that otherwise provided in this Contract for a termination for convenience. 

2.153 TERMINATION FOR CONVENIENCE 
The State may terminate this Contract for its convenience, in whole or part, if the State 
determines that a termination is in the State’s best interest.  Reasons for the termination must be 
left to the sole discretion of the State and may include, but not necessarily be limited to (a) the 
State no longer needs the Services or products specified in the Contract, (b) relocation of office, 
program changes, changes in laws, rules, or regulations make implementation of the Services no 
longer practical or feasible, (c) unacceptable prices for Additional Services or New Work 
requested by the State, or (d) falsification or misrepresentation, by inclusion or non-inclusion, of 
information material to a response to any RFP issued by the State.  The State may terminate this 
Contract for its convenience, in whole or in part, by giving Contractor written notice at least 30 
days before the date of termination.  If the State chooses to terminate this Contract in part, the 
charges payable under this Contract must be equitably adjusted to reflect those 
Services/Deliverables that are terminated.  Services and related provisions of this Contract that 
are terminated for convenience must cease on the effective date of the termination. 

2.154 TERMINATION FOR NON-APPROPRIATION 
(a) Contractor acknowledges that, if this Contract extends for several fiscal years, continuation 

of this Contract is subject to appropriation or availability of funds for this Contract.  If funds 
to enable the State to effect continued payment under this Contract are not appropriated or 
otherwise made available, the State must terminate this Contract and all affected 
Statements of Work, in whole or in part, at the end of the last period for which funds have 
been appropriated or otherwise made available by giving written notice of termination to 
Contractor.  The State must give Contractor at least 30 days advance written notice of 
termination for non-appropriation or unavailability (or the time as is available if the State 
receives notice of the final decision less than 30 days before the funding cutoff). 

(b) If funding for the Contract is reduced by law, or funds to pay Contractor for the agreed-to 
level of the Services or production of Deliverables to be provided by Contractor are not 
appropriated or otherwise unavailable, the State may, upon 30 days written notice to 
Contractor, reduce the level of the Services or change the production of Deliverables in the 
manner and for the periods of time as the State may elect.  The charges payable under this 
Contract shall be equitably adjusted to reflect any equipment, services or commodities not 
provided by reason of the reduction. 

(c) If the State terminates this Contract, eliminates certain Deliverables, or reduces the level of 
Services to be provided by Contractor under this Section, the State must pay Contractor for 
all Work-in-Process performed through the effective date of the termination or reduction in 
level, as the case may be and as determined by the State, to the extent funds are available.  
This Section shall not preclude Contractor from reducing or stopping Services/Deliverables 
or raising against the State in a court of competent jurisdiction, any claim for a shortfall in 



 ................................................................................................................................................ CONTRACT #071B3200042  

 

213 
 

payment for Services performed or Deliverables finally accepted before the effective date of 
termination. 

2.155 TERMINATION FOR CRIMINAL CONVICTION 
The State may terminate this Contract immediately and without further liability or penalty in the 
event Contractor, an officer of Contractor, or an owner of a 25% or greater share of Contractor is 
convicted of a criminal offense related to a State, public or private Contract or subcontract. 

2.156 TERMINATION FOR APPROVALS RESCINDED  
The State may terminate this Contract if any final administrative or judicial decision or 
adjudication disapproves a previously approved request for purchase of personal services under 
Constitution 1963, Article 11, § 5, and Civil Service Rule 7-1.  In that case, the State shall pay the 
Contractor for only the work completed to that point under the Contract.  Termination may be in 
whole or in part and may be immediate as of the date of the written notice to Contractor or may 
be effective as of the date stated in the written notice. 

2.157 RIGHTS AND OBLIGATIONS UPON TERMINATION 
(a) If the State terminates this Contract for any reason, the Contractor must (a) stop all work as 

specified in the notice of termination, (b) take any action that may be necessary, or that the 
State may direct, for preservation and protection of Deliverables or other property derived or 
resulting from this Contract that may be in the proposed new Web’s possession, (c) return 
all materials and property provided directly or indirectly to Contractor by any entity, agent or 
employee of the State, (d) transfer title in, and deliver to, the State, unless otherwise 
directed, all Deliverables intended to be transferred to the State at the termination of the 
Contract and which are resulting from the Contract (which must be provided to the State on 
an “As-Is” basis except to the extent the amounts paid by the State in respect of the items 
included compensation to Contractor for the provision of warranty services in respect of the 
materials), and (e) take any action to mitigate and limit any potential damages, or requests 
for Contractor adjustment or termination settlement costs, to the maximum practical extent, 
including terminating or limiting as otherwise applicable those subcontracts and outstanding 
orders for material and supplies resulting from the terminated Contract. 

(b) If the State terminates this Contract before its expiration for its own convenience, the State 
must pay Contractor for all charges due for Services provided before the date of termination 
and, if applicable, as a separate item of payment under this Contract, for Work In Process, 
on a percentage of completion basis at the level of completion determined by the State.  All 
completed or partially completed Deliverables prepared by Contractor under this Contract, 
at the option of the State, becomes the State’s property, and Contractor is entitled to 
receive equitable fair compensation for the Deliverables.  Regardless of the basis for the 
termination, the State is not obligated to pay, or otherwise compensate, Contractor for any 
lost expected future profits, costs or expenses incurred with respect to Services not actually 
performed for the State. 

(c) Upon a good faith termination, the State may assume, at its option, any subcontracts and 
agreements for services and deliverables provided under this Contract, and may further 
pursue completion of the Services/Deliverables under this Contract by replacement contract 
or otherwise as the State may in its sole judgment deem expedient. 

2.158 RESERVATION OF RIGHTS 
Any termination of this Contract or any Statement of Work issued under it by a party must be with 
full reservation of, and without prejudice to, any rights or remedies otherwise available to the 
party with respect to any claims arising before or as a result of the termination. 
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2.160 Termination by Contractor 

 

2.161 TERMINATION BY CONTRACTOR 
If the State breaches the Contract, and the Contractor in its sole discretion determines that the 
breach is curable, then the Contractor shall provide the State with written notice of the breach and 
a time period (not less than 30 days) to cure the breach.  The Notice of Breach and opportunity to 
cure is inapplicable for successive and repeated breaches. 
 
The Contractor may terminate this Contract if the State (i) materially breaches its obligation to pay 
the Contractor undisputed amounts due and owing under this Contract, (ii) breaches its other 
obligations under this Contract to an extent that makes it impossible or commercially impractical 
for the Contractor to perform the Services, or (iii) does not cure the breach within the time period 
specified in a written notice of breach.  But the Contractor must discharge its obligations under 
Section 2.160 before it terminates the Contract.  
 

2.170 Transition Responsibilities 

 

2.171 CONTRACTOR TRANSITION RESPONSIBILITIES 
If the State terminates this contract, for convenience or cause, or if the Contract is otherwise 
dissolved, voided, rescinded, nullified, expires or rendered unenforceable, the Contractor shall 
comply with direction provided by the State to assist in the orderly transition of equipment, 
services, software, leases, etc. to the State or a third party designated by the State.  If this 
Contract expires or terminates, the Contractor agrees to make all reasonable efforts to effect an 
orderly transition of services within a reasonable period of time that in no event will exceed (180) 
days.  These efforts must include, but are not limited to, those listed in Section 2.150. 

2.172 CONTRACTOR PERSONNEL TRANSITION 
The Contractor shall work with the State, or a specified third party, to develop a transition plan 
setting forth the specific tasks and schedule to be accomplished by the parties, to effect an 
orderly transition.  The Contractor must allow as many personnel as practicable to remain on the 
job to help the State, or a specified third party, maintain the continuity and consistency of the 
services required by this Contract.  In addition, during or following the transition period, in the 
event the State requires the Services of the Contractor’s Subcontractors or Contractors, as 
necessary to meet its needs, Contractor agrees to reasonably, and with good-faith, work with the 
State to use the Services of Contractor’s Subcontractors or Contractors.  Contractor shall notify 
all of Contractor’s Subcontractors of procedures to be followed during transition. 

2.173 CONTRACTOR INFORMATION TRANSITION 
The Contractor shall provide reasonable detailed specifications for all Services/Deliverables 
needed by the State, or specified third party, to properly provide the Services/Deliverables 
required under this Contract.  The Contractor shall provide the State with asset management data 
generated from the inception of this Contract through the date on which this Contractor is 
terminated in a comma-delineated format unless otherwise requested by the State.  The 
Contractor shall deliver to the State any remaining owed reports and documentation still in 
Contractor’s possession subject to appropriate payment by the State. 

2.174 CONTRACTOR SOFTWARE TRANSITION 
The Contractor shall reasonably assist the State in the acquisition of any Contractor software 
required to perform the Services/use the Deliverables under this Contract.  This must include any 
documentation being used by the Contractor to perform the Services under this Contract.  If the 
State transfers any software licenses to the Contractor, those licenses must, upon expiration of 
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the Contract, transfer back to the State at their current revision level.  Upon notification by the 
State, Contractor may be required to freeze all non-critical changes to Deliverables/Services. 

2.175 TRANSITION PAYMENTS 
If the transition results from a termination for any reason, the termination provisions of this 
Contract must govern reimbursement.  If the transition results from expiration, the Contractor 
shall be reimbursed for all reasonable transition costs (i.e. costs incurred within the agreed period 
after contract expiration that result from transition operations) at the rates agreed upon by the 
State.  The Contractor shall prepare an accurate accounting from which the State and Contractor 
may reconcile all outstanding accounts. 

2.176 STATE TRANSITION RESPONSIBILITIES 
In the event that this Contract is terminated, dissolved, voided, rescinded, nullified, or otherwise 
rendered unenforceable, the State agrees to reconcile all accounts between the State and the 
Contractor, complete any pending post-project reviews and perform any others obligations upon 
which the State and the Contractor agree. 
(a) Reconciling all accounts between the State and the Contractor; 
(b) Completing any pending post-project reviews. 
  
 

2.180 Stop Work 

 

2.181 STOP WORK ORDERS 
The State may, at any time, by written Stop Work Order to Contractor, require that Contractor 
stop all, or any part, of the work called for by the Contract for a period of up to 90 calendar days 
after the Stop Work Order is delivered to Contractor, and for any further period to which the 
parties may agree.  The Stop Work Order must be identified as a Stop Work Order and must 
indicate that it is issued under this Section.  Upon receipt of the stop work order, Contractor must 
immediately comply with its terms and take all reasonable steps to minimize incurring costs 
allocable to the work covered by the Stop Work Order during the period of work stoppage.  Within 
the period of the stop work order, the State must either:  (a) cancel the stop work order; or (b) 
terminate the work covered by the Stop Work Order as provided in Section 2.182. 
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2.182 CANCELLATION OR EXPIRATION OF STOP WORK ORDER 
The Contractor shall resume work if the State cancels a Stop Work Order or if it expires.  The 
parties shall agree upon an equitable adjustment in the delivery schedule, the Contract price, or 
both, and the Contract shall be modified, in writing, accordingly, if:  (a) the Stop Work Order 
results in an increase in the time required for, or in Contractor’s costs properly allocable to, the 
performance of any part of the Contract; and (b) Contractor asserts its right to an equitable 
adjustment within 30 calendar days after the end of the period of work stoppage; provided that, if 
the State decides the facts justify the action, the State may receive and act upon a Contractor 
proposal submitted at any time before final payment under the Contract.  Any adjustment will 
conform to the requirements of Section 2.024. 

2.183 ALLOWANCE OF CONTRACTOR COSTS 
If the Stop Work Order is not canceled and the work covered by the Stop Work Order is 
terminated for reasons other than material breach, the termination shall be deemed to be a 
termination for convenience under Section 2.153, and the State shall pay reasonable costs 
resulting from the Stop Work Order in arriving at the termination settlement.  For the avoidance of 
doubt, the State shall not be liable to Contractor for loss of profits because of a Stop Work Order 
issued under this Section. 
 
 

2.190 Dispute Resolution 

 

2.191 IN GENERAL 
Any claim, counterclaim, or dispute between the State and Contractor arising out of or relating to 
the Contract or any Statement of Work must be resolved as follows.  For all Contractor claims 
seeking an increase in the amounts payable to Contractor under the Contract, or the time for 
Contractor’s performance, Contractor must submit a letter, together with all data supporting the 
claims, executed by Contractor’s Contract Administrator or the Contract Administrator's designee 
certifying that (a) the claim is made in good faith, (b) the amount claimed accurately reflects the 
adjustments in the amounts payable to Contractor or the time for Contractor’s performance for 
which Contractor believes the State is liable and covers all costs of every type to which 
Contractor is entitled from the occurrence of the claimed event, and (c) the claim and the 
supporting data are current and complete to Contractor’s best knowledge and belief. 

2.192 INFORMAL DISPUTE RESOLUTION 
(a) All disputes between the parties shall be resolved under the Contract Management 
procedures in this Contract.  If the parties are unable to resolve any dispute after compliance with 
the processes, the parties must meet with the Director of Purchasing Operations, DTMB, or 
designee, to resolve the dispute without the need for formal legal proceedings, as follows: 
(1) The representatives of Contractor and the State must meet as often as the parties 
reasonably deem necessary to gather and furnish to each other all information with respect to the 
matter at issue which the parties believe to be appropriate and germane in connection with its 
resolution.  The representatives shall discuss the problem and negotiate in good faith in an effort 
to resolve the dispute without the necessity of any formal proceeding. 
(2) During the course of negotiations, all reasonable requests made by one party to another 
for non-privileged information reasonably related to the Contract shall be honored in order that 
each of the parties may be fully advised of the other’s position.  
(3) The specific format for the discussions shall be left to the discretion of the designated 
State and Contractor representatives, but may include the preparation of agreed upon statements 
of fact or written statements of position.  
(4) Following the completion of this process within 60 calendar days, the Director of 
Purchasing Operations, DTMB, or designee, shall issue a written opinion regarding the issue(s) in 
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dispute within 30 calendar days.  The opinion regarding the dispute must be considered the 
State’s final action and the exhaustion of administrative remedies. 
(b) This Section shall not be construed to prevent either party from instituting, and a party is 
authorized to institute, formal proceedings earlier to avoid the expiration of any applicable 
limitations period, to preserve a superior position with respect to other creditors, or under Section 
2.193. 
(c) The State shall not mediate disputes between the Contractor and any other entity, except 
state agencies, concerning responsibility for performance of work under the Contract. 

2.193 INJUNCTIVE RELIEF 
The only circumstance in which disputes between the State and Contractor shall not be subject to 
the provisions of Section 2.192 is where a party makes a good faith determination that a breach 
of the terms of the Contract by the other party is that the damages to the party resulting from the 
breach shall be so immediate, so large or severe and so incapable of adequate redress after the 
fact that a temporary restraining order or other immediate injunctive relief is the only adequate 
remedy. 

2.194 CONTINUED PERFORMANCE 
Each party agrees to continue performing its obligations under the Contract while a dispute is 
being resolved except to the extent the issue in dispute precludes performance (dispute over 
payment must not be deemed to preclude performance) and without limiting either party’s right to 
terminate the Contract as provided in Section 2.150, as the case may be. 
 
 

2.200 Federal and State Contract Requirements 

 

2.201 NONDISCRIMINATION 
In the performance of the Contract, Contractor agrees not to discriminate against any employee 
or applicant for employment, with respect to his or her hire, tenure, terms, conditions or privileges 
of employment, or any matter directly or indirectly related to employment, because of race, color, 
religion, national origin, ancestry, age, sex, height, weight, and marital status, physical or mental 
disability.  Contractor further agrees that every subcontract entered into for the performance of 
this Contract or any purchase order resulting from this Contract will contain a provision requiring 
non-discrimination in employment, as specified here, binding upon each Subcontractor.  This 
covenant is required under the Elliot Larsen Civil Rights Act, 1976 PA 453, MCL 37.2101, et seq., 
and the Persons with Disabilities Civil Rights Act, 1976 PA 220, MCL 37.1101, et seq., and any 
breach of this provision may be regarded as a material breach of the Contract. 

2.202 UNFAIR LABOR PRACTICES  
Under 1980 PA 278, MCL 423.321, et seq., the State shall not award a Contract or subcontract to 
an employer whose name appears in the current register of employers failing to correct an unfair 
labor practice compiled under section 2 of the Act.  This information is compiled by the United 
States National Labor Relations Board.  A Contractor of the State, in relation to the Contract, shall 
not enter into a contract with a Subcontractor, manufacturer, or supplier whose name appears in 
this register.  Under section 4 of 1980 PA 278, MCL 423.324, the State may void any Contract if, 
after award of the Contract, the name of Contractor as an employer or the name of the 
Subcontractor, manufacturer or supplier of Contractor appears in the register. 

2.203 WORKPLACE SAFETY AND DISCRIMINATORY HARASSMENT 
In performing Services for the State, the Contractor shall comply with the Department of Civil 
Services Rule 2-20 regarding Workplace Safety and Rule 1-8.3 regarding Discriminatory 
Harassment.  In addition, the Contractor shall comply with Civil Service regulations and any 
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applicable agency rules provided to the Contractor.  For Civil Service Rules, see 
http://www.mi.gov/mdcs/0,1607,7-147-6877---,00.html. 
 
  

http://www.mi.gov/mdcs/0,1607,7-147-6877---,00.html
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2.204 PREVAILING WAGE 
Wages rates and fringe benefits to be paid each class of individuals employed by the Contractor, 
its Subcontractors, their Subcontractors, and all persons involved with the performance of this 
Contract in privity of contract with the Contractor shall not be less than the wage rates and fringe 
benefits established by the Michigan Department of Licensing and Regulatory Affairs, Wage and 
Hour Division, schedule of occupational classification and wage rates and fringe benefits for the 
local where the work is to be performed.  The term Contractor shall include all general 
Contractors, prime Contractors, project managers, trade Contractors, and all of their Contractors 
or Subcontractors and persons in privity of contract with them. 
 
The Contractor, its Subcontractors, their Subcontractors and all persons involved with the 
performance of this contract in privity of contract with the Contractor shall keep posted on the 
work site, in a conspicuous place, a copy of all wage rates and fringe benefits as prescribed in the 
Contract.  Contractor shall also post, in a conspicuous place, the address and telephone number 
of the Michigan Department of Licensing and Regulatory Affairs, the agency responsible for 
enforcement of the wage rates and fringe benefits.  Contractor shall keep an accurate record 
showing the name and occupation of the actual wage and benefits paid to each individual 
employed in connection with this contract.  This record shall be available to the State upon 
request for reasonable inspection. 
 
If any trade is omitted from the list of wage rates and fringe benefits to be paid to each class of 
individuals by the Contractor, it is understood that the trades omitted shall also be paid not less 
than the wage rate and fringe benefits prevailing in the local where the work is to be performed. 
 
 

2.210 Governing Law 

 

2.211 GOVERNING LAW 
The Contract shall in all respects be governed by, and construed according to, the substantive 
laws of the State of Michigan without regard to any Michigan choice of law rules that would apply 
the substantive law of any other jurisdiction to the extent not inconsistent with, or pre-empted by 
federal law. 

2.212 COMPLIANCE WITH LAWS 
Contractor shall comply with all applicable state, federal and local laws and ordinances in 
providing the Services/Deliverables.   

2.213 JURISDICTION 
Any dispute arising from the Contract shall be resolved in the State of Michigan.  With respect to 
any claim between the parties, Contractor consents to venue in Ingham County, Michigan, and 
irrevocably waives any objections it may have to the jurisdiction on the grounds of lack of 
personal jurisdiction of the court or the laying of venue of the court or on the basis of forum non 
conveniens or otherwise.  Contractor agrees to appoint agents in the State of Michigan to receive 
service of process. 
 
 

2.220 Limitation of Liability  

 

2.221 LIMITATION OF LIABILITY 
Neither the Contractor nor the State shall be liable to each other, regardless of the form of action, 
for consequential, incidental, indirect, or special damages. This limitation of liability does not 
apply to claims for infringement of United States patent, copyright, trademark or trade secrets; to 



 ................................................................................................................................................ CONTRACT #071B3200042  

 

220 
 

claims for personal injury or damage to property caused by the gross negligence or willful 
misconduct of the Contractor; to claims covered by other specific provisions of this Contract 
calling for liquidated damages; or to court costs or attorney’s fees awarded by a court in addition 
to damages after litigation based on this Contract. 
 
The Contractor’s liability for damages to the State is limited to two times the value of the Contract 
or $500,000 whichever is higher.  The foregoing limitation of liability does not apply to claims for 
infringement of United States patent, copyright, trademarks or trade secrets; to claims for 
personal injury or damage to property caused by the gross negligence or willful misconduct of the 
Contractor; to claims covered by other specific provisions of this Contract calling for liquidated 
damages; or to court costs or attorney’s fees awarded by a court in addition to damages after 
litigation based on this Contract. 
 
The State’s liability for damages to the Contractor is limited to the value of the Contract. 
 
 

2.230 Disclosure Responsibilities  

 

2.231 DISCLOSURE OF LITIGATION 
Contractor shall disclose any material criminal litigation, investigations or proceedings involving 
the Contractor (and each Subcontractor) or any of its officers or directors or any litigation, 
investigations or proceedings under the Sarbanes-Oxley Act.  In addition, each Contractor (and 
each Subcontractor) shall notify the State of any material civil litigation, arbitration or proceeding 
which arises during the term of the Contract and extensions, to which Contractor (or, to the extent 
Contractor is aware, any Subcontractor) is a party, and which involves:  (i) disputes that might 
reasonably be expected to adversely affect the viability or financial stability of Contractor or any 
Subcontractor; or (ii) a claim or written allegation of fraud against Contractor or, to the extent 
Contractor is aware, any Subcontractor by a governmental or public entity arising out of their 
business dealings with governmental or public entities.  The Contractor shall disclose in writing to 
the Contract Administrator any litigation, investigation, arbitration or other proceeding 
(collectively, "Proceeding") within 30 days of its occurrence.  Details of settlements that are 
prevented from disclosure by the terms of the settlement may be annotated.  Information provided 
to the State from Contractor’s publicly filed documents referencing its material litigation shall be 
deemed to satisfy the requirements of this Section.  
 
If any Proceeding disclosed to the State under this Section, or of which the State otherwise 
becomes aware, during the term of this Contract would cause a reasonable party to be concerned 
about: 
(a) the ability of Contractor (or a Subcontractor) to continue to perform this Contract according 

to its terms and conditions, or 
(b) whether Contractor (or a Subcontractor) in performing Services for the State is engaged in 

conduct which is similar in nature to conduct alleged in the Proceeding, which conduct 
would constitute a breach of this Contract or a violation of Michigan law, regulations or 
public policy, then the Contractor must provide the State all reasonable assurances 
requested by the State to demonstrate that:   

(1) Contractor and its Subcontractors shall be able to continue to perform this Contract and 
any Statements of Work according to its terms and conditions, and  

(2) Contractor and its Subcontractors have not and will not engage in conduct in performing 
the Services which is similar in nature to the conduct alleged in the Proceeding. 

(c) Contractor shall make the following notifications in writing:  
(1) Within 30 days of Contractor becoming aware that a change in its ownership or officers 

has occurred, or is certain to occur, or a change that could result in changes in the 
valuation of its capitalized assets in the accounting records, Contractor must notify DTMB 
Purchasing Operations. 
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(2) Contractor shall also notify DTMB Purchasing Operations within 30 days whenever 
changes to asset valuations or any other cost changes have occurred or are certain to 
occur as a result of a change in ownership or officers.  

(3) Contractor shall also notify DTMB Purchase Operations within 30 days whenever 
changes to company affiliations occur. 
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2.232 CALL CENTER DISCLOSURE   
Contractor and/or all Subcontractors involved in the performance of this Contract providing call or 
contact center services to the State shall, upon caller request, disclose the location of its call or 
contact center services to inbound callers.  Failure to disclose this information is a material 
breach of this Contract. 

2.233 BANKRUPTCY 
The State may, without prejudice to any other right or remedy, terminate this Contract, in whole or 
in part, and, at its option, may take possession of the “Work in Process” and finish the Works in 
Process by whatever appropriate method the State may deem expedient if: 
(a) the Contractor files for protection under the bankruptcy laws;  
(b) an involuntary petition is filed against the Contractor and not removed within 30 days; 
(c  the Contractor becomes insolvent or if a receiver is appointed due to the Contractor's 

insolvency;  
(d) the Contractor makes a general assignment for the benefit of creditors; or 
(e) the Contractor or its affiliates are unable to provide reasonable assurances that the 

Contractor or its affiliates can deliver the services under this Contract.  
 
Contractor shall fix appropriate notices or labels on the Work in Process to indicate ownership by 
the State.  To the extent reasonably possible, materials and Work in Process shall be stored 
separately from other stock and marked conspicuously with labels indicating ownership by the 
State. 
 
 

2.240 Performance  

 

2.241 TIME OF PERFORMANCE 
(a) Contractor shall use commercially reasonable efforts to provide the resources necessary to 

complete all Services and Deliverables according to the time schedules contained in the 
Statements of Work and other Exhibits governing the work, and with professional quality. 

(b) Without limiting the generality of Section 2.241, Contractor shall notify the State in a timely 
manner upon becoming aware of any circumstances that may reasonably be expected to 
jeopardize the timely and successful completion of any Deliverables/Services on the 
scheduled due dates in the latest State-approved delivery schedule and must inform the 
State of the projected actual delivery date. 

(c) If the Contractor believes that a delay in performance by the State has caused or will cause 
the Contractor to be unable to perform its obligations according to specified Contract time 
periods, the Contractor must notify the State in a timely manner and must use commercially 
reasonable efforts to perform its obligations according to the Contract time periods 
notwithstanding the State’s failure.  Contractor shall not be in default for a delay in 
performance to the extent the delay is caused by the State. 

2.242 SERVICE LEVEL AGREEMENT - RESERVED 

2.243 LIQUIDATED DAMAGES - RESERVED 

2.244 EXCUSABLE FAILURE 
Neither party will be liable for any default, damage or delay in the performance of its obligations 
under the Contract to the extent the default, damage or delay is caused by government 
regulations or requirements (executive, legislative, judicial, military or otherwise), power failure, 
electrical surges or current fluctuations, lightning, earthquake, war, water or other forces of nature 
or acts of God, delays or failures of transportation, equipment shortages, suppliers’ failures, or 
acts or omissions of common carriers, fire; riots, civil disorders; strikes or other labor disputes, 
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embargoes; injunctions (provided the injunction was not issued as a result of any fault or 
negligence of the party seeking to have its default or delay excused); or any other cause beyond 
the reasonable control of a party; provided the non-performing party and its Subcontractors are 
without fault in causing the default or delay, and the default or delay could not have been 
prevented by reasonable precautions and cannot reasonably be circumvented by the non-
performing party through the use of alternate sources, workaround plans or other means, 
including disaster recovery plans.   
 
If a party does not perform its contractual obligations for any of the reasons listed above, the non-
performing party will be excused from any further performance of its affected obligation(s) for as 
long as the circumstances prevail.  But the party must use commercially reasonable efforts to 
recommence performance whenever and to whatever extent possible without delay.  A party must 
promptly notify the other party in writing immediately after the excusable failure occurs, and also 
when it abates or ends. 
 
If any of the above-enumerated circumstances substantially prevent, hinder, or delay the 
Contractor’s performance of the Services/provision of Deliverables for more than 10 Business 
Days, and the State determines that performance is not likely to be resumed within a period of 
time that is satisfactory to the State in its reasonable discretion, then at the State’s option:  (a) the 
State may procure the affected Services/Deliverables from an alternate source, and the State is 
not be liable for payment for the unperformed Services/ Deliverables not provided under the 
Contract for so long as the delay in performance continues; (b) the State may terminate any 
portion of the Contract so affected and the charges payable will be equitably adjusted to reflect 
those Services/Deliverables terminated; or (c) the State may terminate the affected Statement of 
Work without liability to Contractor as of a date specified by the State in a written notice of 
termination to the Contractor, except to the extent that the State must pay for 
Services/Deliverables provided through the date of termination. 
 
The Contractor shall not have the right to any additional payments from the State as a result of 
any Excusable Failure occurrence or to payments for Services not rendered/Deliverables not 
provided as a result of the Excusable Failure condition.  Defaults or delays in performance by 
Contractor which are caused by acts or omissions of its Subcontractors shall not relieve 
Contractor of its obligations under the Contract except to the extent that a Subcontractor is itself 
subject to an Excusable Failure condition described above and Contractor cannot reasonably 
circumvent the effect of the Subcontractor’s default or delay in performance through the use of 
alternate sources, workaround plans or other means. 
 
 

2.250 Approval of Deliverables  

  

2.251 DELIVERY OF DELIVERABLES 
A list of the Deliverables to be prepared and delivered by Contractor including, for each 
Deliverable, the scheduled delivery date and a designation of whether the Deliverable is a 
document (“Written Deliverable”) is attached, if applicable.  All Deliverables shall be completed 
and delivered for State review and written approval and, where applicable, installed in 
accordance with the State-approved delivery schedule and any other applicable terms and 
conditions of this Contract. 
 
Prior to delivering any Deliverable to the State, Contractor shall first perform all required quality 
assurance activities.  Before delivering a Deliverable to the State, Contractor shall certify to the 
State that (1) it has performed such quality assurance activities, (2) it has performed any 
applicable testing, (3) it has corrected all material deficiencies discovered during such quality 
assurance activities and testing, (4) the Deliverable is in a suitable state of readiness for the 
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State’s review and approval, and (5) the Deliverable/Service has all Critical Security 
patches/updates applied. 
 
In discharging its obligations under this Section, Contractor shall be at all times (except where the 
parties agree otherwise in writing) in compliance with Level 3 of the Software Engineering 
Institute’s Capability Maturity Model for Software (“CMM Level 3”) or its equivalent. 
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2.252 CONTRACTOR SYSTEM TESTING 
Contractor’s System Testing will also include Business Function Testing and Technical Testing of 
each Deliverable in a simulated production environment.  Business Function Testing will include 
testing of full work streams that flow through the Deliverable as the Deliverable will be 
incorporated within the State’s computing environment.  The State shall participate in and provide 
support for the Business Function Testing to the extent reasonably requested by Contractor. 
Within ten (10) days before the commencement of Business Function Testing pursuant to this 
Section, Contractor shall provide the State for State review and written approval Contractor’s test 
plan for Business Function Testing. 
 
Within five (5) Business Days following the completion of System Testing pursuant to this 
Section, Contractor shall provide to the State a testing matrix establishing that testing for each 
condition identified in the System Testing plans has been conducted and successfully concluded.  
To the extent that testing occurs on State premises, the State shall be entitled to observe or 
otherwise participate in testing under this Section as the State may elect.   

2.253 APPROVAL OF DELIVERABLES, IN GENERAL 
All Written Deliverables require formal written approval by the State, in accordance with the 
following procedures.  Formal approval by the State requires that the Deliverable be confirmed in 
writing by the State to meet its specifications.  The parties acknowledge that the approval process 
set forth herein will be facilitated by ongoing consultation between the parties, visibility of interim 
and intermediate Deliverables and collaboration on key decisions. 
 
The State’s obligation to comply with any State Review Period is conditioned on the timely 
delivery of Deliverables being reviewed.  If Contractor fails to provide a Deliverable to the State in 
a timely manner, the State will nevertheless use commercially reasonable efforts to complete its 
review or testing within the applicable State Review Period.   
 
Before commencement of its review or testing of a Deliverable, the State may inspect the 
Deliverable to confirm that all components of the Deliverable (e.g., software, associated 
documentation, and other materials) have been delivered.  If the State determines that the 
Deliverable is incomplete, the State may refuse delivery of the Deliverable without performing any 
further inspection or testing of the Deliverable.  Otherwise, the review period will be deemed to 
have started on the day the State receives the Deliverable and the applicable certification by 
Contractor in accordance with this Section. 
 
The State will approve in writing a Deliverable upon confirming that it conforms to its 
specifications without material deficiency.  The State may, but shall not be required to, 
conditionally approve in writing a Deliverable that contains material deficiencies if the State elects 
to permit Contractor to rectify them post-approval.  In any case, Contractor shall be responsible 
for working diligently to correct within a reasonable time at Contractor’s expense all deficiencies 
in the Deliverable that remain outstanding at the time of State approval. 
 
If, after three (3) opportunities (the original and two repeat efforts), Contractor is unable to correct 
all deficiencies preventing State approval of a Deliverable, the State may:  (i) demand that 
Contractor cure the failure and give Contractor additional time to cure the failure at the sole 
expense of Contractor; or (ii) keep this Contract in force and do, either itself or through other 
parties, whatever Contractor has failed to do, in which event Contractor shall bear any excess 
expenditure incurred by the State in so doing beyond the contract price for such Deliverable and 
will pay the State an additional sum equal to ten percent (10%) of such excess expenditure to 
cover the State’s general expenses without the need to furnish proof in substantiation of such 
general expenses; or (iii) terminate this Contract for default, either in whole or in part by notice to 
Contractor (and without the need to afford Contractor any further opportunity to cure).  
Notwithstanding the foregoing, the State shall not use, as a basis for exercising its termination 
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rights under this Section, deficiencies discovered in a repeat State Review Period that could 
reasonably have been discovered during a prior State Review Period.   
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The State, at any time and in its own discretion, may halt the UAT or approval process if such 
process reveals deficiencies in or problems with a Deliverable in a sufficient quantity or of a 
sufficient severity as to make the continuation of such process unproductive or unworkable.  In 
such case, the State may return the applicable Deliverable to Contractor for correction and re-
delivery prior to resuming the review or UAT process and, in that event, Contractor shall correct 
the deficiencies in such Deliverable in accordance with the Contract, as the case may be. 
 
Approval in writing of a Deliverable by the State shall be provisional; that is, such approval shall 
not preclude the State from later identifying deficiencies in, and declining to accept, a subsequent 
Deliverable based on or which incorporates or inter-operates with an approved Deliverable, to the 
extent that the results of subsequent review or testing indicate the existence of deficiencies in the 
subsequent Deliverable, or if the Application of which the subsequent Deliverable is a component 
otherwise fails to be accepted pursuant to Section 2.080.  

2.254 PROCESS FOR APPROVAL OF WRITTEN DELIVERABLES 
The State Review Period for Written Deliverables will be the number of days set forth in the 
applicable Statement of Work following delivery of the final version of the Written Deliverable 
(failing which the State Review Period, by default, shall be five (5) Business Days for Written 
Deliverables of one hundred (100) pages or less and ten (10) Business Days for Written 
Deliverables of more than one hundred (100) pages).  The duration of the State Review Periods 
will be doubled if the State has not had an opportunity to review an interim draft of the Written 
Deliverable prior to its submission to the State.  The State agrees to notify Contractor in writing by 
the end of the State Review Period either stating that the Written Deliverable is approved in the 
form delivered by Contractor or describing any deficiencies that shall be corrected prior to 
approval of the Written Deliverable (or at the State’s election, subsequent to approval of the 
Written Deliverable).  If the State delivers to Contractor a notice of deficiencies, Contractor shall 
correct the described deficiencies and within five (5) Business Days resubmit the Deliverable in a 
form that shows all revisions made to the original version delivered to the State.  Contractor’s 
correction efforts will be made at no additional charge.  Upon receipt of a corrected Written 
Deliverable from Contractor, the State will have a reasonable additional period of time, not to 
exceed the length of the original State Review Period, to review the corrected Written Deliverable 
to confirm that the identified deficiencies have been corrected. 

2.255 RESERVED 

2.256 FINAL ACCEPTANCE 
“Final Acceptance” shall be considered to occur when the Deliverables to be delivered have been 
approved by the State and has been operating in production without any material deficiency for 
fourteen (14) consecutive days.  If the State elects to defer putting a Deliverable into live 
production for its own reasons, not based on concerns about outstanding material deficiencies in 
the Deliverable, the State shall nevertheless grant Final Acceptance of the Project. 
 
 

2.260 Ownership  

 

2.261 OWNERSHIP OF WORK PRODUCT BY STATE - RESERVED 

2.262 VESTING OF RIGHTS - RESERVED 
 

2.263 RIGHTS IN DATA  
The State is the owner of all data made available by the State to the Contractor or its agents, 
Subcontractors or representatives under the Contract.  The Contractor shall not use the State’s 
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data for any purpose other than providing the Services, nor will any part of the State’s data be 
disclosed, sold, assigned, leased or otherwise disposed of to the general public or to specific third 
parties or commercially exploited by or on behalf of the Contractor.  No employees of the 
Contractor, other than those on a strictly need-to-know basis, have access to the State’s data.  
Contractor shall not possess or assert any lien or other right against the State’s data.  Without 
limiting the generality of this Section, the Contractor must only use personally identifiable 
information as strictly necessary to provide the Services and must disclose the information only to 
its employees who have a strict need-to-know the information.  The Contractor must comply at all 
times with all laws and regulations applicable to the personally identifiable information.   
 
The State is the owner of all State-specific data under the Contract.  The State may use the data 
provided by the Contractor for any purpose.  The State will not possess or assert any lien or other 
right against the Contractor’s data.  Without limiting the generality of this Section, the State may 
use personally identifiable information only as strictly necessary to utilize the Services and must 
disclose the information only to its employees who have a strict need to know the information, 
except as provided by law.  The State must comply at all times with all laws and regulations 
applicable to the personally identifiable information.  Other material developed and provided to 
the State remains the State’s sole and exclusive property. 

2.264 OWNERSHIP OF MATERIALS 
The State and the Contractor shall continue to own their respective proprietary technologies 
developed before entering into the Contract.  Any hardware bought through the Contractor by the 
State, and paid for by the State, will be owned by the State.  Any software licensed through the 
Contractor and sold to the State, will be licensed directly to the State. 
 
 

2.270 State Standards 

 

2.271 EXISTING TECHNOLOGY STANDARDS   
The Contractor shall adhere to all existing standards as described within the comprehensive 
listing of the State’s existing technology standards at http://www.michigan.gov/dit. 

2.272 ACCEPTABLE USE POLICY 
To the extent that Contractor has access to the State computer system, Contractor must comply 
with the State’s Acceptable Use Policy, see http://www.michigan.gov/ditservice.  All Contractor 
employees must be required, in writing, to agree to the State’s Acceptable Use Policy before 
accessing the State system.  The State reserves the right to terminate Contractor’s access to the 
State system if a violation occurs. 

2.273  SYSTEMS CHANGES 
Contractor is not responsible for and not authorized to make changes to any State systems 
without written authorization from the Project Manager.  Any changes Contractor makes to State 
systems with the State’s approval must be done according to applicable State procedures, 
including security, access and configuration management procedures.   
 
 

2.280 Extended Purchasing    
 

2.281 MIDEAL (MICHIGAN DELIVERY EXTENDED AGREEMENTS LOCALLY  
 

http://www.michigan.gov/dit
http://www.michigan.gov/ditservice
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Public Act 431 of 1984 permits DTMB to provide purchasing services to any city, village, county, 
township, school district, intermediate school district, non-profit hospital, institution of higher 
education, community, or junior college.  A current listing of approved program members is 
available at: www.michigan.gov/buymichiganfirst.  Unless otherwise stated, the Contractor must 
ensure that the non-state agency is an authorized purchaser before extending the Contract 
pricing. 
 
The Contractor shall supply Contract Services and equipment to these local governmental 
agencies at the established State of Michigan contract prices and terms to the extent applicable 
and where available.  The Contractor must send its invoices to, and pay the local unit of 
government, on a direct and individual basis. 
 
To the extent that authorized local units of government purchase quantities of Services and/or 
equipment under this Contract, the quantities of Services and/or equipment purchased will be 
included in determining the appropriate rate wherever tiered pricing based on quantity is 
provided. 
 
Please Visit Mi DEAL at www.michigan.gov/buymichiganfirst under MiDeal. 
 
Estimated requirements for authorized local units of government are not included in the quantities 
shown in this RFP. 

2.282 STATE EMPLOYEE PURCHASES 
The State allows State employees to purchase from this Contract.  Unless otherwise stated, it is 
the responsibility of the Contractor to ensure that the State employee is an authorized purchaser 
before extending the Contract pricing. 
 
The Contractor shall supply Contract Services and Deliverables at the established State of 
Michigan contract prices and terms to the extent applicable and where available.  The Contractor 
shall send its invoices to and pay the State employee on a direct and individual basis. 
 
To the extent that authorized State employees purchase quantities of Services or Deliverables 
under this Contract, the quantities of Services and/or Deliverables purchased will be included in 
determining the appropriate rate wherever tiered pricing based on quantity is provided. 
 
  

2.290 Environmental Provision    
 

2.291 ENVIRONMENTAL PROVISION 
Energy Efficiency Purchasing Policy:  The State seeks wherever possible to purchase energy 
efficient products.  This includes giving preference to U.S. Environmental Protection Agency 
(EPA) certified ‘Energy Star’ products for any category of products for which EPA has established 
Energy Star certification.  For other purchases, the State may include energy efficiency as one of 
the priority factors to consider when choosing among comparable products. 
 
Environmental Purchasing Policy:  The State of Michigan is committed to encouraging the use 
of products and services that impact the environment less than competing products. The State is 
accomplishing this by including environmental considerations in purchasing decisions, while 
remaining fiscally responsible, to promote practices that improve worker health, conserve natural 
resources, and prevent pollution. Environmental components that are to be considered include: 
recycled content and recyclables; energy efficiency; and the presence of undesirable materials in 
the products, especially those toxic chemicals which are persistent and bioaccumulative. The 
Contractor should be able to supply products containing recycled and environmentally preferable 

http://www.michigan.gov/doingbusiness/0,1607,7-146-6586-16656--,00.html
http://www.michigan.gov/buymichiganfirst
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materials that meet performance requirements and is encouraged to offer such products 
throughout the duration of this Contract. Information on any relevant third party certification (such 
as Green Seal, Energy Star, etc.) should also be provided. 
 
Hazardous Materials:  For the purposes of this Section, “Hazardous Materials” is a generic term 
used to describe asbestos, ACBMs, PCBs, petroleum products, construction materials including 
paint thinners, solvents, gasoline, oil, and any other material the manufacture, use, treatment, 
storage, transportation or disposal of which is regulated by the federal, state or local laws 
governing the protection of the public health, natural resources or the environment.  This 
includes, but is not limited to, materials the as batteries and circuit packs, and other materials that 
are regulated as (1) “Hazardous Materials” under the Hazardous Materials Transportation Act, (2) 
“chemical hazards” under the Occupational Safety and Health Administration standards, (3) 
“chemical substances or mixtures” under the Toxic Substances Control Act, (4) “pesticides” under 
the Federal Insecticide Fungicide and Rodenticide Act, and (5) “hazardous wastes” as defined or 
listed under the Resource Conservation and Recovery Act. 
(a) The Contractor shall use, handle, store, dispose of, process, transport and transfer any 

material considered a Hazardous Material according to all federal, State and local laws.  
The State shall provide a safe and suitable environment for performance of Contractor’s 
Work.  Before the commencement of Work, the State shall advise the Contractor of the 
presence at the work site of any Hazardous Material to the extent that the State is aware of 
the Hazardous Material.  If the Contractor encounters material reasonably believed to be a 
Hazardous Material and which may present a substantial danger, the Contractor shall 
immediately stop all affected Work, notify the State in writing about the conditions 
encountered, and take appropriate health and safety precautions. 

(b) Upon receipt of a written notice, the State will investigate the conditions.  If (a) the material is 
a Hazardous Material that may present a substantial danger, and (b) the Hazardous 
Material was not brought to the site by the Contractor, or does not result in whole or in part 
from any violation by the Contractor of any laws covering the use, handling, storage, 
disposal of, processing, transport and transfer of Hazardous Materials, the State shall order 
a suspension of Work in writing.  The State shall proceed to have the Hazardous Material 
removed or rendered harmless.  In the alternative, the State shall terminate the affected 
Work for the State’s convenience. 

(c) Once the Hazardous Material has been removed or rendered harmless by the State, the 
Contractor shall resume Work as directed in writing by the State.  Any determination by the 
Michigan Department of Community Health or the Michigan Department of Environmental 
Quality that the Hazardous Material has either been removed or rendered harmless is 
binding upon the State and Contractor for the purposes of resuming the Work.  If any 
incident with Hazardous Material results in delay not reasonable anticipatable under the 
circumstances and which is attributable to the State, the applicable SLAs for the affected 
Work will not be counted in a time as mutually agreed by the parties.  

(d) If the Hazardous Material was brought to the site by the Contractor, or results in whole or in 
part from any violation by the Contractor of any laws covering the use, handling, storage, 
disposal of, processing, transport and transfer of Hazardous Material, or from any other act 
or omission within the control of the Contractor, the Contractor shall bear its proportionate 
share of the delay and costs involved in cleaning up the site and removing and rendering 
harmless the Hazardous Material according to Applicable Laws to the condition approved 
by applicable regulatory agency(ies). 

 
Labeling:  Michigan has a Consumer Products Rule pertaining to labeling of certain products 
containing volatile organic compounds. For specific details visit 
http://www.michigan.gov/deq/0,1607,7-135-3310_4108-173523--,00.html 
 
Refrigeration and Air Conditioning:  The Contractor shall comply with the applicable 
requirements of Sections 608 and 609 of the Clean Air Act (42 U.S.C. 7671g and 7671h) as each 
or both apply to this contract. 

http://www.michigan.gov/deq/0,1607,7-135-3310_4108-173523--,00.html
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Environmental Performance:  Waste Reduction Program - Contractor shall establish a program 
to promote cost-effective waste reduction in all operations and facilities covered by this contract. 
The Contractor's programs shall comply with applicable Federal, State, and local requirements, 
specifically including Section 6002 of the Resource Conservation and Recovery Act (42 U.S.C. 
6962, et seq.). 
 
 

2.300 Deliverables - RESERVED 

 

2.301 SOFTWARE - RESERVED 

2.302 HARDWARE - RESERVED 
 

 
2.310 Software Warranties 

 

2.311 PERFORMANCE WARRANTY 
The Contractor represents and warrants that Deliverables, after Final Acceptance, shall perform 
and operate in compliance with the requirements and other standards of performance contained 
in this Contract (including all descriptions, specifications and drawings made a part of the 
Contract) for a period of (90) ninety days.  In the event of a breach of this warranty, Contractor 
shall promptly correct the affected Deliverable(s) at no charge to the State. 

2.312 NO SURREPTITIOUS CODE WARRANTY 
The Contractor represents and warrants that no copy of licensed Software provided to the State 
contains or will contain any Self-Help Code or any Unauthorized Code as defined below.  This 
warranty is referred to in this Contract as the “No Surreptitious Code Warranty.”   
 
As used in this Contract, “Self-Help Code” means any back door, time bomb, drop dead device, 
or other software routine designed to disable a computer program automatically with the passage 
of time or under the positive control of a person other than the licensee of the software.  Self-Help 
Code does not include Software routines in a computer program, if any, designed to permit an 
owner of the computer program (or other person acting by authority of the owner) to obtain 
access to a licensee’s computer system(s) (e.g. remote access via modem) for purposes of 
maintenance or technical support. 
 
As used in this Contract, “Unauthorized Code” means any virus, Trojan horse, spyware, worm or 
other Software routines or components designed to permit unauthorized access to disable, erase, 
or otherwise harm software, equipment, or data; or to perform any other such actions.  The term 
Unauthorized Code does not include Self-Help Code.  Unauthorized Code does not include 
Software routines in a computer program, if any, designed to permit an owner of the computer 
program (or other person acting by authority of the owner) to obtain access to a licensee’s 
computer system(s) (e.g. remote access via modem) for purposes of maintenance or technical 
support. 
 
In addition, Contractor shall use up-to-date commercial virus detection software to detect and 
remove any viruses from any software prior to delivering it to the State. 

2.313 CALENDAR WARRANTY 
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The Contractor represents and warrants that all software for which the Contractor either sells or 
licenses to the State of Michigan and used by the State prior to, during or after the calendar year 
2000, includes or shall include, at no added cost to the State, design and performance so the 
State shall not experience software abnormality and/or the generation of incorrect results from the 
software, due to date oriented processing, in the operation of the business of the State of 
Michigan. 
 
The software design, to insure calendar year rollover compatibility, shall include, but is not limited 
to: data structures (databases, data files, etc.) that provide 4-digit date century; stored data that 
contain date century recognition, including, but not limited to, data stored in databases and 
hardware device internal system dates; calculations and program logic  (e.g., sort algorithms, 
calendar generation, event recognition, and all processing actions that use or produce date 
values) that accommodates same century and multi-century formulas and date values; interfaces 
that supply data to and receive data from other systems or organizations that prevent non-
compliant dates and data from entering any State system; user interfaces (i.e., screens, reports, 
etc.) that accurately show 4 digit years; and assurance that the year 2000 shall be correctly 
treated as a leap year within all calculation and calendar logic.  
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2.314 THIRD-PARTY SOFTWARE WARRANTY 
The Contractor represents and warrants that it will disclose the use or incorporation of any third-
party software into the Deliverables.  At the time of Delivery, the Contractor shall provide in 
writing the name and use of any Third-party Software, including information regarding the 
Contractor’s authorization to include and utilize such software.  The notice shall include a copy of 
any ownership agreement or license that authorizes the Contractor to use the Third-party 
Software. 

2.315 PHYSICAL MEDIA WARRANTY - RESERVED 
 

2.320 Software Licensing  - RESERVED 

 
2.330 Source Code Escrow 

The State is entitled to receive the Software compiled (object) code and is licensed to use any 
data code produced through implementation and/or normal operation of the Contractor-licensed 
software; the State is not entitled to receive source code for said software except pursuant to a 
separate escrow agreement, which may be executed by the parties. 
 

2.331 DEFINITION - RESERVED 

2.332 DELIVERY OF SOURCE CODE INTO ESCROW - RESERVED 

2.333 DELIVERY OF NEW SOURCE CODE INTO ESCROW - RESERVED 

2.334 VERIFICATION - RESERVED 

2.335 ESCROW FEES - RESERVED 

2.336 RELEASE EVENTS - RESERVED 

2.337 RELEASE EVENT PROCEDURES - RESERVED 

2.338 LICENSE - RESERVED 

2.339 DERIVATIVE WORKS - RESERVED 
 
 

Glossary 
 
Days Means calendar days unless otherwise specified. 

24x7x365 Means 24 hours a day, seven days a week, and 365 days a year 
(including the 366th day in a leap year). 

Additional Service 

Means any Services/Deliverables within the scope of the Contract, but 
not specifically provided under any Statement of Work, that once added 
will result in the need to provide the Contractor with additional 
consideration.   

Audit Period See Section 2.110 

Business Day 
Whether capitalized or not, shall mean any day other than a Saturday, 
Sunday or State-recognized legal holiday (as identified in the Collective 
Bargaining Agreement for State employees) from 8:00am EST through 
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5:00pm EST unless otherwise stated. 
Blanket Purchase 
Order 

An alternate term for Contract as used in the States computer system.   

Business Critical Any function identified in any Statement of Work as Business Critical. 
Chronic Failure Defined in any applicable Service Level Agreements. 

Deliverable Physical goods and/or commodities as required or identified by a 
Statement of Work 

DTMB Michigan Department of Technology, Management and Budget 
LARA Department of Licensing and Regulatory Affairs 
BCC Bureau of Construction Codes 

Environmentally 
preferable products 

A product or service that has a lesser or reduced effect on human health 
and the environment when compared with competing products or 
services that serve the same purpose. Such products or services may 
include, but are not limited to, those that contain recycled content, 
minimize waste, conserve energy or water, and reduce the amount of 
toxics either disposed of or consumed. 

Excusable Failure See Section 2.244. 

Hazardous material 
Any material defined as hazardous under the latest version of federal 
Emergency Planning and Community Right-to-Know Act of 1986 
(including revisions adopted during the term of the Contract). 

Incident Any interruption in Services. 

ITB A generic term used to describe an Invitation to Bid.  The ITB serves as 
the document for transmitting the RFP to potential bidders 

Key Personnel Any Personnel designated in Article 1 as Key Personnel. 

New Work 
Any Services/Deliverables outside the scope of the Contract and not 
specifically provided under any Statement of Work, that once added will 
result in the need to provide the Contractor with additional consideration. 

Ozone-depleting 
substance 

Any substance the Environmental Protection Agency designates in 40 
CFR part 82 as: (1) Class I, including, but not limited to, 
chlorofluorocarbons, halons, carbon tetrachloride, and methyl chloroform; 
or (2) Class II, including, but not limited to, hydro chlorofluorocarbons 

Post-Consumer 
Waste 

Any product generated by a business or consumer which has served its 
intended end use, and which has been separated or diverted from solid 
waste for the purpose of recycling into a usable commodity or product, 
and which does not include post-industrial waste. 

Post-Industrial Waste 

Industrial by-products that would otherwise go to disposal and wastes 
generated after completion of a manufacturing process, but do not 
include internally generated scrap commonly returned to industrial or 
manufacturing processes. 

Recycling 

The series of activities by which materials that are no longer useful 
to the generator are collected, sorted, processed, and converted 
into raw materials and used in the production of new products. 
This definition excludes the use of these materials as a fuel 
substitute or for energy production. 

Deleted – Not 
Applicable 

Section is not applicable or included in this RFP.  This is used as a 
placeholder to maintain consistent numbering. 
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Reuse Using a product or component of municipal solid waste in its original form 
more than once. 

RFP Request for Proposal designed to solicit proposals for services 
Services Any function performed for the benefit of the State. 

Source reduction 

Any practice that reduces the amount of any hazardous substance, 
pollutant, or contaminant entering any waste stream or otherwise 
released into the environment prior to recycling, energy recovery, 
treatment, or disposal. 

State Location Any physical location where the State performs work.  State Location 
may include state-owned, leased, or rented space. 

Subcontractor 
A company Contractor delegates performance of a portion of the 
Services to, but does not include independent Contractors engaged by 
Contractor solely in a staff augmentation role. 

Unauthorized 
Removal 

Contractor’s removal of Key Personnel without the prior written consent 
of the State. 

Waste prevention Source reduction and reuse, but not recycling. 

Waste reduction and 
Pollution prevention 

The practice of minimizing the generation of waste at the source and, 
when wastes cannot be prevented, utilizing environmentally sound on-
site or off-site reuse and recycling.  The term includes equipment or 
technology modifications, process or procedure modifications, product 
reformulation or redesign, and raw material substitutions.  Waste 
treatment, control, management, and disposal are not considered 
pollution prevention, per the definitions under Part 143, Waste 
Minimization, of the Natural Resources and Environmental Protection Act 
(NREPA), 1994 PA 451, as amended. 

Work in Progress A Deliverable that has been partially prepared, but has not been 
presented to the State for Approval. 

Work Product 

Refers to any data compilations, reports, and other media, materials, or 
other objects or works of authorship created or produced by the 
Contractor as a result of an in furtherance of performing the services 
required by this Contract.   
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Appendix A – General and Technical Requirements 
 
The requirements identify what the solution or product must run on or integrate with, including any 
standards that must be met, security requirements, and interfaces. Technical requirements will 
also identify the general framework in which the system or product must work, such as: capacity 
requirements (number of users, concurrent users, number of transactions to be handled, peak 
usage), documentation, audit and backup and recovery. 
 
The Bidder must indicate whether they acknowledge compliance with the following requirements.  
Compliance means the Contractor shall fully provide all aspects of the requirement and that they 
will be incorporated into the new system.   
 

a. Each requirement and enhancement must be acknowledged individually.   
b. The column “Priority” indicates if the item is required (R) or optional (O).   

a. In the pricing proposal, the Bidder will indicate the specific cost of providing 
optional features if said feature is not already included in the base COTS 
solution.  As such, optional features may or may not be included in the final, 
negotiated solution. 

c. The column “Yes or No” indicates whether the Contractor agrees (Y=Yes), or not (N=No) 
to be compliant with the following listed requirements and enhancements. (M=Modifiable) 
can be modified to meet the requirement. 

d. The comments column allows the Bidder to provide any additional comments that will 
assist the State in evaluating the Bidder’s capability to provide the requested services in 
compliance with identified requirements.   

e. Comments are welcome even when the Bidder expects to be fully compliant with the 
requirement. 
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# Detailed Requirements R/O Y/N/M Comments 
B1 Architecture: Must be a 

web-based application (on-
line permitting) 

R Y Accela Automation is a fully web-based 
enterprise application COTS system.  End 
users can simply access Accela 
Automation from any browser.  Accela 
Citizen Access allows citizens to do 
business with the State seamlessly through 
a web-based portal, including making 
payments and applying for permits online 
amongst many other features. 
 

B2 Browser Portability: Must 
provide browser portability 
(i.e. Internet Explorer, 
Mozilla, Firefox, Safari & 
Opera,Chrome) 

R Y Accela Automation is certified for Microsoft 
Internet Explorer 7.x and 8.x or higher for 
optimal system results. 
Accela Citizen Access Supports Internet 
Explorer 7.x and 8.x or higher as well as 
Firefox 3.x, and Safari 3.x or 4. 
 

B3 Wireless Connectivity: 
Must provide mobile (off-
line) functionality (Tablet 
PC/Laptop PC/Hand Held 
Devices) when users are 
unable to acquire network 
connectivity 

R Y Accela Mobile Office enables field-based 
personnel to capture, store, update, 
manipulate, analyze, and display 
geographic information for real-time land 
management activities. 

Accela Mobile Office runs on a wide variety 
of platforms including Windows XP, 
Windows Vista and Windows 7, and is 
optimized for touch screen devices, making 
it compatible with many mobile devices 
including smartphones, Tablet PCs and 
laptops.  It is the only mobile office solution 
in the industry that is Intel and Cisco 
certified for data optimization from field to 
back office. 

Accela Mobile Office has full online and 
offline functionality, and can operate 
independently of internet connection.  It 
can operate in wireless environments, 
transmitting field information and data in 
real-time.  Alternatively, it can operate 
offline and in a store and forward mode 
where data captured is uploaded upon 
reconnection to a wireless network or upon 
return to the office. 

B4 Addressing: Does your O Y  
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# Detailed Requirements R/O Y/N/M Comments 
solution provide ability to 
show temporary and 
retired addresses 
associated with permits 
(history with comments 
explaining reasons for 
change?  

B5 Accessibility: Must 
provide “Section 508 
accessibility standards” 

R Y  

B6 Workflow modeling: Must 
allow the ability to utilize 
workflow-modeling 
function to configure 
(modify) rules, tasks, 
checklists, approvers, and 
other system functions 

R Y  

B7 Paperless intake: Must 
provide electronic intake 
for applications and plans, 
electronic plan review with 
mark-up, routing, tracking, 
and permit issuance 

R Y Accela Automation’s new Electronic 
Document Review features providing a 
comprehensive enterprise project review 
and management system for various types 
of regulatory documents – plans, 
architectural drawings, licenses, etc. – 
required to be submitted in support of plan 
applications and renewals. Accela 
Automation delivers a complete end-to-end 
solution for tracking and managing the 
most critical regulatory functions – 
permitting, licensing, and more.  It is 
Accela Automation’s single-source plan 
and document review solution.  
 
This feature is designed to enable review 
staff to incorporate document review and 
markup directly into the existing Accela 
Automation processes that automate, 
organize, and track reviews. This adds 
end-to-end management of electronic 
documents assuring adherence to agency 
policies and codes. Electronic Document 
Review is a fully integrated feature within 
Accela Automation that leverages Adobe 
Acrobat X Pro to provide review and 
markup of documents in their native PDF 
format. 
 
Using this system feature, all plan reviews 
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# Detailed Requirements R/O Y/N/M Comments 
can be submitted, marked up, routed, 
tracked under an audit trail to satisfy the 
State’s requirements for permit issuance. 
 

B8 Project tracking: Must 
provide the ability to track 
project information (unique 
project ID) on a parent-
child basis that may 
include multiple permits 
and permit types permits 
(i.e site/building/electrical).  

R Y Accela Automation allows users to link 
applications using parent/child 
associations. Records may be cloned from 
one parent Record to multiple child 
Records. For example, a permit application 
might use the same owner, contact, and 
licensed professional information as 
another permit application that is already in 
Accela Automation. If this is the case, the 
user could clone the parent application 
information into multiple child applications.  
 
Objects are also linked using the Related 
Record feature of the system.  Using the 
Related Record feature, group data 
collected on an existing permit application 
such as: fee items, workflow status, 
inspection types, application specific 
information, additional information, 
workflow task specific information, address, 
parcel, owner, licensed professional, 
contact, and conditions can all be copied to 
another existing permit application.   
 
Additionally, a group of related permits and 
other projects (such as a large 
development) can be grouped as a Project, 
assigned a name and a unique 
identification number, enabling users to 
easily find and view all related permits 
under that project heading. 
 

B9 Cashiering/Accounting: 
Must provide the ability to 
keep track of fees paid, 
amount outstanding. 

R Y In addition to providing cashiering and 
accounting functions as they occur, each 
transaction is captured under the system 
audit trail for complete accountability and 
transparency to the State’s operations. 
 

B10 Dashboard Reporting: 
Must provide dynamic 
reporting with executive 
dashboard drill down 
functionality 

R Y The Automation consoles of Accela 
Automation are a zero-deploy, role-based 
UI paradigm that lets end users interact 
with their information in the ways they need 
to perform key business tasks.  
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# Detailed Requirements R/O Y/N/M Comments 
We deploy consoles via portal managers, 
leveraging the benefits of RSS to display 
information from external solutions directly 
in end-user consoles providing for end-user 
personalization. Administrators can allow 
end users to personalize their consoles, 
such that end users can rearrange portlets, 
remove and add portlets, create and save 
personalized frequently used data queries, 
and customize data columns that they want 
to see.  

Both end users and administrators utilize 
the ‘My’ philosophy to the console, wherein 
end users see only the data they need to 
do their jobs, not extraneous data that 
distracts and prevents end users from 
quickly performing key business tasks.  

On screen ticklers, alerts, and other special 
messages can be configured and 
customized through various system 
features. Reports can also be generated 
and used to present this information to 
administrators and relevant others. 
 
This system feature provides executives 
and others with real-time information that 
can be readily accessed in the system. 
 

B11 Testing:  Your 
implementation team must 
conduct unit and testing 
prior to customer UAT  

R Y Contractor’s proposed implementation 
methodology will follow this prescription. 
 

B12 Training Documentation: 
Must provide a training 
program with detailed end-
user training 
documentation that can be 
handed off to State.  The 
program will include a 
standard technical and 
user manual, specific user 
training, train the trainer 
and levels of training 
based on user roles.  

R M Contractor’s proposed implementation 
provides end user training and the 
applicable documentation.  Although we 
have not proposed train-the-trainer nor 
training based on user roles, those are 
optional items that we can discuss in 
finalizing the Statement of Work. 
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# Detailed Requirements R/O Y/N/M Comments 
B13 Maintenance & Support: 

Must be able to provide 
functional and technical 
support (phone/e-mail/on-
line) during normal 
business hours (Mon-Fri 7 
am - 6 pm EST) 

R Y  

B14 Must provide customers 
the ability to apply for 
permits, submit and check 
status of plans, request 
and check fees 
assessed/paid/outstanding
, status of inspections, and 
etc. on-line (7x24).  

R Y Accela Citizen Access extends 
government services to the public 24 
hours a day, through a self-service web 
portal.  Citizens, Contractors, and other 
external parties can interact with 
government data online, eliminating the 
need for counter operations.  This add-on 
module enables truly transparent 
government operations where Accela 
Automation customers determine what 
processes, information, and activities are 
exposed to the public. 

 

Among the many citizen privileges 
available on using this add-on module, 
external users can: 

 Submit complaints 
 Submit requests for service  
 View results of requests 
 Upload photographs 
 View system generated alerts 

and notifications 
 Apply for permits   
 Check status of permits  
 View request data on maps 
 Search addresses/parcel 

information 
 Access government reports 

 
B15 Must provide the ability to 

perform real-time mobile 
data collection and 
transmission online or via 
a data check-out/check-in 
with data validation.  

R Y Accela Mobile Office enables field-based 
personnel to capture, store, update, 
manipulate, analyze, and display 
geographic information for real-time land 
management activities. This module 
enables organizations to speed up 
analysis and decision making by using 
up-to-date, accurate spatial data.  Built 
using Microsoft Windows Presentation 
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# Detailed Requirements R/O Y/N/M Comments 
Foundation (WPF) framework, this add-
on module is a smart client application.  

 

B16 Must provide the ability to 
access data from any 
RDBMS database 
associated with the 
Solution via web services, 
XML.  

R Y  

B17 Must provide historical 
versioning (time 
stamp/user) of any data 
changed along with on-
demand display of 
historical data.  

R Y The system workflow provides the ability 
to provide a historical record of all tasks 
and activities providing the date, time, 
status, end user ID, and other elements. 
Changes performed by authorized users 
are also recorded to augment the record. 
Similar historical versioning exists for all 
fees and financial transactions. 
 

B18 Must require customer 
account information to gain 
system access.  

R Y The State may configure the requirement 
that all customers must first be registered 
prior to conducting activities on Accela 
Citizen Access, the system web portal. 
 

B19 Ability to collect electronic 
signatures   

O Y  

B20 Ability to receive - scan 
paper documents and 
attach/link to a record 

O Y While the ability exists to link any type of 
electronic document to a record, that 
document or file must first exist in an 
electronic format. The scanning of 
documents to put them into an electronic 
format must be accomplished outside the 
system before the document can be 
received and linked/attached. 
Alternatively, high speed scanners may 
assist this process by eliminating the 
manual attachment activity. No pricing 
has been included to account for the 
scanning portion of this requirement. 
 

 Total number of 
required/optional 
requirements 

17/3 NA NA 
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 Security and Identity Management 
 

# Detailed Requirements R/O Y/N/M Comments  
SI1 Must use secure 

(https/SSL) verification 
using at a minimum a 
username and password 
for (using State’s single 
sign-on) and external 
users.  

R Y  

SI2 Must assign role based 
security (Active Directory) 
privileges that is granular 
enough to lock specified 
fields. Access for 
groups/roles to be 
specified in 
implementation 
increments.    

R Y Accela Automation can be configured to 
limit field access to the User Group level.  
The application leverages our own internal 
security policies and rules engine for 
enforcement.  Active Directory roles are not 
supported. 

SI3 Must provide the ability to 
identify who is logged in to 
the application and 
database and to terminate 
sessions.  

R Y  

SI4 Must provide the ability to 
add, change, and update 
all fields that appear online 
based on role level 
security and via a user 
interface.  

R Y  

SI5 Must provide application 
security separate from 
database security.  

R Y Accela Automation provides a multi-level 
security system where the system 
administrator has full control on user 
access.  
 
This control on user access is granted 
based on a single user logon ID and grants 
that user specific rights and privileges to 
the system. Accela Automation also allows 
you to set up groups or roles and set 
security based on those such as read only, 
update or no access.  Our security goes 
beyond this setup at the module level and 
goes to the functional level, allowing you to 
set security down to a certain function.   
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# Detailed Requirements R/O Y/N/M Comments  
SI6 Must provide the ability for 

security at the field level 
and allow users to specify, 
via reference tables, the 
fields requiring security 
and allowable values. 
Identify other levels at 
which access can be 
controlled (Server, 
RDBMS, Organization, 
Role/Function, Menu, etc.).  

R Y Accela Automation can be configured to 
limit field access to the User Group level.  
Enforcement of field level security is done 
within the application using business logic 
built into the application.  The application 
can be configured to limit which fields are 
viewable or editable by specific User 
Groups, which fields are required for a 
specific operation by a specific User Group 
and several other functions.   RDBMS 
users and roles are not used in field level 
security features of Accela Automation. 

SI7 Must provide the ability to 
list sensitive data viewing 
history based on user ID 
and provide an audit trail 
when individuals view 
sensitive information.  

R N Role based security only allows users to 
view data that they are allowed or 
authorized to view. No differentiation is 
made between sensitive or non-sensitive 
data. No audit trail or tracking accordingly. 

SI8 Must provide the ability to 
encrypt password at the 
database, user interface, 
and application level 
(administrator and non-
active directory accounts).  

R Y  

SI9 Must provide the ability to 
configure and notify users 
of session timeouts.  

R Y  

SI10 Customers must be able to 
update users profile page 
on-line including ability to 
Select / identify /attach 
licenses.  

R Y  

SI11 Must allow online 
registration and password 
resets to create user 
account.  

R Y  
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# Detailed Requirements R/O Y/N/M Comments  

SI12 Must provide a customizable 
splash page where BCC can 
add / modify our logo, 
department name, bureau 
name, and language for 
disclaimers and 
requirements as 
appropriate.  

R Y  

SI13 Must include all the features 
for an individual to maintain 
an account including login, 
passwords, e-mail and 
password management 
(new/reset password)  

R Y  

SI14 Must allow the ability to 
associate additional 
Contractor licenses and 
disassociate existing 
licenses as applicable  

R Y  

SI15 Must collect contact 
information for each user to 
enable multiple channels of 
communication if problems 
or issues arise w/account 
(email, office & cell phone, 
fax and mailing address).  

R Y  

SI16 Must verify if customer has 
permission to attach license 
to his/her profile.  

R Y Agency has the right to view and approve 
the attachment to a user profile but this 
requires manual intervention. 
 

SI17 Must restrict scope of work 
from a list of valid licenses 
(verified by the solution).  

O Y  

SI18 Should provide ability to 
identify and populate 
company affiliation contact 
information.  

O Y Once the selection has been visually 
verified, the solution will auto-populate this 
information. 

 Total number of 
required/optional 
requirements 

16/2 NA NA 
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Appendix B – Functional Requirements 
 
The requirements identify what the solution or product must run on or integrate with, including any 
standards that must be met, security requirements, and interfaces. Technical requirements will 
also identify the general framework in which the system or product must work, such as: capacity 
requirements (number of users, concurrent users, number of transactions to be handled, peak 
usage), documentation, audit and backup and recovery. 
 
The Bidder must indicate whether they acknowledge compliance with the following requirements.  
Compliance means the Contractor shall fully provide all aspects of the requirement and that they 
will be incorporated into the new system.   
 

f. Each requirement and enhancement must be acknowledged individually.   
g. The column “Priority” indicates if the item is required (R) or optional (O).   

a. In the pricing proposal, the Bidder will indicate the specific cost of providing 
optional features if said feature is not already included in the base COTS 
solution.  As such, optional features may or may not be included in the final, 
negotiated solution. 

h. The column “Yes or No” indicates whether the Contractor agrees (Y=Yes), or not (N=No) 
to be compliant with the following listed requirements and enhancements. (M=Modifiable) 
can be modified to meet the requirement. 

i. The comments column allows the Bidder to provide any additional comments that will 
assist the State in evaluating the Bidder’s capability to provide the requested services in 
compliance with identified requirements.   

j. Comments are welcome even when the Bidder expects to be fully compliant with the 
requirement. 
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 Plan Review Functional Requirements 
 

# Detailed Requirements  R/O Y/N/M Comments 
PR1 Must assign each Project 

with a unique project ID to 
relate plan review, 
permitting, inspection 
phases, etc. 

R Y  

PR2 Must be able to assign jobs 
to project coordinator by 
code discipline. 

R Y Additionally, the solution allows for this 
assignment to be automatically determined 
based on many factors. 
 

PR3 Must provide automatic time 
& date stamp of submittal. 

R Y This requirement is inherently supported by 
the Accela Automation system. 
 

PR4 Must provide automatic 
email notification of approval 
to generic division mailbox- 
identifying scope of work. 

R Y Emails and their designated recipients may 
be preconfigured so that upon the selection 
of a status, entry of information, and other 
factors, the email notification may be 
automatically sent. 
 

PR5 Must conduct data check for 
“critical” fields for 
inconsistencies (i.e. 
address, owner, building 
name, location, etc.) 

R Y Required fields may be configured for 
those fields and additionally if these fields 
only have certain choices, these selections 
may be configured as part of a drop down 
list. 
 

PR6 Must automatically add 
items to the conditions for a 
CO or TCO (as appropriate) 
when requirements are 
deferred to plan review. 

O Y Configuration of the system scripting tool 
will fulfill this requirement. 

PR7 Must be able to cross-
reference Public School Site 
Plans and Building plans 
and building address if 
separate package for Site 
Plan. 

R Y  

PR8 Must be able to assign a 
new project # for existing 
project and maintain project 
history. 

R N  

PR9 Must provide ability to view 
all development projects and 
identify/assign other 
reviewers. 

R Y  

PR10 Must provide ability to 
automatically flag projects if 
inactive after a certain 

R Y The pre-configuration of the system 
scripting tool will allow for inactivity to be 
flagged after a State-designated period. 
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# Detailed Requirements  R/O Y/N/M Comments 
period time. 

PR11 Must allow customers to 
submit plans on-line for 
review. 

R Y This functionality is supported by allowing 
applicants and others to submit plans and 
other supporting information to the State 
through the system web portal. 
 

PR12 Must allow customer to 
select submittal type from 
drop-down menu for proper 
workflow routing (i.e. Public 
School Site/Building 
/Mechanical / Electrical / 
Plumbing / Barrier Free 
Exception / Manufactured 
Housing Development / 
Compliance Assurance for 
Premanufactured Homes, 
Fire Alarm, Sprinkler, 
replace water heater) 

R Y  

PR13 
Must determine if plans are 
required to prompt applicant 
to upload plans (if required). 

R Y 

Checklists and other rules may be enforced 
for customers, applicants and others on 
Accela Citizen Access, the online system 
web portal. 
 

PR14 Must capture if the submittal 
is an original or a 
modification through a drop-
down menu. 

R Y  

PR15 Must accept PDF format. 

R Y Documents of any file structure may be 
submitted. The State has the ability to set 
limits on file sizes and to determine 
acceptable file types. 
 

PR16 Must provide confirmation to 
customer upon successful 
uploading of individual 
documents. 

R Y  

PR17 Must provide notification to 
staff upon receipt of 
planning documents. 

R Y This requirement may be configured so that 
upon acknowledging receipt of documents, 
the workflow will automatically trigger 
emails to any internal or external parties. 
 

PR18 Document file names must 
follow BCC provided sheet 
numbering and sheet 
(drawing) title scheme. 

O Y This requirement can be met by system 
configuration according to the State’s 
business rules.  
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# Detailed Requirements  R/O Y/N/M Comments 
PR19 Should pre-populate 

customer defined fields 
based on previous input 
data. 

O Y  

PR20 Must provide a compiled list 
of plans in queue in date 
order of date submitted. 

R Y This information is maintained at the record 
level. However, if the intent that this occur 
across multiple records, generation of a 
report is required.  
 

PR21 Must notify reviewers if and 
what types/categories of 
changes have been made to 
revised plans, etc. 

R Y  

PR22 Must provide ability for 
supervisor / manager of a 
Review Team to assign and 
override assignment of 
specific documents for 
review. 

R Y Configuration and the security assigned to 
end users are both elements to enable 
satisfaction of this requirement. 

PR23 Must provide ability to 
review other reviewers’ 
comments, annotate and 
redact on the electronic 
plans without 
modifying/revising the plan. 
(i.e. Building can add 
comments for Building, 
Mechanical can add 
comments for Mechanical, 
etc., but Building cannot add 
comments for Mechanical, 
etc.) 

R Y Comments made as part of the workflow 
element of the solution are permanently 
saved to preserve accountability and 
transparency to State operations. 
Comments can be added by authorized 
staff but the original comments made by 
others will remain under the audit trail. 
Workflow assignment can establish who 
can make comments and when to preserve 
the integrity of comments to pertain to 
those departments that are entitled to 
make them. 

PR24 Must allow multiple 
reviewers to access 
submitted plans 
simultaneously.  Only one 
user should be able to 
revise a document at a time 
(check-out/lockout with 
User-ID tracking and version 
history). 

R Y Accela Electronic Document Review 
features allow multiple reviewers to retrieve 
the same document for review and markup 
purposes.  Security permissions restrict 
access to individual documents and to the 
markup capabilities in general.  Through 
the seamless integration with Adobe 
Acrobat X Pro, multiple reviewers can 
revise documents and then easily update 
their view to see comments from other 
reviewers.  For this reason, not check out 
or lock out features are required to manage 
multiple reviewers or to create multiple 
review versions. 

PR25 Must be able to scan R N Scanning must be accomplished by 
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# Detailed Requirements  R/O Y/N/M Comments 
multiple sizes of document 
up to 24x36. 

external third party systems designed for 
this purpose. However, once a document 
exists in a PDF or other electronic file 
format, it may be attached or linked to a 
record in the system. High speed scanners 
may automatically diminish the need for a 
manual attachment and work in conjunction 
with a third party document imaging 
system. 
 

PR26 Allowing applicant to submit 
revised plans and notify 
reviewers of changes for 
resubmittals only. 

O Y Task owner assignment in the workflow 
can determine which reviewer(s) receives 
the task submitted. An email can also be 
configured to trigger notification.  
 

PR27 Must provide the following 
notification functions: 
a. Reviewer comments and 
plan annotations must be 
attached to protected project 
files (read only). 
b. Project Coordinator 
consolidation of all review 
comments. 
c. Notification of review 
completion must be 
submitted to Project 
Coordinator and customer – 
including reviewer contact 
information, review 
comments and response 
required. 

R Y  

PR28 Must provide ability for 
reviewers to verify and sign 
off on requirements. 

R Y  

PR29 Must store complete history 
and current status of 
requirements submitted to 
customer. 

R Y The system acts to support all transactions 
and other activities providing the State with 
a complete history of what occurred when 
and involving whom. 
 

PR30 Must enable secure public 
access to the Bureau-
approved set of e-Plans 
(quite possibly a folder 
containing compilation of 
drawing files with varying 
digital-certificate-of-

R Y Customer is able to see the approved 
documents or any documents rejected and 
require corrections based on what the 
State uploads to the portal. The State also 
has the ability to secure documents by 
document type (e.g. not expose to view). 
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# Detailed Requirements  R/O Y/N/M Comments 
authentication dates) for 
retrieval and print by the 
customer. 

PR31 Must store approved plans 
for minimum time required 
by the State of Michigan’s 
approved retention 
schedule. 

R Y  

PR32 Must provide automatic file 
backup solution with daily, 
incremental backup. 

R Y  

PR33 Must provide ability to 
access archived documents 
(view/print). 

R Y The assignment of roles/privileges enables 
this access. 

PR34 Type of project (installation, 
alteration, repair, 
reconstruction, etc.) 

R Y This categorization can be easily 
established by how the record is initially 
configured for subsequent selection by the 
end user. 
 

PR35 General description of 
project 
a. Number of stories / units 
b. Area 
c. Type of Construction 
d. Permit Date 
e. Effective Code 

R Y Fields including text boxes exist and can 
be configured to allow for the entry of this 
and other information. 

PR36 Date of submittal 
R Y This date is actually tracked as part of the 

workflow functionality. 
 

PR37 Description of submittal R Y  

PR38 Estimated cost R Y  

PR39 Attached files associated 
with submittal 

R Y Any file type or document can be submitted 
with the initiation of the submittal or at 
anytime thereafter – all determined by the 
State’s business rules. 
 

PR40 Entity who took action (i.e. 
reviewer staff name) 

R Y Typically, the entity is tracked as part of the 
standard workflow functionality for every 
configured workflow task for every permit 
or other record type. 
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# Detailed Requirements  R/O Y/N/M Comments 

PR41 Date of action 

R Y Typically, the date the action takes place is 
tracked as part of the standard workflow 
functionality for every configured workflow 
task for every permit or other record type. 
 

PR42 Review comments 

R Y Every workflow task offers the end user the 
ability to add comments to his/her workflow 
task. 
 

PR43 Location R Y  

PR44 Must make requirements 
submitted to customer 
available on a customer 
dashboard available 24/7 - 
Status (e.g., pending review, 
disapproved, subject to 
review comments and field 
inspection, approved subject 
comment, closed, out of 
jurisdiction, approved, under 
review, etc.) 

R Y This information regarding all workflow 
tasks is easily visible on the Workflow 
Summary screen on the publicly facing 
web portal.  

PR45 Drawings – project specific R Y  

PR46 Review Details – project 
specific 

R Y  

 Total number of 
required/optional 
requirements 

41/5 NA NA 
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2  Permit Functional Requirements 
 
# Detailed Requirements R/O Y/N/M Comments 

P1 Must have ability to reject a 
permit application if outside 
state jurisdiction. 

R Y  

P2 Must allow customers to 
apply for permits online. 

R Y  

P3 Must ensure that the 
applicant has the required 
qualifications to perform the 
work they request by linking 
Permitting and Licensing 
functionality. 

R Y System configuration can establish the 
needed prerequisites. 
 
 

P4 Must have Administrative 
capability to override 
required qualifications when 
processing permits in the 
permit office, i.e. Mobile 
home installers, water 
treatment installers, data 
communication installers, 
Mechanical Contractor with 
qualification exceptions etc. 

R Y  

P5 Must confirm if license is 
current and valid for 
requested permit / scope of 
work (i.e. plumber or sewer 
Contractor license required 
for Permits, etc.). 

R Y Configuration can stop or otherwise amend 
workflow progress if prerequisites are not 
met (e.g. meet the State’s business rules). 
 

P6 Must verify customer site 
description and owner 
information before a permit 
can be issued. 

O Y System configuration can establish the 
needed prerequisites. 
 
 

P7 Must provide drop-down, 
check box options and the 
ability to manually enter 
additional work for 
customers to select the 
scope of work they are 
permitted to perform with a 
comments field for any 
additional details an 
inspector might need. 

O Y  



 ................................................................................................................................................ CONTRACT #071B3200042  

 

254 
 

# Detailed Requirements R/O Y/N/M Comments 

P8 Must provide shopping cart 
option so customers are 
able to apply for and receive 
multiple permits during one 
user session (i.e. – different 
permits for different 
addresses). 

R Y  

P9 Must generate unique or 
manually enter permit 
numbers that follow the 
Bureau’s permit numbering 
sequence and standards 
(ability to customize prefix). 

R Y  

P10 Must track and manage all 
permit types. 

R Y Any permit type that now exists or will exist 
in the future at the State can be configured, 
tracked and managed with this solution. 
 

P11 Must be able to lock permits 
for editing once issued. Any 
subsequent changes must 
go through a defined and 
controlled change process, 
i.e. Boiler Repair permit, R1 
Repair form. 
a. Required fields (auto 
locked) for information about 
the property; owner, owner 
address, building 
construction type, presence 
of building fire sprinkler 
system, building height, 
number of building levels, 
effective code at time of 
and, construction) 

R Y  

P12 Must prevent the issuance 
of a dependent permit until 
the primary permit or Plan 
Review has been issued / 
approved (if multiple permits 
are required for a project 
and one type of permit 
cannot be issued before 
another has been issued). 

R Y Configuration of the system scripting tool 
will allow for satisfaction of this requirement 
as stated. 
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# Detailed Requirements R/O Y/N/M Comments 

P13 Must provide ability to track 
parent-child information on 
projects that contain multiple 
permits and types (building, 
electrical plumbing, etc.)  

R Y All parent-child relationships and 
information is enabled and tracked in 
Accela Automation providing end users 
with a complete history of all previous 
transactions and records. 

P14 Must be able to generate a 
downloadable PDF copy of 
permits after the permit has 
been approved and paid. 

R Y  

P15 Must track permit 
expirations, renewals and 
associated licenses and 
fees. 

R Y  

P16 Must provide ability to 
add/delete/modify /apply 
project holds as needed and 
prevent permit issuance 
until all appropriate 
conditions are met. 

R Y Project holds can be manually applied or 
automatically induced to abide by the 
State’s business rules. 

P17 Must be able to tie all 
permits issued for a specific 
project. 

R Y This requirement is satisfied by the system 
functionality of allowing one or more record 
types to be associated or linked to any 
other record type. 
 

P18 Must identify permit 
approver through a valid 
login. 

R Y This applies to all internal system users 
and can also be enforced for all users 
having access through Accela Citizen 
Access. 
 

P19 Must provide ability to 
automatically generate the 
necessary notices (i.e. 
notices to the applicant) and 
determine the geographical 
requirements for these 
notices (i.e. setbacks, 
preservation requirements, 
job cards, permit documents 
and any other related 
information.) 

R Y Satisfaction of this requirement may 
involve GIS or other parameters that the 
scripting tool offers. 

P20 Must provide ability to 
monitor the expiration of 
permits and notify the 
applicant via e-mail. 

R Y This requirement may be accomplished 
manually or by automatic email notification. 
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# Detailed Requirements R/O Y/N/M Comments 

P21 Address – relatively 
constant; some attributes 
can change over time. 

R Y  

P22 License / Permit / Project 
Details – project specific 
Scope, Dates, 
Classification, Activities 

R Y  

P23 Contractor information 
(Project specific – i.e. 
company name, address, 
contact information, 
licenses, etc.) 

R Y  

P24 Drawings-project specific O Y  
P25 Review Details-project 

specific (i.e. Request for 
variance) 

O Y  

P26 Required 
Approvals/Authorizations– 
project specific 

R Y  

P27 Environmental Control 
Approvals – 

 

R Y  

P28 

Use Details - 
Stories 

Square footage calculations, 
per floor 

R Y  

P29 Characteristics of Building - 

Type of mechanical 

R Y  

P30 Proposed use of building 
(Residential or Non 
residential) 

R Y  

P31 Project specific permit fees 
and payment details. 

R Y The system is designed so that specific 
fees can be assessed, calculated and 
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# Detailed Requirements R/O Y/N/M Comments 

made collectible according to the State’s 
business rules. 
 

P32 

Must maintain permit 
history. i.e. Address, 
Violations, email, change of 
Status, Notes, fees, Holds 
with description of hold, 
equipment item, entered by. 

R Y  

P33 
Must have ability to 
generate all manual holds / 
descriptions. 

R Y  

P34 

Must be able to assign 
update inspector’s area 
based on County, Township, 
City, ZIP codes or Boiler 
type. 

R Y Assignment may be made manually or 
automatically based on a number of 
factors. Assignment may also be made by 
these two factors.  

 
Total number of 
required/optional 
requirements 

30/4 NA NA 
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3  Inspection Functional Requirements 
 
# Detailed Requirements R/O Y/N/M Comments  
I1 Must provide ability to 

request inspections on-line, 
via phone, or e-mail.  
Inspector must confirm 
inspection prior to web 
scheduled date/time.  Once 
confirmed by, time must be 
blocked to eliminate over 
scheduling. 

O Y Assuming that the phone inspection is 
being called into a State person (and not 
implying use of an IVR system), all of the 
elements of this requirement are met by 
the Accela Automation system. Once an 
inspection has been scheduled (through 
the web portal) or assigned by staff, the 
inspection availability time for that 
inspection will not appear as available. 
 

I2 Must have the ability to 
request an inspection by 
phone for the inspector to 
schedule the inspection.  
Approximate inspection 
times should be viewable by 
the permit holder. 

R Y The solution can also eliminate the call 
since all available inspections will be made 
available on the web portal for selection 
should the end user access the system 
from this portal. 

I3 Must have the ability to view 
the permit issued by the 
Solution. 

R Y  

I4 Must be flexible to handle 
inspections that are prepaid 
(included in permit fee), 
purchased prior to 
inspection (separate fee) 
and invoiced (calculated 
based on work performed). 

R Y  

I5 Must reflect fees paid and 
payment due for specific 
inspections (i.e. re-
inspection, stop work order, 
and after hours inspections). 

R Y  

I6 Must define and show 
dependencies among the 
required inspections 
identified for a project. 

R Y The system is configurable to show 
inspections. 

I7 Must provide electronic 
distribution of related 
permit(s) and plan(s). 

O Y  

I8 Should not allow 
acceptance inspection if 
permit not issued. 

O Y The system workflow is designed to be 
configured to enable prerequisites to 
determine whether or not subsequent 
processes can be enabled. 
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# Detailed Requirements R/O Y/N/M Comments  
 

I9 Must be able to assign or 
update inspector’s area 
based on County, Township, 
City, ZIP codes or Boiler 
type. 

R Y  

I10 Must provide ability to 
create a work queue based 
on inspection approval 
dates. 

R Y This requirement is satisfied by workflow 
tasks driven by specific scripting of the 
State’s business rules.  

I11 Must have the ability to 
create inspection tasks 
based on the lifecycle of the 
project. 

R Y Tasks may be configured based on 
previous history. 

I12 Must provide a mechanism 
for communicating the 
estimated time of arrival 
determined by the Inspector 
via posting to the web, e-
mail.  Initial inspection or 
delayed from estimated time 
frame. 

O N  

I13 Must provide inspector with 
ability to view/plot a list of 
daily assigned inspections 
and their locations on a 
map. 

R Y Requires GIS and the Accela GIS interface 
module. 

I14 Must provide ability to 
manually select an inspector 
caseload; and up to 3 
additional inspector’s 
caseload. 

R Y The system allows manual inspection 
caseload to be determined by an 
authorized end user.  

I15 Must be able to provide 
future workload estimates 
for managers based on 
accumulated projects in the 
development cycle. 

R Y This requirement is best met by the 
generation of a report using the seamlessly 
integrated reporting tool.  

I16 Must provide ability for 
inspectors to create ad-hoc 
inspections. 

R Y  

I17 Must provide a travel route-
optimization tool showing 
street map level detail, 

R Y When used with Accela GIS, field 
operations are further enhanced and a fully 
mobile GIS solution is enabled.  Mobile 
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# Detailed Requirements R/O Y/N/M Comments  
locations(s). users have access to Bing Maps and 

ArcGIS Server maps and data. Further, 
they are empowered to edit GIS data, view 
complete parcel and activity histories, 
initiate new activities from the map 
interface, and optimize work routes all from 
their mobile devices.  Accela GIS 
capabilities are also extended to Accela 
Mobile office, and are available whether 
connected or disconnected from the 
network. 

I18 Should post schedule to 
web and E-mail status to 
Contractor. 

O  Scheduling of the inspection is posted to 
the applicable record on the web and the 
Contractor is mailed the successful 
inspection status. 
 

I19 Must make inspection 
reports and forms available 
electronically in the field 
(able to view forms, data, 
schedules, reports, 
notifications, etc.).  

R Y  

I20 Must provide ability for 
inspectors to 
update/combine the scope 
of the inspection tasks 
during an inspection (while 
connected to network and 
offline, if network 
connectivity is not 
available).  

R Y  

I21 Must provide ability for 
tracking inspection task 
details such as floors and 
number of units to be 
inspected. 

O Y User-defined fields can be generated to 
account for the input and tracking of any 
needed information. 

I22 Must provide ability for 
permit and serial (elevator 
devices) inspectors to 
generate a document and 
flag inspections with a note, 
violation, correction 
notice/order for potential 
issues, such as conflicts in 
inspection results and 
resolution of the conflicts. 

R Y  
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# Detailed Requirements R/O Y/N/M Comments  
I23 Must be able to automate 

alerts to other staff within 
BCC to identify issues, such 
as non-licensure, other 
inspection results. 

R Y Workflow notification or configuration of the 
scripting tool satisfies this requirement. 
 

I24 Must provide comment field 
for additional inspection 
notes/observations to be 
viewed/accessible by all 
BCC staff.  

R Y  

I25 Must provide historical 
building / property summary 
sheet (i.e. bldg. type, year 
built, repairs, sprinkler, fire 
alarms, occupancy type, 
floor location, etc.)  

R Y This information should most likely be 
assembled as a report can be run when 
needed. 

I26 Must provide permit real-
time data exchange with 
field devices (mobile device, 
laptop, etc.)  

R Y  

I27 Must have the ability to track 
the progress of inspection 
results published to the web 
for customers to view 
inspections results.   

O Y This requirement is satisfied by the 
customer’s or applicant’s ability to view this 
information directly on the system web 
portal. The State can determine what 
information is available for web portal 
access and viewing by these external 
users. 
 

I28 Must identify permits 
needed throughout the 
project lifecycle and must 
track the status and 
progress of inspections 
throughout different phases 
of the project.  

R Y  

I29 Must provide a digital 
Inspection card for recording 
completion and outcome of 
inspections (inspection 
results & violations). This 
shall include digital tracking 
of signoffs for inspections 
and logic for dependencies 
for the final inspection sign 
off.  
a. Must be able to print or 

R N  
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# Detailed Requirements R/O Y/N/M Comments  
email correction notices 

I30 Solution must use the 
coding on inspection form to 
indicate results such as 
Pass, fail, partial and 
corrections needed.  

R Y These elements are determinable and 
configurable as part of the system 
workflow. 

I31 Must track assessed and 
additional fees needed for 
special activities such as, 
special inspection fees and 
re-inspection fees.  

R Y This requirement can be configured to 
auto-engage or be triggered by scripting or 
accomplished manually. 
 

I32 Must provide ability for 
internal and external users 
to access and search for 
permit and inspection 
history by Address, Project 
ID, Contractor name, 
Permit#, License #, Elevator 
Serial #, etc.  

R Y  

I33 Must provide ability to view 
previous issued (paid for) 
permits, previous 
inspections results, and 
permit and inspection data.  

R Y  

I34 Building Data (Building 
name, year built, # floors, 
apartments, exits, elevators, 
etc.)  

R Y  

I35 Customer Data  R Y  

I36 License Data  R Y  

I37 Site / Addressing Data  R Y  

I38 Inspector Data  R Y  

I39 Project specific Permit / 
Serial /Project Fee(s) and 
payment details.  

R Y  
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# Detailed Requirements R/O Y/N/M Comments  

I40 Applicable plans and 
supporting documentation  

R Y  

I41 Building codes based on the 
date of issuance of permit 

R Y  

I42 Inspection findings & notes 
(notes field)  

R Y  

I43 Images captured by 
inspector  

R Y  

I44 

Must have ability to capture 
Annual Inspection 
information using a 
checklist. 

R Y  

I45 
Must provide pop-up if 
permit is in a status other 
than ISSUED. 

R Y The convenience and easy access of the 
Workflow Summary screen may override 
this requirement. However, if this is how 
the State desires to complete this 
requirement, a script can be developed.  
 

I46 

Must have the ability to site 
a violation without a permit.  
A hardcopy must be 
maintained at the office. 

O Y Assuming that the word “site” is a typo for 
the word “cite”, Accela Mobile Office has 
the ability for an inspector in the field to 
create a violation without having it 
associated with any permit or other case 
type. The information from the violation can 
be generated together as a report using the 
seamlessly integrated third party reporting 
tool. 
 

I47 

Must have ability to capture 
Premanufactured Home 
inspections data - Date of 
inspection, Manufacture (be 
able select from drop-down 
menu), Location of 
production facility, Travel 
Time (round to nearest ½ 
hour), Miles one way, Start 
Time, End Time, Unit Serial 
number, Box, Label, 
Approve (Y/N), Applied 
Date, Dealer, Submission 
number, Address, City, 
State. 

R Y  

I48 Ability to schedule 
inspections via client email 

O N  



 ................................................................................................................................................ CONTRACT #071B3200042  

 

264 
 

# Detailed Requirements R/O Y/N/M Comments  
(Outlook), and synchronize 
to Solutions email, 
scheduling tool. 

I49 

Ability to capture PreLicense 
Inspection data for a 
Manufactured Housing 
Community for any new, 
altered or added on to. 

R Y  

I50 

Must maintain current 
inspector numbers and 
issue new numbers as 
necessary.  Must be able to 
separate Inspector numbers 
by division with a unique 
number or alternate 
solution. 

R Y  

I51 

Must have the ability to 
issue a warning/flag if 
annual elevator inspection is 
being done more than 60 
days early. 

R Y Configuration of the scripting tool would 
enable triggering of the necessary 
notification X days in advance of the 
inspection. 
 

I52 

Must provide the ability for 
elevator inspectors to create 
a work queue based on 
inspections due by location: 
street address, zip code, 
city, or county. 

R N  

I53 

Must provide the ability for 
inspectors to issue 
correction orders, utilizing 
drop downs for common 
code violations and a field 
for manual entry for 
corrections needed. 

R Y  

I54 

Must provide the ability for 
inspectors or office 
personnel to comply 
correction orders individually 
or all open corrections for on 
a unit with one entry, this 
function is currently 
provided upon inspection 
entry- “All previous 
correction orders complied”- 
YES. 

R Y The assumption here is that correction 
orders are assigned by conditions of 
approval and that these conditions can be 
signed off in multiples. 



 ................................................................................................................................................ CONTRACT #071B3200042  

 

265 
 

# Detailed Requirements R/O Y/N/M Comments  

I55 

Must be able to capture 
Travel Log data to include 
Date of inspection, 
Beginning and Ending 
Odometer, calculate Total 
miles for the day, calculate 
Miles per inspection, 
Destination (Job Location), 
City or Township, County 
and Travel Reason (drop-
down option) and calculate 
the Total miles drive per 
month. 

R Y  

 
Total number of 
required/optional 
requirements 

46/9 NA NA 
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4. License Examination Functional Requirements 
 
# Detailed Requirements R/O Y/N/M Comments  
LE1 Must provide the ability to 

complete and submit a 
license examination or re-
examination application via 
the web. 

R Y  

LE2 Must have the ability to 
verify that a duplicate 
examination application is 
being submitted. 

R Y  

LE3 Must provide the ability to 
attach documents with the 
application. 

R Y  

LE4 Must provide the ability to 
notify the applicant of the 
status of the application.  
(i.e. Denial, approved). 

R Y While this is a supported requirement, the 
system also allows for this information to 
be directly viewed on the Workflow 
Summary screen on Accela Citizen 
Access, the system web portal. 
 

LE5 Must provide the ability to 
notify the applicant of 
additional information 
required via email, and 
workflow notice.  I.e. work 
history, experience. 

R Y  

LE6 Must have the ability to 
notify the applicant of 
scheduled times, dates, 
location of the examination, 
and the necessary 
examination instructions. 

R Y  

LE7 Must have the ability for the 
applicant to reply whether 
they have accepted declined 
or need to reschedule their 
personal examination date. 

R Y  

LE8 Must have the ability to 
assign temporary candidate 
number based on basic 
criteria.  (i.e. Copper project, 
book assignments). 

R N  
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# Detailed Requirements R/O Y/N/M Comments  
LE9 Must have a drop down box 

for the mechanical 
classifications.  Must allow 
for up to 15 classifications. 

R Y  

LE10 Must have the ability to 
apply for additional 
examinations for additional 
classifications after a license 
has already been Issued. 

R Y  

LE11 Must have the ability to 
notify the applicant that their 
fee has been forfeited due 
to non-response on their 
application. 

R Y This can also be configured to occur 
automatically on the basis of the non-
response. 

LE12 Once the applicant has 
passed the examination, 
must have the ability to send 
the license application via 
email or mail with 
instructions.  And assess a 
license fee. 

R Y  

# Total number of 
required/optional 
requirements 

12/0 NA NA 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
5.  License Functional Requirements 
 
# Detailed Requirements R/O Y/N/M Comments  
L1 Must generate unique or 

manually enter license 
R Y  
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# Detailed Requirements R/O Y/N/M Comments  
numbers that follow the 
Bureau’s license numbering 
sequence and standards 
(ability to customize prefix). 

L2 Must provide customer with 
ability to request or renew 
specific licenses on-line. 

R Y  

L3 Must have ability to make 
sure that Contractor has a 
master who is licensed and 
current and matches our 
records as the Contractor’s 
master of record 

R Y Configuration of the system scripting tool 
will enable satisfaction of this requirement 
without end user intervention. 

L4 Must provide automated 
license expiration and 
renewal function. 

R Y Inherent to workflow automation. 

L5 Must validate licenses 
assigned to customer 
accounts before permits can 
be obtained for specific 
types of work and verify 
issued license status and 
type and only allow 
customers to apply for 
permits with issued/valid 
licenses. 

R Y Configuration of the system scripting tool 
can be employed to meet this requirement. 

L6 Must display license 
expiration dates and types 
for all customer licenses in 
customer profile. 

R Y  

L7 Must maintain payment 
history. 

R Y  

L8 Must notify customers if 
status of their license is 
changing (i.e. expire, 
suspended, additional fees, 
late fees, no code update, 
no master etc.) via e-mail 
and workflow notice. 

R Y Workflow can be configured to trigger the 
automatic email notification. 

L9 Must provide ability to 
process and manage 
unlimited number of licenses 
and registration types and 
allow for multiple license 
types to be associated to an 

R Y  
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# Detailed Requirements R/O Y/N/M Comments  
account or a project. 

L10 Must have ability to cross 
reference for name or social 
security number duplication 
to prevent a second license 
/ registration number. 

R Y  

L11 Must have functionality for 
Certificate processing and 
maintenance for business 
license or individuals. 

R Y  

L12 Must be able to associate 
Contractor Licenses to 
Projects (with Contractor 
license holder’s permission). 

R Y  

L13 Must be able to limit specific 
licenses for specific jobs. 

R Y System configuration can establish the 
limits expressed by this requirement. 
 

L14 Must provide automatic 
notification to examinee 
once applicant has passed 
license examination, board 
or commission approved. 

R Y  

L15 Business licenses and 
duration. 

R Y  

L16 Contractor licenses. R Y  

L17 

Ability to maintain history 
information for License 
holder: 

a. Company name 
change  

b. Operator name 
change 

c. Master name 
change 

d. Contractor of 
record 

e. Date changes 
made 

f. Address changes 
g. Payments 
h. NSF Payments 

R Y The system satisfies this requirement in 
addition to incorporating any other fields 
needed for the license holder. 
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i. Administrative 

action 
j. Outstanding/late 

payments 
k. Reinstatements 
l. Email notification 
m. Comments 
n. Bond number 

L18 

Must be able to calculate 
overdue license fees and 
determine if it is within the 
range for license 
reinstatement. 

R Y Satisfied by workflow configuration and 
scripting. 

L19 

Must have ability to provide 
Notification if email is 
returned as non-deliverable 
email and be able to track. 

R Y  

L20 

Ability to maintain primary 
and secondary email 
address option for i.e. 
Personal, company 

R Y  

L21 

Have ability to have 
business and/or personal 
address.  Workflow to 
determine required address. 

R Y Satisfied by workflow configuration and 
scripting. 

L22 
When if address is a PO 
box, must provide physical 
or mailing address. 

R Y Configuration can trigger the requirement 
for a physical or mailing address. 
 

L23 

Must have ability to 
determine if a Code update 
course has been taken, 
when applicable. 

R Y  

L24 

Must provide notification to 
an Apprentice to apply and 
take the Journey plumbers 
exam within 5 years. 

R Y  

L25 
Must have ability to track if 
an Apprentice is enrolled or 
completed school. 

R Y  

L26 

Must have ability to reject an 
examination application, 
license application, license 
renewal if outside state 
jurisdiction. 

R Y  
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# Detailed Requirements R/O Y/N/M Comments  

L27 Licenses will be printed and 
mailed from office. 

R Y  

L28 
Ability for office staff to 
change status of license 
based on appropriate login. 

R Y  

L29 Capture and track correction 
orders/violations. 

R Y  

L30 
Address change for 
licensees to update permit 
address. 

R Y  
 

L31 

If a plumbing Contractor and 
master is the same person, 
only one renewal should be 
generated and only one fee 
calculated. 
If a plumbing master and 
Contractor are two different 
people, two renewals would 
be issued with two separate 
fees. 

R Y Use of the system scripting tool will enable 
the needed satisfaction of this requirement. 
 

L32 

Must have ability to verify 
Contractor / master of 
record license number from 
apprentice screen. 

R Y  

L33 

Must have the ability log 
complaints against 
licensees.  And capture 
Administrative action 
information. 

R Y This requirement is fully satisfied inherently 
in the system. Complaints can be logged 
internally or externally online using the 
system web portal. Configuration can 
mimic any needed tasks or activities 
required to complete all tasks related to the 
complaint. 
 

L34 Must have ability to prorate 
fees.   

R Y  

L35 

Must have flexibility override 
current fees. 

R Y Any such override, however, will be seen 
as part of the system audit trail if 
accomplished on a record. 
 

L36 
Must have ability to maintain 
Continued Education hours 
and dates. 

R Y  

L37 
Must have ability to add, 
modify, or remove 
community sites. 

R Y  
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# Detailed Requirements R/O Y/N/M Comments  

 
Total number of 
required/optional 
requirements 

37/0 NA NA 
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6.  Elevator Serial Functional Requirements 
 
 Detailed Requirements R/O Y/N/M Comments  
S1 Must generate unique or 

manually enter serial 
numbers that follow the 
Bureau’s serial numbering 
sequence and standards 
(ability to customize prefix). 

R Y  

S2 Must have ability to record 
device type and 
corresponding inspection 
schedule, SC= 24 months, 
P= 12 months. 

R Y  

S3 Must provide the ability to 
“code” a location as 
residential, commercial, 
state owned, or federally 
owned. 

R Y This is most easily accomplished by 
configuration of a drop down text field 
containing these attributes. 
 

S4 Must have the ability to 
record for each elevating 
device the system: type, 
manufacturer, installing 
Contractor, capacity, rated 
speed, rise in ft. & inches, # 
of car entrances, machine 
type, power type, control 
type, # of hoistway 
entrances. 

R Y  

S5 Must be able to record 
status of Elevator, i.e. APP 
(applied), PER (permit), 
ACT (active), SOS (sealed 
out of service). 

R Y  

S6 Must provide the ability for 
automated updates when 
appropriate, i.e. an 
installation has been 
inspected and the permit 
“finaled”, when the permit 
status is changed to FIN 
(either by an inspector or by 
the office staff) the elevator 
status should automatically 
change from PER to ACT, 
when an invoice is paid 
status of the elevator would 

R Y Enabled by the configuration of the system 
scripting tool. 
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 Detailed Requirements R/O Y/N/M Comments  
change from INV to ACT. 

S7 Must provide method to 
record and maintain 
accidents report information 
(& create monthly report). 

R Y  

S8 Must have ability to record 
elevator safety tests; types 
1-5, and the company 
number that performed the 
test/s. 

R Y  

S9 Must have the ability to 
generate unique invoice 
numbers. 

R Y  

S10 Must provide the ability to 
invoice for multiple elevators 
on one invoice with one 
invoice # this is currently 
accomplished by utilizing 
“account #’s”. 

R Y  

S11 Must provide the ability to 
change who is being billed 
per invoice. Must maintain a 
history of invoices/previous 
owners. 

R Y All invoices can be saved in the system 
repository or in an interfaced document 
management system as an automatically 
attached document and the document can 
include the owner name. 
 
 

S12 Must calculate inspection 
due dates based on type of 
device and last inspection 
date. 

R Y Accomplished by configuration of the 
system scripting tool. 

S13 Must provide the ability to 
“suspend” open correction 
orders when device location 
is vacant, or when the 
device is sealed out of 
service.  We need these 
open correction orders to 
come off our overdue 
correction orders list, this is 
currently accomplished by 
changing the due date, to a 
future date 01/01/2050. 

R Y  

 Total number of required / 
optional requirements 

13/0 NA NA 
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7.  Inspector Registration Requirements 
 
# Detailed Requirements  R/O Y/N/M Comments 
RE1 Must have ability to capture 

all jurisdictions and identify:  
a. Jurisdiction name 
b. Type of 

Municipality 
(Drop down list-
city, village, 
township, county) 

c. County 
municipality is 
located in (Drop 
down list of all 
counties) 

d. Address 1 & 2 
e. City 
f. State 
g. Zip Code 
h. Phone Number 
i. Fax Number 
j. E-mail address 
k. Population 

R Y Ability extends to definition of user-defined 
fields to capture any additional information. 

RE2 Must have ability to capture 
who has authority in a given 
jurisdiction (local, county or 
state) for each discipline 
(Building, Electrical, 
Mechanical, Plumbing) and 
the enforcement start and 
end date. 

R Y  

RE3 Must have ability to access 
list of all Inspectors, Building 
Officials and Plan 
Reviewers, employed by 
municipality, for each 
discipline. List of inspectors 
should include:  

1. First Name 
2. Last Name 
3. Registration Number 

R Y  

RE4 Must have ability to: 
a. Capture authority 

(local, county, state, 
no county program) 
for each jurisdiction 
within the state. 

b. Track enforcement 

R Y Information can be captured via individual 
fields or within information in the system 
workflow. 
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# Detailed Requirements  R/O Y/N/M Comments 
start date 

c. Enforcement End 
Date 

d. Initial Enforcement 
Date 

e. CCC Approval Date 
RE5 Must have ability to track 

and maintain Construction 
Board Members information 
for all local municipalities, 
including:  

a. First Name 
b. Middle Initial 
c. Last Name 
d. Date Appointed 
e. Appointment End 

Date 

R Y Information of this type can be tracked and 
maintained as reference Contact data. 

RE6 Must have ability to 
automatically generate an 
application number for: 

o Code Official 
Applications 

o Program 
Applications 

o Instructor 
Applications 

R Y These applications can be configured as 
records with all pertinent data, fees, tasks, 
workflow, etc. needed for their processing. 

RE7 Must have ability to capture 
and track action taken for 
code official 
applicants/registrants: 

1. Approval 
Recommended 

2. Approved by CCC 
3. Denied 
4. Returned for More 

Information 
5. Returned-Other 

by date action is taken and 
by whom. 

R Y 
 

This information is inherent to what can be 
configured, captured and tracked in the 
system workflow. 
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# Detailed Requirements R/O Y/N/M Comments 
RE8 Must have ability to capture 

the following Inspector 
Registrant information: 

1. Application type 
(drop down list for 
New Application or 
Add Category) 

2. Applicant Prefix 
3. First Name 
4. Middle Initial 
5. Last Name 
6. Suffix 
7. Social Security 

Number  
8. Address 1 & 2 
9. City  
10. State     
11. Zip Code 
12. County of Residence 
13. Phone Number 
14. If Address listed is 

home address 
(check box) 

15. If Application is 
signed (check box) 

16. Disciplines applying 
for (check boxes) 

17. Fees Required 
18. Amount Received 1 
19. Validation Date 
20. Transaction Number 
21. Amount Received 2 
22. Validation 2 
23. Transaction Number 

2 
24. Staff Assigned (drop 

down list) 
25. Date Assigned to 

Staff 
26. Location of File 
27. Pending Notes 
28. Pending Date 

R Y The system meets this requirement plus 
the ability to capture any additional data at 
any time in the future by the available and 
extensive configuration abilities available in 
Accela Automation. 

RE9 Must have ability to auto-fill 
inspector information from 
Code Official Master data 
when adding a discipline to 
an existing registration. 

R Y This requirement can be fulfilled by the 
configuration of the system scripting tool. 
 

RE10 Must have ability to 
automatically generate a 

R Y This requirement can be fulfilled by the 
configuration of the system scripting tool. 



 ................................................................................................................................................ CONTRACT #071B3200042  

 

278 
 

# Detailed Requirements R/O Y/N/M Comments 
registration number based 
on Construction Code 
Commission approval. 

 

RE11 Must have ability to capture:  
1. License Type 

(Building, Electrical, 
Mechanical, 
Plumbing) 

2. License Authority 
(State, Local) 

3. License Class 
(Journey, Contractor, 
Master) 

4. License Number 

R Y  

RE12 Must have ability to capture: 
 Date of Hire  
 Elected Official (fill in 

field) 
 Elected Official Title 

(fill in field) 
 Elected Official 

Signature (check 
box) 

 Job Duties Verified 
(check box) 

 Replace Registration 
Number (should auto 
fill name-from code 
official master list) 

 Replace Registration 
Name (provide 
search field if 
registration number 
does not auto fill, 
from code official 
master list) 

 Replace Term Date 

R Y  

RE13 Must have ability to transfer 
Code Official Application 
information to Code Official 
Master information upon 
CCC approval. 

R  This requirement can be fulfilled by the 
configuration of the system scripting tool. 
 

RE14 Must have ability to capture 
notes for each related 
program area. (Registration, 
Program, Instructor, 
Rosters, Renewals) 

R Y Notes can be input into the workflow 
element or in many other areas of the 
system. 



 ................................................................................................................................................ CONTRACT #071B3200042  

 

279 
 

# Detailed Requirements R/O Y/N/M Comments 
RE15 Must have ability to capture 

status for inspector 
registration: 

1. Active 
2. Inactive 
3. Provisional 
4. Revoked 
5. Renewal 
6. Deceased 

R Y  

RE16 Must have ability to track 
registration history. 

1. Payments (renewals) 
2. Address change 
3. Phone Number 

change 
4. Jurisdiction changes 
5. Status (dropping or 

adding categories) 
changes 

6. License information 
changes 

R Y  

RE17 Must have ability to pro-rate 
educational hour 
requirements based on date 
that individual becomes 
registered in accordance 
with Act 54 Registration 
Rules. 

R Y Use of the scripting tool will satisfy this 
requirement. 
 

RE18 Must have ability to capture 
and track programs 
attended as part of 
Continuing Education 
Requirements. 

 Program number 
 Program title 
 Hours approved 
 Category approved 

for 
 Date Taken 
 Roster Number 

R Y  

RE19 Must have ability to capture 
accumulated continuing 
education hours and 
required education hours in 
the following categories: 

 Administration 
 Communication 
 Plan Review 

R Y  
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# Detailed Requirements R/O Y/N/M Comments 
 Specialty Building 

Official/Plan 
Reviewer Only 

 Technical Building 
Official/Plan 
Reviewer Only 

 Building Specialty 
 Building Technical 
 Electrical Specialty 
 Electrical Technical 
 Mechanical Specialty 
 Mechanical 

Technical 
 Plumbing Specialty 
 Plumbing Technical 

RE20 Must have ability to 
manually change or reset 
required hours with 
restricted access for division 
staff. 

R Y  

RE21 Must be able to capture 
registration cycle 
information: 
D. Beginning Date 
E. Ending Date 
F. Fee Amount 

For the entire cycle history. 

R Y  

RE22 Must have ability to compile 
a batch file of registrants 
that have the required 
continuing education hours 
to Renew versus those with 
insufficient hours. 

R Y  

RE23 Must have ability to compile 
a batch file of registrants 
with insufficient hours or 
fees after the end date of 
the cycle to become 
Inactive. 

R Y Generation of a report will satisfy this 
requirement. 
 

RE24 Must have ability to capture 
renewal information: 
F. Date Received 
G. Amount Received 
H. Date Sent 
I. Certificate print date 

R Y  

RE25 Must have ability to 
determine sufficient 
education hours based on 

R Y Configuration of the system scripting tool 
will satisfy this requirement. 
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# Detailed Requirements R/O Y/N/M Comments 
accumulated hours vs. 
required hours. (Check box) 

RE26 Must have ability to prevent 
processing of code official 
renewal without: 

1. Sufficient Credit 
Hours  

2. Sufficient Fees 
3. Signed application 

(check box to verify) 

R Y Configuration of the system scripting tool 
will satisfy this requirement. 

RE27 Must have ability to capture 
the following instructor 
information: 

a. Received Date 
b. Application Type 

(New or Renewal) 
c. Applicant Prefix 
d. First Name 
e. Middle Initial 
f. Last Name 
g. Suffix 
h. Social Security 

Number  
i. Address 1  
j. Address 2 
k. City  
l. State     
m. Zip Code 
n. Phone Number 
o. Organization Name 
p. Program Type (New, 

Renewal or No 
Program) 

q. Fee Required 
(Check Box) 

r. Fee Amount 
s. Amount Received 1 
t. Validation Date 
u. Transaction Number 
v. Amount Received 2 
w. Validation 2 
x. Transaction Number 

2 
y. Staff Assigned (drop 

down list) 
z. Date Assigned to 

Staff 
aa. Pending Date 

R Y  
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# Detailed Requirements R/O Y/N/M Comments 
bb. Notes Field 
cc. Items Verified (check 

boxes) for 
Background, 
Certifications, 
Signature, 
Education/Training, 
Teaching Experience 

dd. Categories Applying 
for (check boxes): 
Administration, 
Communication, 
Plan Review, 
Building, Electrical, 
Mechanical, 
Plumbing Specialty, 
Building, Electrical, 
Mechanical, 
Plumbing Technical 

RE28 Must have ability to 
automatically generate 
application number for 
instructor applications and 
program applications. 

R Y  

RE29 Must have ability to capture 
and track action taken for 
instructors: 

6. Approval 
Recommended 

7. Approved by CCC 
8. Denied 
9. Returned for More 

Information 
10. Returned-Other 

by date action is taken and 
by whom 

R Y Information listed can be configured and 
tracked within the system workflow. 

RE30 Must have ability to 
automatically generate 
instructor approval number 
at the time it is approved by 
Building division. 

R Y Configuration of the system scripting tool 
will satisfy this requirement. 

RE31 Must have ability to auto-fill 
information if “renewal” is 
selected for instructor 
application and keep 
existing approval number. 

R Y Configuration of the system scripting tool 
will satisfy this requirement. 
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# Detailed Requirements R/O Y/N/M Comments 
RE32 Must have ability to assign 

an already approved 
instructor to program when 
entering program 
application. 

R Y  

RE33 Must have ability to capture 
the following program 
application information: 

a. Date Received 
b. Program Title 
c. Course Study (Drop 

down field)-
Classroom (CR), 
Independent Study 
(IS), and Internet 
Course (INT) 

d. Contact Prefix 
e. Contact Name 
f. Coordinator (check 

box) 
g. Organization 
h. Address 1 
i. Address 2 
j. City 
k. State 
l. Zip 
m. Phone Number 
n. Extension 
o. E-mail Address 
p. Conference Name 
q. Location 
r. City 
s. State 
t. Zip 
u. Conference Date 
v. Hours Requested 

(Administration, 
Communication, 
Plan Review, 
Building, Electrical, 
Mechanical, 
Plumbing Specialty, 
Building, Electrical, 
Mechanical, 
Plumbing Technical 

w. Fees Required 
x. Fees Received 1 
y. Validation Date 1 

R Y  
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# Detailed Requirements R/O Y/N/M Comments 
z. Transaction Number 

1 
aa. Fees Received 2 
bb. Validation Date 2 
cc. Transaction Number 

2 
dd. Staff Assigned 
ee. Date Assigned 
ff. Pending Date 
gg. Notes Field 
hh. Verified (check 

boxes) for: Program 
Objective, 
Codes/Standards, 
Continual, Criteria, 
Roster Required, 
Attendance History, 
Signature, Outline 

RE34 Must have ability to 
automatically generate 
program application number 

R Y  

RE35 Must have ability to 
automatically generate 
program approval number at 
time of Building Division 
approval. 

R Y Configuration of the system scripting tool 
will satisfy this requirement. 

RE36 Must have ability to capture 
and track action taken for 
programs: 

11. Approval 
Recommended 

12. Approved by CCC 
13. Denied 
14. Returned for More 

Information 
15. Returned-Other 

by date action is taken and 
by whom 

R Y Information listed can be configured and 
tracked within the system workflow. 

RE37 Must have ability to capture 
the following roster 
information: 

a. Program Number 
(captured in program 
master) and auto-fill 
title and approved 
instructor information 
and hours program 

R Y The system meets all elements of this 
requirement currently except for Item D, 
instructor information.  



 ................................................................................................................................................ CONTRACT #071B3200042  

 

285 
 

# Detailed Requirements R/O Y/N/M Comments 
is approved for. 

b. Program Date 
c. Date Roster 

Received 
d. Instructor Number 

(captured in 
Instructor Master) 
and auto-fill 
Instructor Name 

RE38 Must have ability to 
manually change program 
hours with restricted access 
for division staff. 

R Y  

RE39 Must have ability to capture 
program attendees by 
registration number 
(captured in code official 
master) and auto-fill name 
to grant credit for 
attendance. 

R Y  

RE40 Must have ability to link 
roster information/program 
attendance to code official 
master data. 

R Y The assumption here is that “master data” 
is assumed to mean the license 
requirement data or the individual exam.  

RE41 Must have ability to delete 
attendees from roster (and 
remove credit from code 
official master) after it has 
been granted. 

R Y Use of the system scripting tool satisfies 
this requirement. 

 Total number of 
required/optional 
requirements 

41/0 NA NA 
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8.  Addressing Functional Requirements 
 
# Detailed Requirements R/O Y/N/M Comments  
A1 Must handle address 

validation for Site addresses 
located within the State’s 
jurisdiction.  

R Y Assumes consolidated single source of 
address information made available to the 
system. 

A2 Must provide auto-complete 
functionality for addressing 
(i.e. like street names).  

O N  

A3 Must provide an address 
drop-down list of similar 
street names and numbers 
to select from.  

R N  

A4 Must return all address 
fields (number, direction, 
street name, modifier and 
current owner)  

R Y  

A5 Must provide the ability to 
identify all permits that have 
the same owners’ names (or 
agents’ names) and mailing 
addresses.  

R Y System search capacities allow for nearly 
every field in the system to become a 
search parameter. 

A6 Must provide address 
formats that support and 
conform to US Post Office 
addressing, international 
addressing and non-
deliverable addresses.  

O N USPS addressing standards require an 
interface to the external system having 
such data. While we can provide this 
interface as an option, it is not included in 
our separately sealed Price Proposal. 

 Total number of 
required/optional 
requirements 

4/2 NA NA 

 
 
 
 
 
 
 
 
 
9.  Data Collection Functional Requirements 
 
# Detailed Requirements R/O Y/N/M Comments  
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# Detailed Requirements R/O Y/N/M Comments  
D1 Must support international 

standard date format 
according to ISO 8601 
(YYYY:MM:DD, +hh:mm:ss, 
etc.).  

O Y  

D2 Must provide the ability to 
assign business rules for 
data entry validation rules 
for all entry points (manual 
entry, data load from 
external sources).  The 
ability to add, edit, delete 
rules and edits as the need 
arises.  

R Y  

D3 Must provide the ability to 
conduct on-line 
collaboration, submit and 
identify comment by 
reviewer or group, version 
control, etc.  

R Y As a true web-based and web-accessed 
system, Accela Automation fully supports 
universal access. Comments tracking is 
enabled when configured and 
accomplished as a by-product of the 
system workflow. 
 

D4 Must provide the ability to 
perform mobile data 
collection on-line as well as 
an off-line with data 
synchronization.  

R Y Accela Mobile Office has full online and 
offline functionality, and can operate 
independently of internet connection.  It 
can operate in wireless environments, 
transmitting field information and data in 
real-time.  Alternatively, it can operate 
offline and in a store and forward mode 
where data captured is uploaded upon 
reconnection to a wireless network or upon 
return to the office. 
 

D5 Must store approved 
documents for minimum 
time required by the 
Bureau’s approved retention 
schedule. Electronic 
documents of buildings shall 
be kept for the life of 
building (absolute 
requirement).    

R Y Purging of system data is not required 
under Accela Automation. Documents and 
records may be stored for as long as the 
State desires or by adherence to the 
Bureau’s retention schedule. 

D6 Must maintain multiple years 
of data to generate 
necessary reports by and for 
any specific year via 
versioning.  

R Y Multiple years of data may be maintained in 
the system as there is no requirement to 
offload this information. There are multiple 
ways of indicating versioning on such data. 
 

 Total number of 
required/optional 
requirements 

5/1 NA NA 
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10.  Workflow and Tracking Functional Requirements 
 
# Detailed Requirements R/O Y/N/M Comments  
WT1 Must integrate with other 

Business Process 
Applications and Document 
Management Solutions. 

O Y The solution has been interfaced with a 
multitude of systems over the course of 
Contractor’s experience at over 500 
government agencies and has this ability 
natively. No interfaces have been 
accounted for under this proposal other 
than with the IRMA, C3, and MBOS 
systems. 
 

WT2 Must be able to configure 
business rules and 
workflows that mimic 
specific agency 
requirements without 
Contractor assistance or 
significant developer talent 
or time to make changes.  

R Y Once Contractor has trained State staff as 
part of its implementation services, staff will 
have the ability to configure the system 
without Contractor involvement. 

WT3 Must provide the ability to 
assign business rules within 
BCC for data entry 
validation rules for all entry 
points (manual entry, data 
load from external sources).  
The ability to add, edit, 
delete rules and edits as the 
need arises.  

R Y  

WT4 Must be able to access all 
project notes by unique 
Project-ID (i.e. exceptions to 
setbacks, etc.).  

R Y  

WT5 Customer must be informed 
of fees prior to payment 
(Solution must be able to 
administer flat fees and 
valuation based fees).  

O Y The customer has the ability to view all 
fees prior to making payment through 
Accela Citizen Access, the web portal of 
Accela Automation. 
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# Detailed Requirements R/O Y/N/M Comments  
WT6 Must provide the ability to 

audit/validate workflow 
steps allowing supervisor to 
review value, work and/or 
task completion status.  

R Y These requirements are inherently 
available in the system workflow. 

WT7 Must provide the ability to 
support staging steps for 
comparing and analysis of 
external source files before 
loading into application 
tables.  

R N This is handled externally to the system. 

WT8 Must provide the ability to 
track and view all finished 
documents from each queue 
for maintenance and 
tracking of statistic 
information.  

R Y  

WT9 Must provide the ability to 
show all open projects for 
an identified customer or 
location and all open/closed 
records for an identified 
customer, project or 
location.  

R  The real-time status of each project, 
permit, license or complaint is readily 
available for viewing by applicant or 
submitter or the public via the online portal 
24/7. 

WT10 Must be able to view 
multiple projects and 
screens simultaneously 
without having to cancel one 
to open another or without 
losing data when navigating 
between screens.  

R Y  

WT11 Must provide ability to 
submit notifications for 
customer inactivity that will 
result in expiration of 
licenses, cancellation of 
permits (i.e. “Void 
Warnings”), etc.  

R Y Configuration of a script can enable the 
change of license status as described. 

 Total number of 
required/optional 
requirements 

9/2 NA NA 
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11.  Fee and Calculation Functional Requirements 
 
# Detailed Requirements  R/O Y/N/M Comments  
FP1 Must provide ability to 

add/remove/modify any fees 
and re-issue an invoice if 
necessary. 

R Y  

FP2 Must be adaptable and 
flexible to incorporate any 
new fees and fee structures 
based on new ordinances. 

R Y  

FP3 Must be able to incorporate 
multiple formulas / 
algorithms for fee 
calculations (i.e. fees by the 
hour, by valuation, square 
footage, etc.). 

R Y  

FP4 Must provide ability to 
predefine effective dates for 
permit fee changes (i.e. 
1/1/2010). 

R Y  

FP5 Must be compliant with 
Payment Card Industry Data 
Security Standard (PCI 
DSS). 

R Y Additionally, the cashiering and fee 
functions in the system employ many 
GAAP principles. 

FP6 Must be able to do online 
fee payment or payments at 
counter using the State of 
Michigan’s payment 
gateway. 

R M  

FP7 Must allow for customer 
refunds or credits 
(processing and tracking of 
permit / license / serial / plan 
review reimbursements or 
credits). 

R Y  

FP8 Must provide automated 
warnings and/or holds 
based on delinquent 
accounts (i.e. expired 
licenses, bounced checks, 
partial/down payment). 

R Y Warnings/holds can be enabled manually 
or automatically. 

FP9 Must validate that full 
payments have been 
received for license 
applications and license 
renewals. 

R Y  
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# Detailed Requirements  R/O Y/N/M Comments  
FP10 Must allow for partial or no 

payment for permit 
applications and invoices. 
(i.e. Inter Account Billings). 

R Y The State has the ability to configure the 
appropriate payment provisions for each 
record type. 

FP11 Must allow for printing of 
receipt with breakdown of 
fees paid. 

R Y  

FP12 Must be able to define 
account details for each 
transaction type 
(configuration and 
transaction detail 
requirement). 

R Y Account details are available on screen to 
end users as well as available on receipts 
– all according to the State’s business 
needs. 
 

FP13 Must reconcile on-line and 
in house accounts. 

R Y This is accomplished inherently in the 
system. 

FP14 Must provide ability to 
search by transaction 
number. 

R Y  

FP15 Must provide ability to bill 
customer for combination of 
standard fees + calculated 
fees (i.e. overtime, 
Administrative Action). 

R Y Customers may be sent invoices and bills 
accumulated from system data as invoices, 
letters, etc. by the integrated reporting tool. 
 

FP16 Must provide ability to 
record and manage 
bonds/deposits as related to 
the permit / license process. 

R Y  

FP17 Must allow for multiple 
permits to be processed in a 
single order / session 
(shopping cart). An "order" 
or “payment” may contain 
multiple items such as 
permits, license renewals, 
late fees, re-inspection fees, 
and fines. 

R Y  

FP18 Must provide real time 
payment verification. 

R Y  

FP19 

Must have ability to interface 
with State of Michigan 
cashiering system. 

O M Integration between Accela Automation 
and the State’s cashiering system (C3) has 
been included as part of this proposal.  
 

FP20 Must have ability to interface 
with State of Michigan 

R M Integration between Accela Automation 
and the MBOS system is one of three 
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# Detailed Requirements  R/O Y/N/M Comments  
MBOS, Centralized 
Electronic Payment 
Authorization System 

interfaces accounted for under this 
proposal. 

FP21 
Ability to capture renewal 
fees, late fees, examination 
fees, affiliation fees. 

R Y  

 
Total number of 
required/optional 
requirements 

20/1 NA NA 
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13.  Reports Functional Requirements 
 
# Detailed Requirements R/O Y/N/M Comments  
R1 Must be able to configure dashboard to 

track key performance metrics based on 
predetermined service levels for each 
functional area. 

R Y The Automation consoles of Accela Automation are a zero-
deploy, role-based UI paradigm that lets end-users interact 
with their information in the ways they need to perform key 
business tasks.  

We deploy consoles via portal managers, leveraging the 
benefits of RSS to display information from external solutions 
directly in end-user consoles providing for end-user 
personalization. Administrators can allow end users to 
personalize their consoles, such that end users can rearrange 
portlets, remove and add portlets, create and save 
personalized frequently used data queries, and customize 
data columns that they want to see. 
 

R2 Must provide ability for real-time 
monitoring of task / workflow status by 
location, project, functional group, date, 
ownership, customer/business name or 
any other field, as needed. 

R Y This requirement is met either by viewable information in the 
workflow or in other user-defined fields in the system. 

R3 Must provide dashboards on throughput 
/ scorecard performance measures (i.e. 
projects completed by phase, permit 
issued, inspections conducted, review 
times, backlogs, trends, etc.). 

R Y  

R4 Must provide summary / drill down 
capabilities such as; trail / reporting of 
all system activity, including open 
permits, inspections, licenses, customer 
history etc. 

R Y This information is either available in the system for viewing 
by authorized end users or through the generation of a report 
using the integrated reporting system. 

R5 Should provide ability to log and review 
interim decisions by reviewer group. 

O Y This requirement can be satisfied by configuration of the 
workflow element. 
 

R6 Must be able to track time spent on all 
activities for each project by reviewer or 
functional group. 

R Y Additionally, invoices can be generated for billing to external 
sources as needed. 

R7 Must have ability to print and mail 
licenses / certificates from Bureau’s 
Administrative office. 

R Y  

R8 Must have the ability to generate 
examination admission cards.  
Admission card must be presented at 
the testing site. 

R Y Output to a card or other non-standard product is dependent 
on printer output ability and not the solution. 

R9 Must have the ability to generate 
examination rosters. 

R Y  
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# Detailed Requirements R/O Y/N/M Comments  
R10 Must have the ability to generate a 

pass/fail report reflecting scores. 
R Y  

R11 Must have ability to generate an 
Inspector Activity Report, viewable / 
printed to include Name of Applicant, 
Address (Job location), Date of 
inspection, Start and End time of 
inspection, Activity Type, Permit 
number, Inspection Location (City, 
Township), County, Type of Inspection, 
Violations, Issue Notice, V Corr Note, 
Notes and Inspection history. 

R Y Enabled through the abilities offered by the seamlessly 
integrated report writer system. 

R12 Must have ability to generate an 
Inspector Travel Log to include: unique 
Inspector number, Inspector name, 
Bureau name, Division, Vehicle unique 
number, From and To dates, Travel 
Reason, Odometer Begin, Odometer 
End, Total Miles for Day, Total Miles 
between inspections and Index Code. 

R Y Enabled through the abilities offered by the seamlessly 
integrated report writer system. 

R13 Must have ability to generate a 
Premanufactured Home reports to 
include: Date of inspection, 
Manufacture (be able select from drop-
down menu), Location of production 
facility, Travel Time (round to nearest ½ 
hour), Miles (one way), Start Time, End 
Time, Unit Serial number, Box, Label, 
Approve (Y/N), Applied Date, Dealer, 
Submission number, Address, City, 
State. 

R Y Enabled through the abilities offered by the seamlessly 
integrated report writer system. 

R14 Must provide serial accident monthly 
report. 

R Y Enabled through the abilities offered by the seamlessly 
integrated report writer system. 

R15 Must provide the ability to create and 
issue invoices; overdue invoices and 
Inter Account Bill invoices for state 
owned devices. 

R Y  

R16 Must provide the ability to create an 
inspection due report. 

R Y  

R17 Must provide ability to produce reports 
to support program, invoices due, 
invoices paid, invoices overdue, 
invoices voided, invoiced turned over to 
collections, inspection due report by  
county, zip or inspector, inspections 
done per inspector, per month per fiscal 
year, correction due report, corrections 
overdue report 

R Y Enabled through the abilities offered by the seamlessly 
integrated report writer system. 
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# Detailed Requirements R/O Y/N/M Comments  
R18 Must be able to compile Plan Review 

findings in a letter to be sent via mail or 
email. 

R Y  

R19 Must have ability to generate an Annual 
Inspection Report to record inspections 
/ violations. 

R Y  

R20 Must have ability to update Department 
name, Bureau name and any fixed text 
on all report documents. 

R Y  

 Total number of required/optional 
requirements 

19/1 NA NA 

 
 
 
14.  Searching Functional Requirements 
 
# Detailed Requirements R/O Y/N/M Comments 
SQ1 Must be able to search on 

all data and have full text 
search capability (PDF-files, 
etc.) 

R N  

SQ2 Must provide the ability for 
user defined fields such as 
date ranges & selected 
codes, within standard 
queries. 

R Y  

SQ3 Must be able to search on 
multiple criteria and 
generate ad-hoc reports on 
all fields and any 
combination of fields for a 
given date range (i.e. 
principal name, property 
identification/characteristics, 
permit types). 

R Y The system search screen facilitates and 
aids in the setting up of search 
mechanisms. 

SQ4 Must provide the ability to 
query aggregate data. 

R Y  

SQ5 Must provide the ability to 
search by secondary 
identifiers including, but not 
limited to name, mailing 
address, postal code, and 
street address. 

R Y  

SQ6 Must include wildcard 
search capabilities.  

R Y  

SQ7 Must provide ability to run 
standard and ad-hoc 

R Y  
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# Detailed Requirements R/O Y/N/M Comments 
queries. 

SQ8 Must be able to search for a 
Project / permit / license / 
serial by the following 

Customer Email / Phone 

invoice number. 

R Y  

SQ9 Must provide support 
phonetic name lookup. 

O N  

SQ10 Must be able to provide 
summary of all permits for a 
specific address for a 
specific year. 

R Y Enabled through the abilities offered by the 
seamlessly integrated report writer system. 

SQ11 Must provide integration 
with GIS maps as 
demographic reporting 
option where maps would 
help explain the requested 
tabular data 
(demographics). 

O Y This requirement is met through Accela 
GIS – the two-way interface module 
between Accela Automation and the ESRI 
GIS system. 

SQ12 Must provide ability to 
create and modify standard 
reporting templates for each 
organization as applicable. 

R Y  

SQ13 Must be able to create and 
save AD-hoc reporting 
templates under user 
profiles. 

R Y  

SQ14 Must provide batch print 
function for all online 
permits, online renewals on 
demand or by pre-
determined schedule. 

R Y  

SQ15 Must sort options for batch 
print / email function. (i.e. 
license number, zip code) 

R Y  
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# Detailed Requirements R/O Y/N/M Comments 
SQ16 Must provide the ability to 

embed (cut & paste) digital 
images in reports. 

O N Not currently available as part of the 
standard functionality in our seamlessly 
integrated reporting system. 
 

SQ17 Must provide the ability to 
print daily, weekly, monthly 
meeting and assignment 
schedules. 

R Y Fulfilled as extracts from saved system 
information. 

SQ18 Must provide the ability to 
save user-generated reports 
either under user profile or 
public. 

R Y  

SQ19 Must provide the ability to 
generate reports listing 
withdrawn applications and 
scheduling changes. 

R Y Enabled through the abilities offered by the 
seamlessly integrated report writer system. 

SQ20 Must provide the ability to 
produce form letters, 
correspondence and notices 
associated with all 
development functions. 

R Y  

SQ21 Must provide ability to 
distribute reports as e-mail 
attachment, electronic fax 
and through workflow. 

R Y All elements of this requirement are 
inherently met with the exception of the 
ability to send faxes through the system. 
However once a file or document exists in 
an electronic document, it can be sent via 
email directly or through workflow. 
 

SQ22 Must provide the ability to 
import or export data 
through different types of 

-
editable PDF format (full text 

format that can be exported 

XML, etc. 

R Y  

SQ23 Should provide ability to 
“subscribe” to standards 
reports, etc.  

O N This functionality is not currently available 
in the system. 

SQ24 Must generate standard 
form letters, 
correspondence and mailing 
labels based on user-
defined criteria. User must 
be able to create new form. 

R Y  
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# Detailed Requirements R/O Y/N/M Comments 
SQ25 Must provide samples of top 

5 canned reports/functional 
area, user group, etc. 

R Y We have provided the noted samples in a 
supplement immediately following this 
Appendix B. 

SQ26 List the reporting writing tool 
your solution offers and skill 
sets and training report 
writers will need. 

R Y  

SQ27 Must have ability to search 
for code update course for 
specific year(s). 

R Y  
 

SQ27 Must be able to search for 
licensed BCC licensee by 
any combination of 
parameters: 
a. Company name; 
b. Contact name - person 
that works at the licensed 
company 
c. License type - 
mechanical, electrical, etc. 
d. Approved licensees within 
x-miles of an address. 
e. Licensee number 
f. Address 
g. County 
h. Bond number 

R Y Note: This requirement has the same ID# 
as the one above. 

SQ28 Need ability to provide an 
online list request for 
customers where they can 
choose from drop downs the 
specific information they 
would like, the order in 
which they would like it on 
the list and also offer pre-
defined lists.  Would like the 
system to create the list on 
the criteria selected, create 
an invoice, allow the invoice 
to be paid on line by the 
customer and then generate 
and e-mail them the list. in 
CSV, PDF, or Excel or other 
formats. 

O Y  

 Total number of 
required/optional 
requirements 

23/5 NA NA 
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Appendix C – Service Level Agreement (SLA) 
 
The Bidder shall complete the following and indicate whether agree to be held responsible for the 
SLA requirements listed below.  By mutual consent and in writing the SLA can be changed. 
 
Requirement 1 Support Response 
Description Once operational, Contractor shall respond to calls for system support 

as follows: 
a. Between the hours of (a) 7 a.m. to 9 p.m., Eastern Time.  The 

selection of options is based upon cost and finalized with the contract  
b. Critical (system outage) or High (major modules down, some 

services available) – Contractor response within 30 minutes 
c. Moderate (majority of application is up, some services down) or Low 

(Limited problem with no major disruptive ramifications) - Contractor 
response within 2 hours 

Measurement Total number of trouble tickets responded to, within the severity level time 
frame, divided by total number of tickets received. 

Target 
Performance 

No more than one failure if less than 10 tickets  
90% compliance with target service level if at least 10 tickets but less than 20 
tickets 
95% compliance with target service level if at least 20 tickets but less than 
100 tickets 
99% compliance with target service level if at least 100 tickets 

Period of 
Review 

Monthly 

Bidder 
Response 
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Appendix D – Resume Templates 
 
 
Résumés for these key positions must be provided with relevant skills, experience, and 
references provided. 
 
It is acceptable for one person to fill multiple key positions for this project. However, a key résumé 
template must be completed for each key position to demonstrate that the required skills and 
experience are met and the proposal must demonstrate that the individual is assigned to the 
project for sufficient hours to meet the requirements of all roles for which they have been 
designated. 

 
The SOM may evaluate such criteria as time spent by the personnel directly supporting the 
proposed solution, and comparable size, scope and complexity of implementations accomplished. 
 
The Contractor must submit a Letter of Commitment for staff who will be assigned to the 
Contract, signed by the identified resource, stating their commitment to work for the Contractor on 
this project contingent on award of the bid. If the identified personnel are currently assigned to 
another State project the Contractor must provide a letter signed by the State Program Manager 
releasing the individual from the other project upon execution of the contract. 
 

Proposed Resource Name:  

Proposed Classification:   Project Manager 
Key Personnel:  Yes     or    No       

If resource is associated with a 
Subcontractor provide name of 
company: 

 

Percentage of  time resource will be 
allocated to project:  

 
Bidder:  List the skills and experience that qualify the individual for the duties and 
responsibilities on this project for the proposed role.  Provide the name of the project(s) 
and the year(s) the experience was obtained.   
 
The experience requirements are as follows: 
 

Required Skills Bidder’s Response 
7 years of experience application 
configuration and implementation of 
projects of similar size and scope of this 
Contract 

Does resource have this required skill:   Yes or  No  
 
Description of skills and experience: Example: 10 yrs. 
exp with (Contractor name) implementing multimillion-dollar, 
statewide implementations of intelligence management and 
analysis systems 
 
Name of project(s) and year(s) experience was 
obtained: Example: Michigan Infinity Project – 1995 to 1998 
Ohio Intelligence Center Project – 1998 to present 

2 years of experience in managing projects 
implementing the Contractor’s proposed 
solution 

Does resource have this required skill: Yes   or   No  
 
Description of skills and experience: 
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Name of project(s) and year(s) experience was 
obtained: 

Education: Bachelor’s Degree or equivalent 
experience 
 

Does resource have this required skill:   Yes  or   No  
Example: BS Degree in Computer Science – see Education 
information below 
 

Certification: Project Management 
Professional certification (Preferred) 
 
 

Does resource have this preferred skill: Yes   or  No  
If yes, provide copy of certification 

 
List client references for work performed to meet the requirements stated above, and all projects 
the proposed resource has worked on in the last three (3) years.  A minimum of three (3) 
references are required.  By submission of this information, the bidder and identified key person 
authorize the State of Michigan to contact references and previous employers provided to verify 
the accuracy of the information.  Provide the identified information for each: 
 
Start Date: date started on project End Date: date rolled off project 
Client/Project: Client, with contact information (i.e.: address,  phone #s , and email address), and project 
name 
Employer: identify employer at the time of experience 
Title/Percentage of time: title of role on project and percentage of time spent on project 
Description: brief description of responsibilities for the project.  Include software version  
 
Start Date:  End Date:  
Client/Project:  
Employer:  
Title/Percentage of time:  
Description:  
 
Start Date:  End Date:  
Client/Project:  
Employer:  
Title/Percentage of time:  
Description:  
 
EDUCATION   

Education 
Degree (i.e. PhD, 
Master’s, Bachelors) 

Example:  Master in Engineering Year Completed:    1998 

Program Major(s) area of study: Computer Science  
University (include address)Example: MSU – East Lansing, Michigan 
 

Additional Education 
Degree (i.e. PhD, 
Master’s, Bachelors) 

Example:  Bachelors’ in Business 
Administration 

Year Completed:    1994 

Program Major(s) area of study:    
Example: Management 

Minor area of study:  Example:    
Economics 

University (include address) Example: Central MI University, Mt. Pleasant, MI 
 
TRAINING – Provide any relevant technical or professional training related to the role resource 
will be providing on this project. 
 

Technical or Professional Training 
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Course Name  
Topic (include credit hours if applicable) 
Date taken  
 

Certifications/Affiliations 
Name    
Topic/Description  
Date completed  
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Appendix E – EASA RESERVED 
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Appendix F – Preliminary Project Plan 
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Appendix G – Cost Tables and Payment Schedule 
 
 

Table 1: Summary of the Project Cost 
 
These costs apply to the 5-year contract base period only, not the option 

years. 
 

One Time Project Costs 

Item Project Cost(s) Cost ($)  Comments 

a.  Deliverables 1 – 26 2,668,635.00 
See Table 2, Deliverable- based 
payment schedule. 

b.  
Sub-total of the One-time Project 
Costs $2,668,635.00  

On-Going/Future Project Costs 

Item Project Cost(s) Cost ($)  Comments 

c.  
Software, Maintenance and Support 
(help desk) $1,285,140.00 

See Table 3, Software License, 
Maintenance and Support 
Deliverable- based payment 
schedule. 

d.  Reserve Bank of Hours $92,500.00 See Table 4, Reserve Bank of Hours 

e.  
Sub-total of the Ongoing/Future 
Project Costs $1,377,640.00 

 

 
Total Project Cost 

$ 
4,046,275.00 
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Table 2 – Deliverables-based Payment Schedule 
Accela invoices the Agency based on the deliverables payments that are referenced below.  For 
deliverables bound by a specific budget of estimated hours, Accela and the Agency will agree upon and 
document the prioritized activities, work products and acceptance criteria prior to beginning work on that 
deliverable.  If additional scope not identified in this Roles and Responsibilities Document arises, the 
additional scope will be addressed through the documented Project Change Order Process and will be 
approved by both Accela and the Agency. 

 

Deliverable Description Amount 
Deliverable 1: Project Initiation $400,295.25  
Deliverable 2: Accela Automation setup $53,372.70  
Deliverable 3A: Configuration Analysis $336,248.00  
Deliverable 3B: Configuration Analysis $294,106.29  
Deliverable 4A: Accela Automation System Configuration $205,484.90  
Deliverable 4B: Accela Automation System Configuration $188,064.96  
Deliverable 5: Event Management Scripting Assistance $73,608.90  
Deliverable 6: Permits Plus Historical Data Conversion $103,372.70  
Deliverable 7: Plan Review Oracle Historical Data Conversion $53,372.70  
Deliverable 8: Standard Licensed Professional Data Conversion $26,686.35  
Deliverable 9: Standard Address, Parcel and Owner (APO) Data Conversion $26,686.35  
Deliverable 10: Elevator Permits Data Conversion (COBOL) $26,686.35  
Deliverable 11: Complaint Files Data Conversion (FileMaker Pro) $26,686.35  
Deliverable 12: Inspection Data Collection data conversion $26,686.35  
Deliverable 13: Inspection Registration Data Conversion (Fox Pro) $26,686.35  
Deliverable 14: Report Specification / Development $106,745.40  
Deliverable 15: Integration to C3 Central Cashiering System $26,686.35  
Deliverable 16: Integration to IRMA $26,686.35  
Deliverable 17: Integration to Michigan Business One Stop $160,118.10  
Deliverable 18: Accela Citizen Access Installation and Configuration $26,686.35  
Deliverable 19: Accela GIS Installation and Configuration $26,686.35  
Deliverable 20: Accela Mobile Office Configuration $53,372.70  
Deliverable 21: Administrative and Technical Training $26,686.35  
Deliverable 22A: Daily User Training $74,721.78  
Deliverable 22B: Daily User Training $32,023.62  
Deliverable 23A: User Acceptance Testing (UAT) $69,384.51  
Deliverable 23B: User Acceptance Testing (UAT) $37,360.89  
Deliverable 24A: Pre Go-Live Support $26,686.35  
Deliverable 24B: Pre Go-Live Support $26,686.35  
Deliverable 25A: Post Deployment Support $26,686.35  
Deliverable 25B: Post Deployment Support $26,686.35  
Deliverable 26: Warranty Period and Transition to CRC $26,686.35  

Total $2,668,635.0
0  
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Table 3: Software License, Maintenance and Support 
 
This table is a summary.  The tables for individual software are shown in Table 3A. 
 

Item Cost Categories   Comments 

 

Software LICENSE cost 
Cost ($) for 
years 6 - 7 

Cost ($) for 
years 1 - 5 

Accela GIS software cost 
is due upon contract 
signing. 
 
This is a one-time cost, 
not a recurring cost. 

First Year (after warranty period)  $ 

Second Year  $ 

Third Year  $ 

Fourth Year  $ 

Fifth Year  $ 

Sixth year $  

Seventh year $  

 
Total Software and Hardware 
LICENSE Recurring Costs, for 
years 1 - 5 

Accela GIS 
Server 
software 
and 29 User 
Packs of 5 
Named 
Users 

$106,550.00 

 
Software  MAINTENANCE AND 
SUPPORT cost, for years 1 - 5  

Cost ($) for 
years 6 - 7 

Cost ($) for 
years 1 - 5 

First year Annual 
Maintenance cost is due 
upon signing. 
 
Maintenance cost are 
fixed for 5 years then will 
increase 3% year after 
year. 

First Year   $257,028.00 

Second Year  $257,028.00 

Third Year  $257,028.00 

Fourth Year  $257,028.00 

Fifth year  $257,028.00 

Sixth year $264,739.00  

Seventh year $272,681.00  

 
 
Total Software MAINTENANCE 
AND SUPPORT, for years 1 - 5  

 

$1,285,140.00 

J 
Software License, Maintenance 
and Support costs, for years 1 - 
5  

 

$1,391690.00 
Should the State elect to purchase future software licenses, the State may purchase them in named user 

packs of five (5) and annual maintenance will be 20% of the list price of software purchased.  The 

following pricing is valid for the initial five-year term: 
 Accela Land Management named user pack, which includes five (5) users at $10,995 per user 

pack. 
 Accela Licensing & Case Management named user pack, which includes five (5) users at 

$10,995 per user pack. 
 Accela Mobile Office named user pack, which includes five (5) users at $10,995 per user 

pack. 
 Accela GIS named user pack, which includes five (5) users at $3,295 per user pack. 
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Table 3a: For Individual Software, show the recurring Costs: Software License, 
Maintenance and Support 

 
 

 

 
 

Cost Categories   Comments 

 

Software LICENSE cost 
Cost ($) for 
years 6 - 7 

Cost ($) for 
years 1 - 5 

  
 
Accela Land Management Server 
Software ; Accela Land 
Management User License Packs 
(includes 5 named users per 
pack) 29 packs; Accela Licensing 
and Case Management Server 
Software; Accela Licensing and 
Case Management User License 
Packs (includes 5 named users 
per pack) 29 packs; Accela 
Citizen Access Department Site 
License for State; Accela Mobile 
Office Server Software; Accela 
Mobile Office User License Packs 
(includes 5 named users per 
pack) 21 packs 

 The server 
software starts 
with 5 
licenses.   

 
This is a one-time cost, not a 
recurring cost. 
 

First Year   $ 

Second Year  $ 

Third Year  $ 

Fourth Year  $ 

Fifth Year  $ 

Sixth year $  

Seventh year $  

 
Total Software and Hardware 
LICENSE Recurring Costs, for 

years 1 - 5 

Accela GIS 
Server 
software 
and 29 User 
Packs of 5 
Named 
Users 

$ 
106,550.00 

 
Software  MAINTENANCE AND 
SUPPORT cost, for years 1 - 5 

Cost ($) for 
years 6 - 7 

Cost ($) for 
years 1 - 5 

 

 
First Year (after warranty 
period) 
Accela Land Management 
Accela Licensing Management 
Accela Mobile Office 
Accela GIS 
Accela Citizen Access for State 
Dept. Site License 
 
First Year Total 

 
 

$ 74,770.00 
$ 74,770.00 
$ 56,178.00 
$ 21,310.00 
$ 30,000.00 

 
$ 

257,028.00 
 

 
Second Year 
Accela Land Management 
Accela Licensing Management 
Accela Mobile Office 
Accela GIS 
Accela Citizen Access for State 
Dept. Site License 
 
Second Year Total 

 
$ 74,770.00 
$ 74,770.00 
$ 56,178.00 
$ 21,310.00 
$ 30,000.00 

 
$ 

257,028.00 
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Third Year 
Accela Land Management 
Accela Licensing Management 
Accela Mobile Office 
Accela GIS 
Accela Citizen Access for State 
Dept. Site License 
 
Third Year Total 

 
$ 74,770.00 
$ 74,770.00 
$ 56,178.00 
$ 21,310.00 
$ 30,000.00 

 
$ 

257,028.00 
 

 
Fourth Year 
Accela Land Management 
Accela Licensing Management 
Accela Mobile Office 
Accela GIS 
Accela Citizen Access for State 
Dept. Site License 
 
Fourth Year Total 

 
$ 74,770.00 
$ 74,770.00 
$ 56,178.00 
$ 21,310.00 
$ 30,000.00 

 
$ 

257,028.00 
 

 
Fifth year 
Accela Land Management 
Accela Licensing Management 
Accela Mobile Office 
Accela GIS 
Accela Citizen Access for State 
Dept. Site License 
 
Fifth Year Total 

 

$ 74,770.00 
$ 74,770.00 
$ 56,178.00 
$ 21,310.00 
$ 30,000.00 

 
$ 

257,028.00 

Sixth year $ 
264,739.00 

 

Seventh year $ 
272,681.00 

 

 
 
Total Software MAINTENANCE 
AND SUPPORT, for years 1 - 5  

 $ 
1,285,140.0

0 

 Software License, Maintenance 
and Support costs, for years 1 - 
5  

 

$ 
1,391,690.0

0 
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Table 4: Reserve Bank of Hours  
 

Item Staffing Category 

Firm Fixed 
Hourly Rate 

(FIXED FOR THE 
5-YEAR BASE 

PERIOD) 

Est. 
Hours (5 

year total) 

Future 
Enhanceme

nt Cost 

K. 

Project Manager  $185.00 N/A N/A 

Business Analyst  $185.00 N/A N/A 

System Analyst $185.00 N/A N/A 

Developer $185.00 N/A N/A 

Database administrator $185.00 N//A N//A 

Q/A Manager $185.00 N/A N/A 

Security Specialist $185.00 N//A N//A 

Testers $185.00 N/A N/A 

Technical Writers $185.00 N/A N/A 

System Architect $185.00 N/A N/A 

Training Specialists $185.00 N/A N/A 

  Calculate the average 
hourly rate, of the staffing  N/A  N/A 
Future Modifications 
and/or Optional On-Site 
Maintenance Costs 
(multiple the average 
hourly rate X 500 hours) 

N/A 500 

$92,500.00 
 
Notes:  

1. Hourly rates quoted are firm, fixed rates for the duration of the contract 5-YEAR BASE 
PERIOD.     Travel and other expenses will not be reimbursed.  “Estimated Hours” and 
“Extended Price” are non-binding and will be used at the State’s discretion to determine 
best value to the State. The State will utilize the fully loaded hourly rates detailed above 
for each staff that will be used as fixed rates for responses to separate statements of 
work. 

 
2. The State intends to establish funding for up to five-hundred (500) hours over the five 

year life of the application for system modifications or optional on-site maintenance 
provided pursuant to Exhibit _____ (“Maintenance), Subsection 3.1.5.  Hours in excess of 
the reserve bank of five-hundred (500) will be provided at rates of $185 per hour for both 
on-site and off-site work, provided that any on-site work shall require a minimum of 
twenty-four (24) hours for any requested engagement.  Actual funding for the 
modifications and/or maintenance will occur on a yearly basis, and there is no guarantee 
as to the level of funding, if any, available to the project. 

3. Unless otherwise agreed by the parties, each Statement of Work will include: 
o Background 
o Project Objective 
o Scope of Work 
o Deliverables 
o Acceptance Criteria 
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o Project Control and Reports 
o Specific Department Standards 
o Payment Schedule 
o Travel and Expenses 
o Project Contacts 
o State Responsibilities and Assumptions 
o Location of Where the Work is to be Performed 
o Expected Contractor Work Hours and Conditions 

 
4. The parties agree that the Services/Deliverables to be rendered by Contractor using the 

future services/rate card on this Contract will be defined and described in detail in separate 
Statements of Work. Contractor shall not be obliged or authorized to commence any work to 
implement a Statement of Work until authorized via a purchase order issued against this 
Contract.   
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Appendix H  
Michigan Business One Stop – Agency Integration Requirements 

 

 Review Business One Stop Agency Integration guide to get an overview of MBOS 
modules and interfaces. The latest agency integration guide is available at MBOS 
SharePoint site http://inside.michigan.gov/sites/dtmb/onestop/default.aspx. 
Contact MBOS team if you do not have access to the above website or need a 
copy of this document. 

 Review the MBOS website in DEV or QA environment to get a feel for the 
website and see the agency systems and online forms that were already 
integrated. 

o DEV – https://onestopdev.michigan.gov 
o QA – https://onestopqa.michigan.gov 
o PROD – http://www.michigan.gov/business or 

https://onestop.michigan.gov  

 Identify the integration type: 
o Businesses only or Individual/Service Providers only or both. 

o  
o Using MBOS Online Forms Framework or an application 

developed/hosted on the agency staff. 

 For online forms using MBOS Online Forms Framework, refer to Online Forms 
Developer guide at MBOS SharePoint website. Agency staff performs the 
development and testing of the form. MBOS team performs the deployments. 

 Identify the License permit types, MBOS tasks and the associated landing points 
in the agency system (links tasks to agency system). For example, 
Overweight/Oversize permit is a MBOS task and the associated landing point is 
MDOT’s MiTRIP application. 

http://inside.michigan.gov/sites/dtmb/onestop/default.aspx
https://onestopdev.michigan.gov/
https://onestopqa.michigan.gov/
http://www.michigan.gov/business
https://onestop.michigan.gov/
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o  

o  
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o  
 When the user/customer clicks a task link, the agency system will be launched. 

Agency system will have access to a browser cookie “oneStopCookie” set by 
MBOS with the following information. Agency system needs to use this 
information appropriately. For more information, refer to the Agency Integration 
Guide. 

o One Stop Business id, Agency business id, License permit type id, Process 
id/transaction id and Task id separated by “|” 

o E.g. 12345|-1|76567|145454|T0123 
o Customer SSO user id, Last name, Full name, e-mail address and 

telephone number will be available in HTTP request headers. 

 Request the required SSO (Single-Sign-On) junction(s) to make the agency 
system accessible via MBOS. Authentication and authorization to the agency 
system will be controlled by SSO. 
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o  
 Request the required firewall rules between SSO servers, MBOS servers and 

server(s) hosting the agency system. For request forms and instructions, refer to 
the MBOS SharePoint website. 

 Use MBOS web services to get Business Profile information, add items to the 
shopping cart, get shopping cart item details, to scan files uploaded by 
customers, and post status information about the customer 
Licenses/Permits/Renewals. For more information about the web services, WSDL 
and examples, refer to Agency Integration Guide. 

 To invoke MBOS web services, the agency system needs to have an “id” and 
“auth token”. Both id and auth token need to be passed with every web service 
request. MBOS validates the id and token to make sure the agency system is 
allowed to access the MBOS web services. 

 Access to all MBOS web services is also restricted based on the agency system 
server IP address. All server IP addresses of the agency system need to be part of 
this white list. 

 Implement the MBOS notification web services according to MBOS notification 
WSDL. MBOS invokes these agency web services to notify the agency system 
about the items deleted from shopping cart and whenever a payment is made. 
For more information about the notification WSDL, refer to the Agency 
Integration Guide. 

 Every item added to the shopping cart needs to have a SKU. This SKU will be 
used to disburse the collected funds to appropriate agency via State of Michigan 
MAIN accounting system. All the required SKUs and associated funding source 
need to be configured in MAIN. Same SKUs need to be stored in MBOS. 

 Use MBOS AUTH and STAT batch processes or web services to post AUTH and 
Status information to MBOS. Status message will appear on the MBOS Business 
workspace area and inform the user about the status of their transactions. AUTH 
process informs the users about the licenses, permits and registrations’ status 
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and expiration date. For more information about these processes, refer to the 
Agency Integration Guide. 

o  
 Identify the BOAT (Business One Stop Agency Tool) users and configure their 

user accounts to allow access. BOAT application is used to process refunds, 
review submitted online forms, post status, create notification rules, and create 
task rules etc. 

 Train CAC staff about the agency system so that they’re ready to help the 
customers. Also, provide agency contact information to CAC to escalate the 
trouble tickets. 

 
Integration Checklist 

S.No Task Responsible 

1 Train CAC 
 - Identify estimated number of transaction per month. 

Agency to contact / schedule with CAC 
(Samantha Hopkins, John Lang) 

2 Get accounting approval for go-live Agency to contact accounting 

3 Get CAC approval for go-live Obtained by CAC (John Lang) 
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S.No Task Responsible 

4 Confirm PROD scripts are ready to:  
 - Create agency system id & auth token 
 - Create LPR type  
 - Create One Stop Tasks 
 - Link tasks to Agency URL 
 - Create SKUs 
 - Create agency_system_notification 
 - Create individual task 

One Stop 

5 Create Junctions so App-Launcher can launch the agency 
system and add server IP addresses to allow shopping cart 
web service to SSO 

John Moore (Application form and 
instructions available from One Stop) 

5.1 Create Remedy Help Desk ticket for SSO junctions One Stop (Navin) 

5.2 Provide production environment task URL Agency 

5.3 Confirm firewall rules are set up for agency system Agency 

5.4 Confirm access to app servers SSO Team 

5.5 Create and test SSO Junctions SSO Team 

5.6 Confirm access to One Stop servers through SSO for web 
service calls 

Agency 

6 Pre-launch communication items CAC & Agency 

7 Complete UAT Agency 

8 Provide auth token for web services to agency One Stop (Navin) 

9 Notify CAC of date and time of * Release One Stop 

10 Start sending AUTH / STAT data to PROD.  Agency 

11 Run DB scripts (except changing task URL) to modify task 
names.  Set up Agency System table and task table entries 
with Prod settings and add SKU. 

One Stop (Application DBA) 

12 Get Notification from Agency that agency system server is 
up and running 

One Stop (Rick) 

13 Test Junctions by typing URL after logging into SSO SSO Team (Girish) / One Stop (Rick) 

14 Run DB script change task URL  One Stop (Application DBA) 

15 Validate application in Prod for less than 1 hour. During 
Weekend 

Agency / One Stop - Only for new 
agencies 

16 Set URL back to previous links until MM/DD  once notified 
of successful testing by Agency 

One Stop (Application DBA) 

17 Notify Team and CAC of Go / No Go Decision using the One 
Stop Distribution List 'Build Notification List'  

One Stop (Management) 

18 If go, run DB script change task URL  One Stop (Application DBA) 

19 Validate application in Prod  Agency / One Stop (Application DBA) 
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S.No Task Responsible 

20 Update MAIN batch job emails to include _____, _____, 
_____, _____ _____, _____,. 

System DBA 
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Appendix I – standard data conversion provisions 
 
The following information is intended to provide detailed information related to the scope, 
inclusions and exclusions that comprise Contractor’s standard data conversion offerings.  
Contractor understands the complexity and level of detail inherent in conversion activities and 
provides this information in an effort to address common questions and misconceptions.  Any 
conversion activities not included in the Standard Data Conversion Assumptions section below 
are considered out of scope, and can be addressed through a change order for Contractor 
services, or can potentially be executed by the Agency, depending on the nature of the tasks and 
the skills required. 
 
General Information AND Requirements for Historical Conversions 

 The standard historical data conversion includes converting only transactional tables and 
current APO and Professional License (CAED) tables.  It does not include the work to 
develop APO periodic updates. 

 Contractor shall not convert every single data element in the client’s legacy database. 
Each field of data with a corresponding location in Accela Automation can be mapped 
and converted. Note:  for Permits’ Plus-to-Accela Automation conversions, data will be 
converted per the standard database schema  

 Extensive quality assurance by the client is recommended to verify accurate transfer of 
data.  Contractor shall perform unit testing of the conversion program and perform spot 
checks of the data within AA to rule out data corruption. 

 A complete configuration must exist as data conversion is heavily dependent upon 
configuration.  In particular: 

o CAP types must be configured and work flow must be established for each CAP 
type prior to conversion, 

o Configuration of application specific information must exist, 
o Client sign off on data maps is required prior to executing the first conversion run. 

 
Standard Data Conversion Assumptions 

 “As-Is” Approach: Conversion of transactional tables, Address/Parcel/Owner (APO) 
data, Professional License data is executed “As-is” into Accela Automation.  “As-is” 
means no data transformation (unless the Contractor Data Mapping tool enables the data 
transformation) and also means the mapping will be field-to-field, such that a single field 
is mapped to a single field.   “As-is” means the data will look in AA exactly as it appears 
in the legacy system. 

 Standard Data Inclusions: Permit Detail (work order detail), Parcel, Address, Owners, 
Contractors, Contracts, Job valuation, People, Addresses, Inspection types, Fees. 

 Data Mapping Tool Use:  Data can be mapped using the Contractor Data Mapping tool, 
an Accela Automation implementation tool used to map legacy data into Accela 
Automation.  The standard allows for certain types of mappings.  For example, a legacy 
‘yes/no’ field that would map to an AA yes/no field is allowed for within the standard.  
Another example the tool allows is mapping a legacy ‘1 or 0’ to a checkbox field in AA.  
An example of mapping that is NOT standard is mapping a legacy text field value into a 
dropdown box in AA. 

 Database Formats:  for historical conversions that utilize the data mapping tool, data 
must be provided in either an MS SQL Server or Oracle database.  Contractor can 
provide a list of the most recent versions of each that are supported at contract signing.  
(Note that APO and Licensed Professional data can be provided in Oracle, MS-SQL 
Server, MS Access, or pipe delimited flat file because these two conversions do not 
utilize the data mapping tool). 

 Documents:  The standard data conversion includes converting documents to ADS in 
AA provided the client provides the documents in a structure Contractor requires. The 
documents will be converted to ADS and written/stored in a file system, not a database.  
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 Conditions:  Conditions of approvals can be mapped to workflow using the Data 
Mapping Tool and are standard provided they correlate and are configured to a work flow 
item in AA.  Conditions of lock/hold/notice are standard. 

 Guidesheets: Guidesheet conversion for any product other than Permits’ Plus and 
Tidemark is part of the standard. 

 Concatenating data/rules: The following are the standard data concatenation/translation 
rules: 

o Record level concatenation (e.g. Fielda & “ and “ & Fieldb), 
o Type casting with defaulting (e.g. convert a string to a date or number if 

translation is possible, 
o Null checked on required fields, 
o Add two numbers (e.g. NumberA + NumberB), 
o Translate legacy items that fit into the predefined translation tables, 
o Eliminate duplicated records. 

 
Non Standard Data Conversion Items (Exclusions) 

 Data scrubbing/cleansing; 
 Concatenating data/rules: The following are NOT standard data concatenation/translation 

rules: 
o Vertical concatenation, 
o Parsing 
o Special exclusion rules Ex. Only when fields > 50 characters, 
o Custom translation outside of the normally defined translations; 

 Translating text box values in legacy system to dropdown object in AA; 
 Parsing data (e.g. names, addresses); 
 Converting business-specific rules - cannot be mapped in the Data Mapping tool; 
 Fee screen items converting to application comments for any legacy product; 
 Virtual data items (this is related to the Permits’ Plus product only); 
 Hearing calendars; 
 Sets or models; 
 Permits’ Plus and Tidemark Guidesheets; 
 Renewable Data. 
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Appendix J – Accela Automation Standard Reports 
 
Report Name  Description Parameters 
Address Activity Details of applications associated with the specified address, 

for the specified module(s). 
Address, Primary Address Only?, 
Module(s) 

Assessor Report  Details (include valuation) of applications filed or issued during 
specified date range.  User can filter by file date or by workflow 
task/date. Grouped by application type/subtype. 

Application Type, Date Range, Filter 
By, Workflow Task & Status 

Building Permit-HTML Building Permit showing application details (e.g., job address, 
owner, applicant, Contractor, valuation, fees, etc.) and 
customizable legal declaration.  Legal declaration may be 
supplied by agency. In HTML format & accessed from Permit 
tab only. 

Application Number 

C404 C404 report to U.S. Census Bureau. Provides data required for 
the following C404 form sections: (3) New Residential 
Buildings, (4) Additions, Alterations & Renovations to Existing 
Structures, (5) Construction over $500,000 

Application Type, Workflow Task & 
Status, Status Date 

Certificate of Occupancy Certificate of Occupancy, showing permit #, owner name and 
address, and property address. 

Application Number 

Fee Payment by Account  Details of payments and refunds applied during the specified 
date range. Grouped by account number. 

Payment Date Range 

Fee Payment by 
Application  

Payment summaries for applications filed during the specified 
date range and for the specified application type (optional). 

File Date Range, Application Type 

Inspection Activity  Details of scheduled and completed inspections for the 
specified date range, inspector (optional) and application type 
(optional).  Grouped by Inspector and date. 

Inspection Date, Inspector, 
Application Type 

Inspection Count  Count of inspections during the specified date range, both by 
Inspector and by Inspection Type.  User can specify scheduled 
inspections, completed inspections, or both. User can choose 
to show counts by C404 code. 

Inspection Date, Scheduled or 
Completed Inspections, Show 
Inspector-Inspection Details?, Count 
by C404 Code? 

Inspection Request List  Details of scheduled inspections for the specified date, 
inspector, or application number. Inspections are grouped by 
inspector, then application number.   

Inspection Date, Inspector, 
Application Number, Sort By 

Inspection Result List  Details of inspections for which a result has been assigned, for 
the specified date, inspector, or application number. 
Inspections are grouped by inspector, then application number. 

Inspection Date Range, Inspector, 
Application Number, Sort By 

Monthly Permit Summary Details of applications filed during the specified date range and 
for the specified application type (optional). 

File Date Range, Application Type 

Permit Permit showing details including job address, work description, 
parcel number, owner, Contractor, and fees.   

Application Number 
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EXHIBIT A:   MAINTENANCE 
 
- This Maintenance Agreement (“Maintenance”) is intended for the exclusive benefit of the Parties; 

nothing herein will be construed to create any benefits, rights, or responsibilities in any other parties. 
 
- Term and Termination 
 

o Term  This Maintenance is effective as of the effective date of the Contract (“Effective 
Date”) and will continue for a period of five (5) years.  State may elect to continue its 
maintenance coverage for additional annual terms by paying to Contractor the fees 
associated with such terms when these are due; said fees will be calculated as a three-
percent (3%) increase from the prior annual term’s maintenance fees.  Should State fail to 
renew its maintenance coverage or pay the applicable fees, Contractor reserves the right 
to withhold all support.  If State resumes maintenance coverage after one or more periods 
without such coverage, State will pay an amount equivalent to one hundred ten percent 
(110%) of all maintenance fees attributable to the period(s) without coverage, as such 
fees are calculated based upon pricing in effect at the time of resumption of maintenance 
coverage. 

 
o Termination  Either party may terminate if the other party materially breaches this 

Maintenance and, after receiving a written notice describing the circumstances of the 
default, fails to correct the breach within thirty (30) calendar days.  State may cancel this 
Maintenance at any time by communicating said cancellation to Contractor in writing.  
Upon any termination, expiration, or cancellation of this Maintenance, all rights granted to 
State are cancelled and revert to Contractor. 

 
- Scope of Maintenance 
 

o Maintenance Services 
 

 Telephone Support  Contractor will provide State with a telephone number to contact 
the Customer Resource Center (CRC), Contractor’s live technical support facility, 
which is available from 7:00 a.m. until 9:00 p.m. Eastern time Monday through Friday, 
excluding Contractor’s observed holidays. 

 
 E-Mail Support  Contractor will provide State with one or more electronic mail 

addresses to which State may submit routine or non-critical support requests, which 
Contractor will address during its regular business hours. 

 
 Online Support  Contractor will provide State with access to archived software 

updates and other technical information in Contractor’s online support databases, 
which are continuously available. 

 
 Remote Support  When required to properly resolve a maintenance request, 

Contractor will provide remote assistance to State via a mutually-acceptable remote 
communications method. 

 
 On-Site Support  Support will be provided via remote access. However, if that is 

unsuccessful in solving the problem, then the Contractor will provide on-site 
assistance. 
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 Software Updates  Contractor will provide revisions of and enhancements to 
maintained software products to State as such updates are generally-released by 
Contractor.  Software updates will be delivered or made available to State for 
electronic download from Contractor’s File Transfer Protocol (“FTP”) site. 

 
o Maintenance Limitations 

 
 Limitations Generally  The following are not covered by this Maintenance, but may be 

separately available at rates and on terms which may vary from those described 
herein: 

- Services required due to misuse of the Contractor-maintained software 
products; 

- Services required due to software corrections, customizations, or 
modifications not developed or authorized by Contractor; 

- Services required by State to be performed by Contractor outside of 
Contractor’s usual working hours; 

- Services required due to external factors including, but not necessarily 
limited to, State’s use of software or hardware not authorized by Contractor; 

- Services required to resolve or work-around conditions which cannot be 
reproduced in Contractor’s support environment; 

- Services which relate to tasks other than maintenance of State’s existing 
implementation and configuration of the Contractor-maintained software 
products including, but not necessarily limited to, enhancing or adapting 
such products for specific operating environments; 

- Services requested by State to implement software updates provided by 
Contractor pursuant to this Maintenance; and 

- New or additional applications, modules, or functionality released by 
Contractor during the term of this Maintenance. 

 
 Legacy Releases  Contractor will provide maintenance support for the current release 

of each of its maintained software applications and for the release immediately 
preceding such current release.  All other releases are deemed to be “Legacy 
Releases”.  Contractor will respond to maintenance requests concerning Legacy 
Releases only using currently-available information.  Services requiring additional 
research, engineering-level support, or coding or programming by Contractor will not 
be provided pursuant to this Maintenance, but may be separately available at rates 
and on terms which may vary from those described herein. 

 
o Warranty  Contractor will commence and complete the maintenance obligations described 

in this Maintenance in a good and workmanlike manner, consistent with the practices and 
standards of care generally-accepted within and expected of Contractor’s industry, to 
ensure that the operation of the maintained software products does not materially differ 
from documented specifications.  Contractor may make repeated efforts within a 
reasonable time period to resolve maintenance requests.  When a maintenance request 
cannot be resolved, State’s exclusive remedy will be damages in an amount equal to the 
total of maintenance fees paid to Contractor for the defective or non-conforming software 
products for the twelve (12) calendar months immediately preceding State’s maintenance 
request. 

 
- Other Terms and Conditions 
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o State Obligations  As required, State will provide Contractor with appropriate access to 
State’s facilities, data systems, and other resources.  If Security restrictions impair such 
access, State acknowledges that some maintenance services hereunder may not be 
provided to State.  It is State’s sole responsibility to maintain current backup copies of its 
data and of its implementation of Contractor’s software products.  If State’s failure to 
create proper backups substantially increases the difficulties of any remedial actions by 
Contractor hereunder, Contractor reserves the right to charge State for any extra work 
reasonably-attributable to such increased difficulty, as calculated at Contractor’s then-
current time-and-materials rates. 

 
o Proprietary Rights  The remedial methods, software updates, and product information 

provided to State pursuant to this Maintenance are protected under the laws of the United 
States and the individual states and by international treaty provisions.  Contractor retains 
full ownership in such items and grants to State a limited, nonexclusive, nontransferable 
license to use the items, subject to the terms and conditions of this Maintenance and 
other agreements between Contractor and State. 

 
o Limitation of Liability  Contractor provides no warranty whatsoever for any third-party 

hardware or software products.  Third-party applications which utilize or rely upon the 
Application Services may be adversely affected by remedial or other actions performed 
pursuant to this Maintenance; Contractor bears no liability for and has no obligation to 
remedy such effects.  Except as set forth herein and in the Contract, Contractor provides 
all Maintenance Services “as is” without express or implied warranty of any kind regarding 
the character, function, capabilities, or appropriateness of such services or deliverables. 

 
o Force Majeure  If either party is delayed in its performance of any obligation under this 

Maintenance due to causes or effects beyond its control, that party will give timely notice 
to the other party and will act in good faith to resume performance as soon as practicable. 

 
o Survival  The following provisions will survive the termination or expiration of this 

Maintenance: Section 2.1, as to State’s obligation to pay any fees associated with a lapse 
in maintenance coverage upon resumption of such coverage; Section 3.3, as to limitation 
of remedy; and Section 4 and all subsections thereof with the exceptions of Subsections 
4.1 and 4.4. 

 
o Alternate Terms Disclaimed  The parties expressly disclaim any alternate terms and 

conditions accompanying drafts and/or purchase orders issued by State. 
 

o Severability and Amendment  If any particular provision of this Maintenance is determined 
to be invalid or unenforceable, that determination will not affect the other provisions of this 
Maintenance, which will be construed in all respects as if the invalid or unenforceable 
provision were omitted.  No extension, modification, or amendment of this Maintenance 
will be effective unless it is described in writing and signed by the Parties. 

 
Attachment Follows. 
 

END OF DOCUMENT 
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EXHIBIT B:  LICENSE 
 
1) This License is intended for the exclusive benefit of the Parties; nothing herein will be construed to 

create any benefits, rights, or responsibilities in any other parties. 
 
2) Term and Termination 
 

a) Term  This License is effective as of the effective date of the Contract (“Effective Date”) and will 
continue until terminated as provided herein. 

 
b) Termination  Either party may terminate if the other party materially breaches this License and, 

after receiving a written notice describing the circumstances of the default, fails to correct the 
breach within thirty (30) calendar days. State may cancel this License at any time by 
communicating said cancellation to Contractor in writing. Upon any termination or cancellation of 
this License, all rights granted to State are cancelled and revert to Contractor. 

 
3) Intellectual Property License 
 

a) License  The Contractor-provided software products (“Software”) listed in the Contract are 
protected under the laws of the United States and the individual states and by international treaty 
provisions.  Contractor retains full ownership in the Software and grants to State a perpetual 
(except as otherwise provided in Section 2, supra), nonexclusive, nontransferable license to use 
the Software, subject to the following terms and conditions: 

 
i) The Software is provided for use only by State employees and by agents working 

under State direction, to the extent of those agents’ State-related responsibilities. 
 

ii) The Software will be delivered or made available to State for electronic download 
from Contractor’s File Transfer Protocol (“FTP”) site. 

 
iii) The Software may be installed on one or more computers but may not be used by 

more than the number of users for which the State has named user licenses.  The 
Software is deemed to be in use when it is loaded into memory in a computer, 
regardless of whether a user is actively working with the Software.   

 
iv) State may make backup copies of the Software only to protect against destruction of 

the Software.  State may copy Contractor’s documentation only for internal use by 
State’s employees. 

 
v) State may not make any form of derivative work from the Software, although State is 

permitted to develop additional or alternative functionality for the Software using tools 
and/or techniques licensed to State by Contractor. 

 
vi) State may not obscure, alter, or remove any confidentiality or proprietary rights 

notices. 
 

vii) State is liable to Contractor for any losses incurred as the result of unauthorized 
reproduction or distribution of the Software which occur as a result of State’s 
negligent or intentional acts. 
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viii) State may use the Software only to process transactions relating to properties within 
both its own geographical and political boundaries and may not sell, rent, assign, 
sublicense, lend, or share any of its rights under this License. 

 
ix) State may not decompile or reverse-engineer the Software. 

 
x) All rights not expressly granted to State are retained by Contractor. 

 
b) License Warranties 

 
i) Contractor warrants that it has full power and authority to grant this license and that, 

as of the effective date of this License, the Software does not infringe on any existing 
intellectual property rights of any third party.  If a third party claims that the Software 
does infringe, Contractor will secure for State the right to continue using the Software 
or modify the Software so that it does not infringe.  Contractor will have the sole right 
to conduct the defense of any legal action and all negotiations for its settlement or 
compromise. 

 
ii) Contractor has no obligation for any claim based upon a modified version of the 

Software or the combination or operation of the Software with any product, data, or 
apparatus not provided by Contractor.  Contractor provides no warranty whatsoever 
for any third-party hardware or software products. 

 
iii) Except as expressly set forth herein or in the Contract, Contractor disclaims any and 

all express and implied warranties, including but not necessarily limited to warranties 
of merchantability and fitness for a particular purpose. 

 
4) Other Terms and Conditions 
 

a) Removal and Destruction of Software  Within ten (10) business days following termination or 
cancellation of this License by either Party, State will remove all copies of the Software from those 
computer systems which it owns or controls and will destroy all media which contain copies of the 
Software or portions thereof. State will certify said removal and destruction to Contractor within 
fifteen (15) business days following termination of this License.  This Section will survive the 
termination or expiration of this License. 

 
b) Alternate Terms Disclaimed  The parties expressly disclaim any alternate terms and conditions 

accompanying drafts and/or purchase orders issued by State. 
 

c) Severability and Amendment  If any particular provision of this License is determined to be invalid 
or unenforceable, that determination will not affect the other provisions of this License, which will 
be construed in all respects as if the invalid or unenforceable provision were omitted.  No 
extension, modification, or amendment of this License will be effective unless it is described in 
writing and signed by the Parties. 

 
Attachment Follows. 
 

END OF DOCUMENT 
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