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State of Oregon E-government Program

Statement of Work
[FORM NAME] E-Form
CCR/WO #: FFSR-[XX]-[XXXX.00]
[AGENCY]
[DIVISION/UNIT]
This document is the Forms Factory Statement of Work Template.


Each Statement of Work will be customized for the specific e-form project to be performed.

Please note that this Statement of Work may evolve over time based on Agency feedback.  E-government will provide the latest Statement of Work template at the beginning of each e-form project.
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Section 1 Introduction and Background

1.1 Project Overview

The [AGENCY] (hereafter referred to as “the Agency”) has the responsibility of [DESCRIBE AGENCY RESPONSIBILITIES]. The Agency wishes to move its paper‑based forms to electronic forms (e-forms) in an effort to improve customer service, reduce the use of paper, reduce the cost in routing forms, aid in locating forms that have been received and stored, and reduce the amount of physical space that is needed to store processed paper forms.
The Agency would like Forms Factory to develop an e-form version of the [FORM NAME] or [FORM NUMBER] (hereafter referred to as “the e-form”). The e-form version will be developed so that it can be filled out using Acrobat Reader and then submitted via [DESCRIBE SUBMISSION METHOD].
[DESCRIBE CURRENT FORM.]
1.2 Objectives

The following objectives will be fulfilled as part of this project:
1. Identify and document the business requirements of the e-form, including formatting, functionality, and inherent business logic.
2. Design and develop the e-form to meet the business requirements.
1.3 Scope
[SCOPE DESCRIPTION]
If a change in scope is necessary, the Agency will submit a Forms Factory SOW Amendment that details the nature of the change to the project and its impact on the schedule, cost, and resources.
Section 2 Project Plan
The following project plan is an estimated timeline of the major project tasks. Note: Any SOW amendments may impact individual milestones and extend the timeline.

	Phase
	Description
	Duration
(Business Days)
	Date of Completion

	Requirements Definition
	Initial meeting to document business requirements
	1/2 day
	

	SOW Development
	Saber develops SOW; Agency, E‑gov, EDS, and Saber sign off; project kickoff
	10 days
	

	E-Form Development
	Saber designs and develops e-form per requirements
	5 days
	

	
	Saber conducts e-form development testing
	2 days
	

	
	Agency approves draft e-form for testing
	1 day
	

	User Acceptance Testing
	Agency conducts user acceptance testing
	10 days
	

	
	Agency compiles and provides written feedback to Saber
	2 days
	

	
	Saber modifies e-form based on feedback and submits to Agency
	3 days
	

	Form Acceptance
	Agency provides final acceptance of e-form
	1 day
	

	Knowledge Transfer
	Saber and Agency technical staff review the structure, formatting and coding of the developed e-form
	1 day
	

	Delivery and 
Project Close
	Saber delivers production version of e-form to Agency
	3 days
	


Section 3 Assumptions

The Agency is responsible for providing a project team and a project team Single Point of Contact (SPOC) to work with the Saber Project Manager and the Saber/EDS project team.

The Agency is responsible for defining functionality and workflow requirements for a form that meets users’ needs.

The Agency is responsible for providing the minimum system requirements for the e-form, at least version 7.0.5 of Adobe Reader.
If users are unable to update their own systems, the Agency must be able to perform a software upgrade to the minimum version required of Adobe Reader.

Upgrades must be completed for all participants of the user acceptance testing.

Any delays in updating the necessary Adobe environment may impact the overall project timeline.

The Agency, E-government, EDS, and Saber agree that any changes to these assumptions after the completion of this statement of work will go through the standard SOW amendment process.
Section 4 Functional Requirements

4.1 Usage

4.1.1 Business Processes
[DESCRIBE THE USE OF THE FORM — EXTERNAL VS. INTERNAL,  NUMBER OF USERS ETC.]
Current process. [DESCRIBE THE CURRENT BUSINESS PROCESS FOR THE FORM.]
Desired process. [DESCRIBE THE DESIRED BUSINESS PROCESS FOR THE FORM.]
4.1.2 Integration

[DESCRIBE THE INTEGRATION CONSIDERATIONS FOR THE E-FORM.]
The e-form is a standalone form; it does not integrate with other business systems.

The e-form is a form that integrates with the following business systems:

· Document management

· Portal

· Other: [Describe additional business system.]
4.1.3 Hosting
[DESCRIBE THE HOSTING CONSIDERATIONS FOR THE E-FORM, FOR EXAMPLE: THE E‑FORM WILL BE HOSTED ON THE E‑GOVERNMENT TEAMSITE SERVERS.]
4.1.4 Form Completion

[DESCRIBE HOW THE E-FORM WILL BE COMPLETED.]
Example: The e-form needs to be both printable (printed and then filled out) and electronic (filled out on‑screen). The e-form needs to be able to be e-mailed as a PDF, and the data needs to be saved electronically with the e-form to move users away from paper.

4.1.5 Form Submission
The e-form should be able to be submitted in the following formats:

· [FORM SUBMISSION REQUIREMENT 1]
· [FORM SUBMISSION REQUIREMENT 2]
· Printed hardcopy
· Etc.
4.1.6 Archiving

The e-form should allow archiving in the following formats: [SELECT THOSE THAT APPLY]
· Printed

· Electronic — no data (flat PDF/image)

· Electronic — data (interactive PDF)

· Electronic — other format (describe)
The e-form should integrate with the [ARCHIVAL SYSTEM] in use by the Agency.
4.2 Format and Design

4.2.1 Form Template

The Agency [DOES/DOES NOT] currently have a form template or formally documented form standards. The e-form will be designed to incorporate form usability design standards and best practices.

[THE E‑FORM WILL CONFORM TO AGENCY PUBLICATION STYLE GUIDE STANDARDS, INCLUDING FORMATTING AND EDITORIAL GUIDELINES.]
Capitalization. [SELECT THE CAPITALIZATION FORMAT TO BE USED FOR THE E-FORM'S CAPTIONS: STANDARD GRAMMATICAL TITLE CASE, INITIAL CAPS (CAPITALIZING ONLY THE FIRST WORD), OR USE EXISTING CAPITALIZATION ON THE FORM.]
Instructions. [DESCRIBE HOW INSTRUCTIONS SHOULD BE INCLUDED: AN INSTRUCTIONS PAGE, HELP TEXT, OR MESSAGE BOXES.]
Field order. [DETERMINE WHETHER THE CURRENT FIELD ORDER MUST BE MAINTAINED OR WHETHER THE FIELDS CAN BE REORDERED TO OPTIMIZE THE USER'S EXPERIENCE.]
Field numbering. [DETERMINE WHETHER FIELD NUMBERING IS NECESSARY.]
4.2.2 Localization

The e-form will be localized in [SPANISH/RUSSIAN].
4.2.3 Reader Extensions

The e-form requires the use of the Reader Extensions elements listed below. 

Attachments — [INSTRUCTIONS]
Comments/notes — [INSTRUCTIONS]
Digital signatures — [INSTRUCTIONS]
Markups/revisions — [INSTRUCTIONS]
Saving locally — [INSTRUCTIONS]
Other — [INSTRUCTIONS]
4.2.4 Data Extraction
[DESCRIBE THE DATA EXTRACTION CONSIDERATIONS, FOR EXAMPLE: ALL DATA WILL BE EXTRACTED IN (TABULAR TEXT/EXCEL/XML/CUSTOM) FORMAT AND SENT TO THE [AGENCY SERVER].
4.2.5 2-D Barcode
[DESCRIBE THE 2-D BARCODE CONSIDERATIONS.]
4.2.6 Pre-Populated Data

[DESCRIBE THE CONSIDERATIONS FOR PRE-POPULATION OF DATA INTO THE E-FORM.]
4.3 Business Requirements
The e-form business requirements, functionality and format as determined by the Agency and Saber are documented in this section.
Table 1. Form Field Requirement Terms
	Term
	Definition

	Formatting
	Structures the data entered into the form field into the correct data format. For example, a phone number field can be set to only accept input in the following format: (999) 999-9999. Other formatting options include dynamically expanding text fields, checkboxes, and digital signature fields.

	Calculations
(C)
	Ensures that calculated field data is correct per mathematical operations for defined business rules. For example, mileage costs can be calculated as the number of miles traveled using a personal vehicle multiplied by the standard per mile rate.

	Programming
(P)
	Includes customized functionality for a specific business need. For example, the form can be programmed to allow for form sections to dynamically show or hide relevant information based on options selected in the form. This may be used to consolidate multiple similar forms into a single form. Other programming options include hyperlinks, pre-populated data from a specific data source, repeating data elements, and message box prompts to users.

	Validations
(V)
	Ensures that the data entered into the form field conforms to defined business rules. For example, a field can be set to be required or optional and to prompt the user to enter required information before proceeding through the form. Other validation options include drop-down lists and list boxes.


Note: Field types include button, checkbox, date, drop-down, list box, numeric, radio button, signature, and text.

Table 2. SAMPLE Business Requirements for an Expense Reporting Form
	Field Number
	Field Name
	Field Type
	Maximum Character Length
	Formatting
	Required
	C/P/V
	Description

	
	Clear Form
	Button
	
	
	
	P
	Clear all data from the form and reset subforms to initial state

	
	Submit
	Button
	
	
	
	P
	E-mail form to Finance Dept. (e-mail address to be provided)

	1
	Employee Name
	Text
	45
	
	Yes
	
	

	2
	Employee Identification Number
	Numeric
	7
	Add field number (“2”); embed “OR” as static text
	Yes
	
	

	3
	Office Telephone Number
	Numeric
	10
	000-000-0000
	
	
	

	4
	Program Cost Accounting (PCA)
	Drop-down


	5
	
	Yes
	
	

	5
	Employee’s Official Headquarters (city)
	Text
	
	
	
	
	

	6
	Division
	Text
	
	
	
	
	

	7
	Mail Drop
	Text
	
	
	
	
	

	8
	Regular Scheduled Work Shift - 
	Radio button
	
	8 AM – 5 PM, Other
	
	
	

	8
	Regular Scheduled Work Shift - Other
	Text
	15
	Other (description)
	Yes
	P
	If “Other” is selected, require “Other description”

	9–29
	Expense line item
	Subform
	
	
	
	P
	Dynamically add and delete row

	9
	Period (month and year)
	Numeric
	6
	mm/yyyy
	Yes
	
	

	10
	Day
	Numeric
	2
	
	Yes
	
	

	11
	Time of Departure – Numerals
	Numeric
	4
	00:00
	Yes
	
	

	11
	Time of Departure – AM/PM
	Radio button
	2
	AM, PM
	Yes
	
	

	12
	Time of Arrival – Numerals
	Numeric
	4
	00:00
	Yes
	
	

	12
	Time of Arrival – AM/PM
	Radio button
	2
	AM, PM
	Yes
	
	

	13
	Location (city and state)
	Text
	
	
	
	
	

	14
	Program Code
	Numeric
	4
	
	
	
	

	15
	Meal per Diem Rate
	Numeric
	3
	
	
	P
	Link to the GSA site (high- vs. low-rent district rates)

	16
	Meal Allowance Percentage
	Drop-down
	3
	100%, 75%, 50%, 25%
	
	P
	Create caption hyperlink

	17
	Meal per Diem Expense
	Numeric
	5
	$000.00
	
	C

P


	Per Diem Rate x Meal Allowance Percentage
Create caption hyperlink

	18
	Lodging per Diem
	Numeric
	5
	$000.00
	
	
	

	19
	Total
	Numeric
	5
	$000.00
	
	C
	Meal Per Diem Expense + Lodging

	20–25
	Trip Number 
	Drop-down
	
	
	
	P
	Include a trip number drop-down reference

	20
	Total Meals and Lodging
	Numeric
	7
	$00,000.00
	
	C
	Sum of all Totals

	21
	Date (month and day)
	Numeric
	4
	mm/dd
	
	P
	Fields 20–25: Include a trip number drop-down reference

	22
	Fares, Private Car Mileage, Other Expenses
	Drop-down
	
	Fares, Private Car Mileage, Other Expenses
	
	P
	If “Other” is selected, require “Other description”

	22
	Fares, Private Car Mileage, Other Expenses
	Text
	Unlimited
	Other (description)
	Yes
	
	

	23
	Program Code
	Drop-down
	4
	
	
	
	

	24
	Rate per Mile
	Numeric
	4
	0.000
	
	
	

	25
	Private Car Miles
	Numeric
	3
	
	
	
	

	26
	Amount
	Numeric
	5
	$000.00
	
	P
	If “Fares, Private Car Mileage, Other Expenses” drop-down is “Private Car Miles,” then field = Rate per Mile x Private Car Miles; else allow user entry

	27
	Total Fares, Private Car Mileage, Other Expenses
	Numeric
	6
	$0,000.00
	
	C
	Sum of all Amounts

	28
	Subtotal 
	Numeric
	6
	$0,000.00
	
	C
	Total Meals and Lodging + Total Fares, etc. (19 + 26)

	29
	Less Travel Advance
	Numeric
	6
	$0,000.00
	
	
	

	30
	Net Total Expenses 
	Numeric
	6
	$0,000.00
	
	C
	Subtotal - Less Travel Advance (28 – 29)

	31
	Travel Award
	Radio button
	
	Did/will; Did not/will not
	
	P
	Add to each travel and mileage line

	32
	Reason for Travel
	Text
	Unlimited
	Dynamically expand
	
	P
	Add to each travel and mileage line

	33
	Training-Related
	Radio button
	
	Yes, no
	
	P
	Add to each travel and mileage line; if “Yes” is selected, require “Training dates”

	33
	Training-Related - Dates
	Text
	
	
	
	P
	Add to each travel and mileage line

	34
	Membership
	Checkbox
	
	Executive Service/Management Service, Bargaining Unit, Other
	
	P
	If “Other” is selected, require “Other description”

	34
	Membership - Other
	Text
	
	Other (description)
	
	
	

	35
	Employee Signature
	Digital signature
	
	
	
	
	

	36
	Employee Signature Date
	Date
	
	mm/dd/yyyy
	
	
	

	37
	Employee Title
	Text
	
	
	
	
	

	38
	Authorized Approval Signature
	Digital signature
	
	
	
	
	

	39
	Authorized Approval Signature Date
	Date
	
	mm/dd/yyyy
	
	
	

	40
	Title of Person Authorized to Sign
	Text
	
	
	
	
	

	41–45
	Fiscal use line item
	Subform
	
	
	
	P
	Dynamically add and delete row

	41
	Fiscal Use Only: PCA
	Drop-down
	5
	
	
	
	

	42
	Fiscal Use Only: Object Column 1
	Numeric?
	4
	
	
	
	

	43
	Fiscal Use Only: Object Column 2
	Numeric?
	4
	
	
	
	

	44
	Fiscal Use Only: Amount
	Numeric
	6
	$0,000.00
	
	
	

	45
	Fiscal Use Only: Program Code
	Drop-down
	4
	
	
	
	

	
	Administrative Rule No. 14-030-01
	
	
	
	
	P
	Hyperlink to instructions

	
	PAP (Policies and Procedures) 332-007
	
	
	
	
	P
	Hyperlink to instructions


Section 5 Deliverables
The deliverables for this project include the following:
· This statement of work.

· Saber will provide the Agency with the following versions of the e-form:

A draft version of the e-form based on the information gathered in the requirements and functionality definition meetings.
A final version of the e-form that incorporates the testing feedback and all approved requirements and functionality.

A production version of the e-form for use within the Agency.
An in-person knowledge transfer session.
Upon Agency acceptance of the final version of the e-form and completion of knowledge transfer, Forms Factory will provide licensing and support services for the e-form.
Section 6 Cost of Services
[CUSTOMIZED FOR EACH ENGAGEMENT] 

The costs of services detail includes the types of services the Agency is purchasing and their associated costs. These costs are based on the business requirements in Section 4.3.  The result is a table that clearly defines the service, description, cost element, and annual ongoing maintenance costs.
6.1 Licensee Information

	Agency Name
	Agency Acronym
	PCA/Program Name

	[AGENCY]
	[ACRONYM]
	[PCA/PROGRAM NAME]


Section 7 Signature Page

E-government will provide the Agency with the management and consulting services described in this Statement of Work to assist in the creation of the specified e-form. This Statement of Work shall be subject to the terms and conditions of the E-government - Agency Interagency Agreement, as applicable. Each of the signatories agrees that the complete agreement between the parties about these services consists of (1) this Statement of Work and (2) the E‑government – Agency Interagency Agreement.

[AGENCY]
	Authorized Signature
	Authorized Signature

	Name
	Name

	Title
	Title

	Date
	Date


Oregon E-government Program
	Authorized Signature

	Scott E. Smith

Name

	E-government Program Manager

Title

	Date


EDS, Inc.
Saber, Inc.
	Authorized Signature
	Authorized Signature

	Shannon Glasscock

Name
	Name

	EDS Client Delivery Executive

Title
	Forms Factory Project Manager

Title

	Date
	Date


Appendix A Forms Factory Service Request
[Insert screen shots of Service Request.]
Appendix B Existing Form
[Insert screen shot of existing form.]
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