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1 Introduction

This document provides the definition for a notional pilot project that will be used as a basis for the offeror proposals.  Response to these pilot employment requirements is for evaluation purposes only and should not be construed as the actual final set of pilot requirements.

Offerors are required to describe their approach and management plan as well as costs associated with the execution of this notional pilot. 

1.1 Document Structure

· Section 1, Introduction  

· Section 2, Pilot Description  

· Section 3, Help Desk

· Section 4, Document Requirements

· Section 5, Program Management Requirements

· Section 6, Pilot Schedule (milestone)

· Section 7, Hardware Requirements for Pilot

· Appendix, Business Processes for Re-engineering Descriptions

1.2 Scope

Information within this document presents the requirements for the notional EIM pilot using the vendor proposed integrated product suite.    

1.3 Background

EIM is the establishment of an integrated solution suite of capabilities providing general document, content, record, workflow, and knowledge management combined with a set of collaboration tools with the ultimate goal to:

Provide decision–makers and all Air Force personnel with on–demand access to authoritative, relevant and sufficient information to perform their duties efficiently and effectively.

Development of the EIM framework is consistent with statutory, Department of Defense (DoD), and Air Force (AF) Policies, Directives, and Instructions and encompasses requirements for the streamlining of information management systems and practices.  To ensure compliance with these requirements, the Air Force Chief Information Officer (AF–CIO) directed the establishment of the EIM Program Management Office (PMO).

The EIM Program Management Office, managed through Electronic Systems Center (ESC) MSG/MM, is the acquisition agent to define and acquire those tools and services necessary for streamlining and standardizing Air Force information management practices and processes at the enterprise level.  The same requirements establishing the EIM–PMO, mandate the development of an architecture describing operational, system, and technical aspects of systems and frameworks such as EIM.  To accomplish this mandate, the EIM–PMO is developing the EIM architecture.

EIM product(s)will provide seven basic functions to Air Force users in accordance with the approved Capabilities Development Document (CDD):  Workflow, Document Management, Records Management, Content Management, Information Management Tools, Collaborative Tools, and  Knowledge Management.  These functions are further defined as follows:

a.
Workflow.   A workflow is a series of steps necessary for the initiation, tracking, and delivery of services or outputs with the capability to cut across existing or future organizational boundaries.  It should provide:

· Workflow process capture and management

· Workflow rules engine

· Notification via multiple methods

· Participation

· Offline processing

· Reporting

· Auditing 

b.
Document management allows users to store, retrieve, and share electronic documents with security and version control.  It will provide:

· Data reuse

· Metadata management and repository

· Data warehousing

· Interoperability

· Version management 

· Distribution control

· Document tracking

· Document templates

· Document and data linkage

c.
Records management involves the planning, controlling, directing, organizing, training, promoting, and other managerial activities involving the life cycle of information, including creation, maintenance, and disposal, regardless of media.  The end vision is to perform some of these functions electronically, transparent to the user.

· Meets standards in (iTRM, DII-AF, TDC, PWCS, MSS)

· Certified by JITC to meet DoD 5015.2-STD (Chapters 2 & 4)

· Create retention and dispositions rules

· Archival management 

d.
Content Management System (CMS) is defined as the management of digital entities (numerous formats to include but not limited to HTML pages, documents, graphics, video, audio) through the use of a tool that can be accessed by many people of varying technical and functional expertise.  CMS provides;

· Standard templates to create, store, retrieve, modify

· Web-based publishing 

· Searching capability

· Separation of content and presentation via XML and XSLT/CSS

e.
Information Management Tools (IMTs) provide a collaborative environment to automate common business processes that requirement structured data content.  This capability provides for the management of form content for further dissemination and reuse.  The selected EIM tool suite will interoperate with IMTs.  IMTs provide:

· Digital signatures and authentication

· Version history

· Audit trails

· Data standards

f.
Collaborative tools provide the interaction among two or more individuals encompassing a variety of behaviors, including communication, information sharing, coordination, cooperation, problem solving, and negotiation.  It will provide:

· Chat rooms

· Documentation management and sharing

· Object sharing

· Instant messaging

· Newsgroups

· Shared task list

· Shared scheduler / calendar

· Conferencing / Virtual meetings

· Collaboration tools must meet interoperability standards and be JITC certified

g.
Knowledge management interrogates and aggregates data and displays, stores, and reuses analysis for further knowledge refinement.  It will provide:

· Personalization

· Data Standards

1.4 References

Directives, instructions and other document references in this paper include:

1.
U.S. Air Force Capability Development Document (CDD) for Enterprise Information Management, 25 November 2003.

2.
U.S. Air Force Enterprise Information Management Content Management System Description, 9 March 2004

2 Pilot Requirements

2.1 Pilot Participants

2.1.1 Number of Users

The number of users that will participate in the pilot will be 300.

2.1.2 User Skill Sets

The following skill sets are planned to participate in the pilot.  

· Software Administrators

· Average Users

· Power Users

· Application Users

2.2 Business Processes for Re-engineering

This pilot will implement the following business process:

· CtO – Certificate to Operate (Appendix A)  300 pilot participants

· Performance Measures (Appendix B)  300 pilot participants

2.3 Training Requirements

All training will be provided at the pilot site.  Assume training facilities are available.

2.3.1 Familiarization Training 

All 300 personnel need familiarization training (three hours – class room).  This needs to be a combination of marketing the tool and overview level training. This training will orient individuals with the rules of engagement.

2.3.2 User Training 

50 Power Users (Execs, Admin, Secretarial personnel, task managers, Executive Offices, Knowledge Managers) shall have the following class room training:

· Beginner class (3 hours)

· Access to EIM tools

· Navigate Through Workspaces

· Add Folder

· Document Functions

· Create an Alias

· Working with Links

· Conduct a Simple Search

· Email Notifications

· Intermediate class (3 hours)

· Prerequisite:  Beginning Class

· Browser Workspace Navigation

· Simple and Advanced Searches

· View Groups

· Add Folder / Check Permissions

· Add Document

· Change Permissions

· Access and Manage a Project

· Move, Copy, and Link Objects

· Advanced class (3 hours)

· Prerequisite:  Intermediate Class

· Review: Permissions

· Review: View Users and Groups

· Review:  Documents

· Using Tasks

· Create a Voting Poll

· More on Advanced Search

· Using Workflows

· Link Files Together

· Configure Personal List Displays

· Workspace Presentation

· Reports

2.3.3 Knowledge Manager Training

30 Knowledge Managers (government or advisory and assistance support contractor)

The Knowledge Managers will also serve on the Level 2 Help Desk support role.  They can provide both formal training and over the shoulder training on the tool set and the business process.  

Knowledge Manager class (3 hours – class room)

The area of expertise to be covered by this training class shall include, but not be limited to:

· Understanding Permissions

· Administering Users and Groups

· Creating and Managing a Project Workspace

· Understanding the Functionality of Workflows

· Understanding Computer System Optimization for the Standard User

· Providing Solutions to Common User Problems.

2.3.4 Business Process Training (two developed business processes)

30 people in each training class will be Knowledge Managers.  

· CtO (3 hours class room training for 300 people)

· Performance Measures (3 hours class room training for 300 people)

2.3.5 Web based CBT

Web based CBTs will be provided for on-line support for the users.  This training will cover the same material listed in paragraph 2.3.5 above.  CBTs shall cover the following classes:

· Beginner class 

· Intermediate class 

· Advanced class 

3 Help Desk

The vendor will provide 200 hours of Level 3 help desk support covering the pilot project only.  

3.1 Level 1 

Level 1 support to be provided by the Government help desk.

3.2 Level 2 

Level 2 support to be provided by the Knowledge Managers.  Level 2 support is referred by the Level 1 Help Desk Agent.  

3.3 Level 3 

Level 3 support to be provided by the vendor.  This support is required if the Knowledge Manager cannot address the User problem/issue.  Technical support is provided through the Knowledge Managers.  The amount of effort (during normal working hours) is 200 hours.

4 Documentation Requirements

The vendor will provide all developed training documentation, web base CBT documentation including all source code used to create the CBT.  The vendor will provide all interface control documentation and data models (physical and logical).  The vendor will provide all security documentation including System Security Authorization Agreement (SSAA), C4ISP, and CoN.

5 Program Management Requirements

The vendor will provide a weekly pilot status report, bi-weekly status briefing, and required financial reports.

6 Pilot Schedule (milestone)

The vendor will provide a pilot schedule (Task Order Award +/- days).  This schedule will include all pilot related activities including preliminary work performed prior to the availability of the EIM tool suite via GCSS-AF.  The schedule can include preliminary training, BPR work, and SSAA/C4ISP/CoN documentation work

7 Hardware Requirements for Pilot

GCSS-AF will be used for delivery of EIM tools.  Assume at the start of the pilot that the EIM tool suite is available through GCSS-AF.   No hardware requirements are required.  

APPENDIX

Business Processes for Re-engineering

APPENDIX A   CtO – Certificate to Operate

The CtO process involves all of the activities required to evaluate software for its suitability to be used within the AF.

There are currently about 400 systems managed by the CtO process.  

There are two primary forms (templates) that are initially filled out:  

· Command, Control, Communications, Computers, and Intelligence Support Plan (C4ISP)

· System Security Authorization Agreement (SSAA)

The NOSC (Network Operations Support Center) is involved in the process.

The process CtO does not test the software.  The software has already been tested and approved by certified laboratories.

About 90% of the software submitted to CtO is initiated from higher DOD directives.  CtO is the final or “end-of-the-runway” approval process for implementation at the AF.  

CtO will also evaluate and approve internal system development.

Average completion time for the CtO process is 30 days.

A CtO checklist is created and used to manage the process.

There are two types of CtO approval:

· ICtO – Interim CtO – good for 6 months to 1 year

· CtO – Good for 3 years or until a software update occurs.

The SSAA template has up to 15 appendices.  The appendices may be in one (Word) document or may be submitted separately.

The CtO is an on going process that is reviewed one month prior to the expiration date of a CtO or ICtO.  An ICtO may lead to CtO.

Security is an issue, only people authorized for a particular CtO can view documents associated with that CtO.

The documents involved with the CtO process are:

· Memo Template

· General Information Worksheet

· Port and Protocol Matrix (Work doc)

· Additional Documentation

· Request to Operate

Currently CtO workers will use a folder on a shared Windows drive to store documents.

When the Electronic Staffing Package (ESP) is generated, the Action Officer (AO) will create an electronic folder with all CtO documents, this folder will be sent and replicated through the SC Suspense system.

Considerations

1.
Process can often take a long time.  The manual management of the process and communication with the associated groups and individuals can be streamlined with workflow.

2.
No tracking mechanism currently in place for all of the work.  Workflow would provide an audit trail.

3.
No life cycle management or revision control of documents in a folder.

4.
No tickler file to trigger future proactive follow-up.  Currently Program Managers keep track of their own systems in whatever tools they chose (MS Outlook is the calendar that is the most prevalent).  The AF would like an audit/reporting tool that can be programmed to have the Systems Managers make calls at chosen intervals such as 60 days before a system review is due.

Recommendations

The CtO process should be initiated by the AO in the originating directorate using Workflow.  There is a workflow diagram describing the submission of a CtO from another directorate.

An AF portal page should lead the user through the process of filling out the request form(s) and initiating a workflow.

At the end of the process the documents should be published via Document Management.

The indexing for Document Management will be the Workflow top level Task number.  Details of the Task related Document Management profile is in the Document Management Implementation section.

There should be a database that links the Document Management Task number to a particular software package.  A list of all approved software packages and all packages submitted but not approved should be available on the portal.  Clicking on a package will drill down to the details.

In addition to each Task associated with a package, it is also possible to have a generic list of documents available for the package stored within Document Management.  This can be decided during the implementation process.  A separate Document Management document profile will be created for this 

Each subsequent software update and CtO review should be tracked to an approved package.

Future Tasks for review dates would be set up when a package is approved.
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APPENDIX B    Performance Measures (PM)

Currently there are 6 Performance Measures that are being tracked.

Profile information is published quarterly

The process to determine what is to be monitored is a separate process that falls within the responsibility of the PM team.

There is a PM template that includes instructions for the quarterly reports for the people responsible for the PM statistics.  The reporting groups fill the template out each quarter.

Current PM reports:

· Intrusion Detection

· First 400 Feet (networking status)

· Integrated Product Management System (IPMS)

· Deployed Comm.

· Command Information Transfer System (CITS) Core II

Considerations

Statistics for each of the PM areas are based on real time events.  

Management may want to see details as they happen rather than wait till the end of a quarter.

Recommendations

Create a Task for the quarterly review process.  A high-level workflow diagram has been drafted for this process.

Use a portal database to track the Task details relating to Performance Measures.  The portal database will link the Task and task documents stored in Document Management to the Quarterly reviews.  At a minimum, the PM template submitted by each reporting function will be stored as part of the Task.

Access to the full Task documents and details is be limited to personnel that should see these tasks.

Create a Document Management Profile to help track the source files within each Performance Measure.  This is an option during implementation and would require a Subject Matter Expert assigned to the implementation team from each reporting group.
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