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[bookmark: _Toc177118901][bookmark: _Toc185952456][bookmark: _Toc192874631]Preface
This Project Management Plan (PMP) provides a comprehensive overview of the management approaches for the New York State Department of Health Office of Health Insurance Programs (DOH OHIP), Continuing Medicaid Eligibility Modernization project. This project could have multiple sub-projects including the Medicaid Eligibility and Client Management (MECM) system, Appeals Solution, and future enhancements. It serves as a baseline any associated projects and details ███████’s and DOH OHIP’s approach and plan for project management of the Continuing Medicaid Eligibility Modernization project. The document outlines the strategic approach and methodologies employed to promote the successful planning, execution, and monitoring of the project. 
The PMP documents the structure, processes, and resources that are used to execute the project; covers the project organization, approach and timeline, work planning and controls, resource management, tools, and communication plans; and serves as a single reference point for policies and procedures for project management responsibilities. The PMP serves as the foundation for the project team to organize, prioritize, coordinate, integrate, and monitor project activities. 
The PMP provides project team members, stakeholders, and decision-makers with a clear roadmap to navigate the complexities of the Continuing Medicaid Eligibility Modernization project and achieve the desired outcomes. The PMP, which is organized into twelve sections, addresses the following areas of project management: 
1. Governance Structure
1. Software Development Life Cycle (SDLC) Methodology
1. Stakeholder Engagement Plan
1. Communications Management Plan
1. Deliverable Management Plan
1. Budget Management Plan
1. Quality Management Plan
1. Resource Management Plan
1. Project Controls Plan
1. Integrated Change Control Process
1. Schedule Management Plan
1. Requirements Management Plan
 
Upon approval by DOH OHIP, the PMP will be updated and maintained throughout the duration of the project to reflect the current, agreed-upon project management approach. 
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Section 1 – Governance Structure


[bookmark: _Toc177118902][bookmark: _Toc185952457][bookmark: _Toc192874632]Governance Structure
[bookmark: _Toc143696777][bookmark: _Toc143697007][bookmark: _Toc143697759][bookmark: _Toc143700159][bookmark: _Toc152838932][bookmark: _Toc177118903][bookmark: _Toc185952458][bookmark: _Toc192874633]Introduction
[bookmark: _Toc141248314][bookmark: _Toc143696778][bookmark: _Toc143697008][bookmark: _Toc143697760][bookmark: _Toc143700160]The Governance Structure provides the framework to effectively align key functions, leadership, and execution to deliver project success. The Governance structure intends to support the Continuing Medicaid Eligibility Modernization project by standardizing processes and improving efficiency. This document outlines how committees, processes, and cadences interact to form a comprehensive Governance Structure.
[bookmark: _Toc152838933][bookmark: _Toc177118904][bookmark: _Toc185952459][bookmark: _Toc192874634]Purpose
[bookmark: _Toc143696779][bookmark: _Toc143697009][bookmark: _Toc143697761][bookmark: _Toc143700161]The Governance Structure outlines key components of how the project will be governed. The right team structure, supported by a decision authority and escalation framework, is essential for defining successful project governance. Project escalation procedures are directly aligned with the project governance hierarchy.
The objective of the Governance Structure is to provide a structure that achieves the following:
Outlines the overall governance approach to achieve project analysis, control, review, and decision making
Identifies the responsibilities of each governance body: Executive Governance, Managerial Governance, and Project Administration and Execution
[bookmark: _Toc143696780][bookmark: _Toc143697010][bookmark: _Toc143697762][bookmark: _Toc143700162]Defines processes for how governance bodies escalate and address items
[bookmark: _Toc152838934][bookmark: _Toc177118905][bookmark: _Toc185952460][bookmark: _Toc192874635]Approach
The Governance Structure is comprised of three levels: Executive Governance, Managerial Governance, and Project Administration and Execution. Within each governance level, committees maintain responsibilities across activities throughout the project life cycle. Committees include members of both, ███████ and New York State DOH OHIP teams, to confirm that decisions align with project priorities and with team expertise. The subsequent sections describe the committees in detail.
Figure 1-1 illustrates how the various governance committees share information and contribute to the project’s overall escalation framework. 





[image: ]
[bookmark: _Toc178152022][bookmark: _Toc192875037]Figure 1-1: Governance Structure
Table 1-1 illustrates the membership of each level of the Governance Structure: 
	Role
	Executive Governance
	Managerial Governance
	Project Administration and Execution

	Medicaid Director
	✔
	
	

	Medicaid Chief Operating Officer (COO)
	✔
	
	

	Division of Eligibility and Marketplace Integration (DEMI) Director
	✔
	✔
	

	DEMI Deputy Director
	✔
	✔
	✔

	eMedNY Bureau Director
	✔
	
	

	NY State of Health (NYSOH) Bureau Director
	✔
	
	

	Division of Operations and Systems (DOS) Chief Information Office (CIO)
	✔
	✔
	

	DOS Chief Technology Officer (CTO)
	✔
	✔
	

	DOS Deputy CIO
	✔
	✔
	✔

	DOS Deputy Director/Security and Privacy Bureau Director
	✔
	✔
	

	DOS Project Director 
	✔
	✔
	✔

	DOS Program Manager
	
	✔
	✔

	DOH OHIP Implementation and Organizational Change Management (OCM) Manager
	
	✔
	✔

	DOS Functional Manager
	
	✔
	✔

	MECM Quality Assurance (QA) Manager
	
	✔
	✔

	DOS Technical Director
	✔
	✔
	✔

	DOS Technical Manager
	
	✔
	✔

	███████ Human Services Transformation Practice Leader
	✔
	
	

	███████ New York State (NYS) Account Consulting Leader
	✔
	
	

	███████ Project Executive
	✔
	✔
	

	███████ Project Director
	✔
	✔
	

	███████ OCM Director
	✔
	✔
	✔

	███████ Technical Director
	
	✔
	✔

	███████ Project Management Office (PMO) Manager
	
	✔
	✔

	███████ Functional Manager
	
	✔
	✔

	███████ Implementation & OCM Manager
	
	
	✔

	███████ QA Manager
	
	
	✔

	███████ Technical Manager
	
	
	✔

	███████ Security Manager
	
	
	✔

	███████ Application Development Manager
	
	
	✔


[bookmark: _Toc192875085]Table 1‑1: Governance Structure Membership
[bookmark: _Toc152838935][bookmark: _Toc177118906][bookmark: _Toc185952461][bookmark: _Toc192874636]Executive Governance
Executive Governance, made up of DOH OHIP and ███████ leadership, is the highest level of control and authority in the Governance Structure. Executive Governance members convene monthly as the Executive Steering Committee (ESC).
[bookmark: _Toc152838936][bookmark: _Toc177118907][bookmark: _Toc185952462][bookmark: _Toc192874637]Executive Steering Committee
The ESC provides a monthly forum for strategic discussions between ███████ and DOH OHIP leadership. Representatives from both organizations review program goals, business priorities, and outcomes. In doing so, the ESC sets overall direction for the Continuing Medicaid Eligibility Modernization project and oversees resource alignment. If necessary, the ESC can gather outside of the scheduled monthly meetings.
ESC members are also responsible for making decisions on escalated risks, issues, or change requests, in accordance with the Integrated Change Control Process (ICCP) (refer to Section 10) and the Project Controls Plan (refer to Section 9), summarized in Sections 1.4.1 and 1.4.2 below. When items are escalated out of Managerial Governance committees, the Project Management Office (PMO) facilitates ESC review by working with project teams to compile necessary information and coordinate presentations and discussions. The PMO communicates outcomes from ESC meetings to Managerial Governance entities and Project Administration and Execution teams. 
[bookmark: _Toc152838937][bookmark: _Toc177118908][bookmark: _Toc185952463][bookmark: _Toc192874638]Managerial Governance
Managerial Governance, which is made up of Project Administration and Execution team leadership, is the second highest level of the Continuing Medicaid Eligibility Modernization Project Governance Structure. Managerial Governance includes the Project Steering Committee (PSC), the Architecture Review Board (ARB), the Change Advisory Board (CAB), and the Change Review Board (CRB). These committees are responsible for analyzing potential risks, issues, and change requests and making project decisions or recommendation to Executive Governance that emerge from Project Administration and Execution activities. 
When an item requires escalation to Managerial Governance, as determined by the ICCP and Project Controls Plan, the PMO facilitates this process by working with the project teams to compile the necessary information and present it to the appropriate Managerial Governance committees. If further escalation to Executive Governance is necessary, the PMO also liaises in that process.
[bookmark: _Toc152838938][bookmark: _Toc177118909][bookmark: _Toc185952464][bookmark: _Toc192874639] Project Steering Committee
[bookmark: _Toc152838939]The PSC, which is comprised of representatives from ███████ and DOH OHIP project leadership, sets project priorities and discusses escalated risks, issues, and change requests (CRs) that could impact project objectives but do not require ESC input. The PSC meets on a weekly cadence during the Project Status Report Meeting to discuss the previously outlined topics. In addition, the PSC controls and monitors each project’s critical path schedule and monitors project progress, as outlined in the Schedule Management Plan (refer to Section 11) summarized in Section 1.4.3 below, to promote compliance with the project schedule, budget, and scope. PSC members, having holistic oversight over managerial activities, also support the other Managerial Governance committees with decisions. 
[bookmark: _Toc177118910][bookmark: _Toc185952466][bookmark: _Toc192874640]Change Advisory Board
The CAB is responsible for the oversight and management of Contract Administration and Release Planning. 
Contract Administration: This involves contracting, procurement, and budget management as well as reviewing and approving contract administration documents for contract compliance. In addition, contract administration includes oversight of contract life cycle management and the tracking of counterparties, terms and conditions, contract financials, staff, contractual risk, contract security and access, and contract management key performance indicators (KPIs). The CAB meets as necessary to discuss contractual items as they arise and require discussion and input. The CAB is responsible for monitoring contract compliance, service level agreement reports, invoices, and Individual Statement of Work (ISOW) processing and execution. 
Release Planning: This involves project leadership across tracks and oversees the project’s Release Planning process. Release Planning requires stakeholders to effectively collaborate and commit to a plan for delivering a product increment by a given deadline. Project Administration and Execution teams present objectives, priorities, technical specifications, and dependencies to the CAB and then work with the CAB members to reach a shared plan based on available resources. This method creates a platform for cross-functional collaboration throughout the project.
As part of Release Planning, the CAB maintains the project release runway and project release plan for the Project Administration and Execution teams and coordinates non-critical path release and deployment schedules. The CAB also validates release readiness for technical and business items or maintenance releases and assesses proposed changes to the release plan to identify risks and secure approvals when needed.
[bookmark: _Toc177116604][bookmark: _Toc177117374][bookmark: _Toc177118144][bookmark: _Toc177118911][bookmark: _Toc178350378][bookmark: _Toc178352222][bookmark: _Toc178354336][bookmark: _Toc178357145][bookmark: _Toc178358944][bookmark: _Toc177118912][bookmark: _Toc185952467][bookmark: _Toc192874641]Change Review Board
The CRB reviews, assesses, and dispositions all Change Requests for the project. 
[bookmark: _Toc177118913][bookmark: _Toc185952468][bookmark: _Toc192874642] Architecture Review Board
The ARB, which is made up of technical leadership and business leadership across project tracks, manages technical changes in accordance with the ICCP, and is responsible for enterprise architecture governance. This includes approving and publishing target architecture, assessing compliance with target architecture, and engaging stakeholders to correct noncompliance.
When items are escalated from the Project Administration and Execution teams, the ARB reviews and approves technical and security changes in the MECM environments, including patches, product upgrades, maintenance, and architectural changes related to major system enhancements or technical upgrades. Given this scope, the ARB is responsible for proactively managing patching and upgrading calendars and changes to software and cloud bill of materials (BOM), if there are any. 
[bookmark: _Toc178371142][bookmark: _Toc184746719][bookmark: _Toc185948465][bookmark: _Toc186883660][bookmark: _Toc187427402][bookmark: _Toc188449778][bookmark: _Toc188618670][bookmark: _Toc152838942][bookmark: _Toc177118914][bookmark: _Toc185952469][bookmark: _Toc192874643]Project Administration and Execution (PAE)
Project Administration and Execution includes the PMO, the Technology team, the Change Management team, the Security Compliance team, and the Functional team. These teams are responsible for developing and executing Continuing Medicaid Eligibility Modernization tasks, and thus, also identifying items that need escalation to Managerial Governance or Executive Governance during project planning and execution. The PAE meets, at minimum, weekly to discuss the progress, action items, and milestones for their respective tracks. 
The PMO supports all track teams by working with them to monitor and report on ongoing progress, present regular updates, and navigate project escalations, in accordance with the ICCP and Project Controls Plan. The PMO helps by tracking and compiling the necessary information and delivering it to the appropriate Managerial and Executive committees.
[bookmark: _Toc185952470][bookmark: _Toc192874644]Project Management Office
The PMO is comprised of dedicated project management staff from both ███████ and DOH OHIP. The PMO facilitates effective governance execution in accordance with this Governance Structure and enables cross-program integration in alignment with the Stakeholder Engagement Plan (refer to Section 3) and the Communications Management Plan (refer to Section 4), summarized in Sections 1.4.5 and 1.4.6 below.
The PMO administers the change request process and escalates items to Managerial Governance and Executive Governance. Technology, Change Management, Security Compliance, and Functional tracks partner with the PMO to receive leadership reviews and approvals, in accordance with the Quality Management Plan (refer to Section 7) and the Deliverable Management Plan (refer to Section 5), summarized in Sections 1.4.7 and 1.4.8 below.
[bookmark: _Toc152838944][bookmark: _Toc177118916][bookmark: _Toc185952471][bookmark: _Toc192874645]Technology, Change Management, Security Compliance, Quality Assurance, and Functional Tracks
The Technology, Change Management, Security Compliance, Functional, and QA tracks include subject matter advisors and team members from ███████ and DOH OHIP. Each track team is responsible for managing their respective scopes, schedules, and budgets to achieve the shared goals of the project.
When needed, these teams provide inputs for Executive and Managerial committees that need escalation. The PMO assists in the development and delivery of such items.
[bookmark: _Toc152838946][bookmark: _Toc177118917][bookmark: _Toc185952472][bookmark: _Toc192874646]References
The Governance Structure has project-wide implications and applicability. As such, the Governance Structure relies on several other sections of the Continuing Medicaid Eligibility Modernization PMP. The following section outlines the various PMP sections referenced in the Governance Structure.
[bookmark: _Toc177118918][bookmark: _Toc192874647][bookmark: _Toc152838947][bookmark: _Toc185952473]Integrated Change Control Process 
The ICCP (refer to Section 10) has a detailed workflow for how Executive Governance, Managerial Governance, and Project Administration and Execution groups escalate and address items. The ICCP includes a process flow diagram and narrative that outline critical steps, decision points, and outputs for change management. The process flow diagram and narrative also identify the responsible parties, which are defined in the Governance Structure. 
[bookmark: _Toc152838948][bookmark: _Toc177118919][bookmark: _Toc185952474][bookmark: _Toc192874648]Project Controls Plan
[bookmark: _Toc152838949]The Project Controls Plan (refer to Section 9) details how risks and issues (see DEL-08 Risk and Issue Register), as well as action items and decisions, are identified, escalated, and addressed by the project team. The risks, issues, action items, and decisions process flows detailed in this section of the PMP include responsibilities for the Executive Governance, Managerial Governance, and Project Administration and Execution governance groups. 
[bookmark: _Toc177118920][bookmark: _Toc185952475][bookmark: _Toc192874649]Schedule Management Plan
The Schedule Management Plan (refer to Section 11) outlines how Executive Governance, Managerial Governance, and Project Administration and Execution groups are responsible for contributing to the Work Plan (see DEL-06 Baselined Work Plan and Schedule) and maintaining it throughout the project. This section of the PMP includes the process flows that create and manage the project schedule.
[bookmark: _Toc152838950][bookmark: _Toc177118921][bookmark: _Toc185952476][bookmark: _Toc192874650]Resource/Staff Management Plan
The process for engaging key and non-key project personnel is outlined in the Resource Management Plan (refer to Section 8). Key personnel require Executive Governance approval before committing and initiating project onboarding.
[bookmark: _Toc152838951][bookmark: _Toc177118922][bookmark: _Toc185952477][bookmark: _Toc192874651]Stakeholder Engagement Plan
The Stakeholder Engagement Plan (refer to Section 3) is a collection of processes for stakeholders to build trust, enhance collaboration, and achieve positive outcomes for the project. The Governance Structure establishes the processes, channels, and methods to support stakeholder engagement in informing and/or escalating items to various stakeholders and governing bodies across the Continuing Medicaid Eligibility Modernization project. Effective stakeholder engagement enables project governance to drive accountability and decision-making with relevant parties to achieve with business objectives.
[bookmark: _Toc152838952][bookmark: _Toc177118923][bookmark: _Toc185952478][bookmark: _Toc192874652]Communications Management Plan
[bookmark: _Toc152838953]The Communications Management Plan (refer to Section 4) outlines planned communications, which are primarily developed and executed by relevant tracks in the Project Administration and Execution group. The Governance Structure becomes critical when unplanned communications are required. These unplanned communications have their own review and approval process, especially when the communication is to be expedited, in which case project leadership will be involved in development and approval.
[bookmark: _Toc177118924][bookmark: _Toc185952479][bookmark: _Toc192874653]Quality Management Plan
Performing internal quality project reviews requires updates and discussions with Executive and Managerial Governance bodies, as described in the Quality Management Plan (refer to Section 7). Internal reviews require participation from both the Managerial and Executive Governance levels.
[bookmark: _Toc152838954][bookmark: _Toc177118925][bookmark: _Toc185952480][bookmark: _Toc192874654]Deliverable Management Plan
The Deliverable Management Plan (refer to Section 5) summarizes the processes involved in the drafting, submission, collaboration review, approval, and transmittal of the deliverables which are referenced in each respective ISOW. When additional approvals and input are required, deliverables cycle through all levels of governance before finalization.
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Section 2 – Software Development Life Cycle (SDLC) 





[bookmark: _Toc185952481][bookmark: _Toc177118926][bookmark: _Toc192874655][bookmark: _Toc148102295][bookmark: _Toc152605779][bookmark: _Toc396111259]Software Development Life Cycle Methodology
[bookmark: _Toc177118927][bookmark: _Toc185952482][bookmark: _Toc192874656]Introduction
Defining and documenting the SDLC methodology is critical to aligning expectations across all project stakeholders to ‘how’ the MECM system will be implemented. It will serve as a guide during the execution of the project and a key component of the Project Management Plan (DEL-05) deliverable.
[bookmark: _Toc148102296][bookmark: _Toc152605780][bookmark: _Toc177118928][bookmark: _Toc185952483][bookmark: _Toc192874657]Purpose
The purpose of this document is to define the SDLC methodology to be used for the implementation of Continuing Medicaid Eligibility Modernization projects. It defines how the MECM system will operate throughout the life cycle across each of its phases including the scope, inputs, outputs, roles and responsibilities. Process flows and process flow narratives supporting each of the phases further elaborate how the project will execute the SDLC along with supporting tools and resources. 
Objectives of the MECM SDLC methodology include:
Establishing consistency of processes and standards used across each Wave and the various stakeholders for the project
Demonstrating incremental progress through iterations or bundles while maintaining the rigor that SDLC phase gates provide
Educating project staff that will execute the methodology with their responsibilities and available resources to set them up for success
Promoting collaboration across teams while clearly defining responsibilities that support an efficient use of project stakeholders’ time
[bookmark: _Toc148102297][bookmark: _Toc152605781][bookmark: _Toc177118929][bookmark: _Toc185952484][bookmark: _Toc192874658]MECM SDLC Methodology Overview
To achieve these goals, the MECM SDLC methodology will follow a hybrid SDLC approach. As such, certain phases of the SDLC in a Wave will be completed in sequence where a phase gate is used to exit one phase and begin the next while other Wave phases will occur iteratively and in parallel to each other. Respective exit criteria will define the project artifacts and deliverables requiring completion and or approvals necessary to pass the phase gate. It is possible that phases in different iterations/bundles may be worked in parallel, considering the stakeholder engagement needed. For example, the Development phase of a bundle may be worked in parallel with the Design phase of a subsequent bundle. It may not be optimal for the same phase(s) of a Wave across multiple iterations/bundles to be worked in parallel (e.g., Bundle 1 System Integration Test (SIT) and Bundle 2 SIT activities) due to the inputs needed from the same stakeholder groups.
This approach benefits from the discipline and rigor of the waterfall and phase gates between key phases while adopting flexibility and allowing early access to working software for the Design, Development, and SIT phases of the SDLC through an iterative process, as illustrated in the Figure 2-1. As part of this approach, Solution Exploration will also take place using the same iterative process leveraged for Design, Development, and SIT for each iteration/bundle. Solution Exploration allows stakeholders and end users to provide feedback for each iteration/bundle, and these design updates will be incorporated iteratively prior to User Acceptance Testing (UAT). Solution Exploration helps validate that the system aligns with the Integrated Joint Application Development (JAD) sessions and provides stakeholders the ability to verify that the system meets requirements prior to the UAT phase of the project. Throughout this process, the SDLC methodology will follow principles set forth in the New York State (NYS) Information Technology Services (ITS) Secure SDLC Standards, which define the security standards that must be considered and addressed within every SDLC.
The table below shows the traceability of each NYS ITS SDLC Guideline and corresponding Continuing Medicaid Eligibility Modernization documents or deliverables that most closely align with those guidelines. There is not necessarily a one to one match between the listed security activities and the Secure (SSDLC) phases, as security activities are performed iteratively throughout the SSDLC. NOTE: Each activity of the NYS ITS SDLC Guidelines and their corresponding start and end dates are maintained in the Baselined Work Plan and Schedule and subject to change.
	No.
	NYS ITS SDLC Guideline
	Corresponding Continuing Medicaid Eligibility Modernization Documents/Deliverables that Satisfies Criteria

	1
	Classify Information and Establish a System Criticality Level
	Data Use Agreement (DUA) between ███████ and DOH OHIP

	2
	Establish Digital Identity Requirements
	Identity and Access Management – System Architecture Design Document (SADD) 

	3
	Create a System Profile and Decompose the System
	System Security Plan (SSP)

	4
	Assess Risks
	System Security Plan

	5
	Select, Document, and Test Security Controls
	Test Management Plan 

	6
	Create Test Data
	Test (test, interfaces, conversion teams)

	7
	Perform Certification and Accreditation
	Third Party Verification (April/May 2025)

	8
	Release & Maintenance Support
	Combination of what is being implemented for Wave 1 and M&O services

	9
	System Disposal
	Not applicable for Wave 1; consider for M&O 


[bookmark: _Toc192875086]Table 2‑1: NYS ITS SDLC Guideline to Continuing Medicaid Eligibility Modernization Document/Deliverable Mapping

Figure 2-1 depicts the major phases of a Wave and how the hybrid SDLC methodology will operate.
[image: ]
[bookmark: _Toc150948926][bookmark: _Toc178152023][bookmark: _Toc192875038]Figure 2-1: Approach to Application SDLC
For each Wave and major release, a full SDLC sequence is executed as depicted in the above figure. During the SDLC sequence, the Design, Development, and SIT phases are organized into iterations or bundles. Iterations and bundles are a means to deliver working software incrementally during the SDLC allowing project stakeholders to see tangible results from SDLC activities earlier than in a traditional waterfall SDLC methodology. Iterations were initially implemented to organize JAD topics by a system track/module driven approach. Iterations were transitioned to bundles which organize JAD topics in a more holistic, end-to-end business process across design, interfaces, change management, and technology tracks. JADs are more logically organized, creating Functional Design Documents (FDDs) that are easier for stakeholders to consume when they review and approve. Each iteration and bundle will include a Design, Development, and SIT phase within it. Iterations and bundles allow for overlapping SDLC activities within the Design, Development, and SIT phases and will have their own entry and exit criteria. As depicted in the figure above, the Solution Exploration phase takes place iteratively at the conclusion of SIT for each iteration or bundle. The ‘Iterate’ activities above follow requirements prioritization and approval. Any potential changes to approved deliverables and work products will be managed through ICCP. This allows approved incremental designs to move more quickly into Development and subsequent SIT processes. As depicted in Figure 2-1 above, the dark blue arrow represents the full SDLC sequence within a Wave. Within this, the circular arrow with Design/Development/SIT represents the iterative steps for these activities. The light blue arrow represents the return to the beginning of the SDLC process for the next Wave. 
In support of a comprehensive project governance structure, phase gates are integrated into the SDLC to provide oversight and alignment with project objectives. In accordance with the Responsible, Accountable, Consulted, Informed (RACI) chart, phase owners assess the predefined entry and exit criteria at the conclusion of each phase to demonstrate readiness to move on to the next stage. Given their importance to successful product delivery and production implementation, an additional layer of governance is introduced between the exit and entrance of the following two phases and a dedicated meeting will be held to gain concurrence prior to proceeding:
Operational Readiness Test (ORT) → UAT
UAT→ Rollout 
Phase gates are integrated into the SDLC to provide oversight and confirm alignment with project objectives. 
Once the associated documentation and deliverables have been approved and the corresponding entry/exit criteria have been satisfied for each project phase, two key decisions will be logged: one for the completion of the current phase’s exit criteria and another for the commencement of the next phase’s entry criteria. These decisions will include the collection of deliverable approvals and associated documents, in accordance with the guidelines outlined in Section 7.4.1 Transmittal Management. 
The following table describes the purpose of each phase along with the key inputs and outputs of the phase. In Appendix C-1 Roles and Responsibilities, each phase is defined in more detail.
	Phase
	Purpose
	Key Inputs
	Key Outputs

	Continuing Medicaid Eligibility Modernization Wave Planning
	The Continuing Medicaid Eligibility Modernization Wave Planning phase defines the high-level objectives and scope for a Wave, including functional, business, and technical impacts. High-level conceptual design and high-level architecture design will take place during Wave Planning while the Amazon Web Services (AWS) team reviews the initial BOM and the Cloud Cost Management plan and plans for any resizing based on changes to business usage/assumptions on a quarterly basis. These are utilized as inputs for the development of the Initial Solution Definition (ISD). 
	Business Strategy Document
Master Statement of Work (MSOW)
Individual Statements of Work (ISOWs)
	Approved high-level scope, goals, and objectives for the Wave
Initial Solution Definition (ISD) (DEL-01)

	Business Process Analysis
	The Business Process Analysis allows to-be business processes (including system workflows) across the different end user types to be defined and optimized to achieve business objectives for the Wave. Personas are used to create and validate business process flows. From Wave-2 onwards, ███████ will submit an NYS- specific Use Case Document for client approval.
	Existing workforce procedure documentation
Interviews with business stakeholders
Site visits to workforce offices
	As-Is/To-Be Business Process Maps (DEL-17)
Defined personas based on target population for the Wave
Detailed business objectives and high-level scope for the Wave

	Requirements Gathering
	Requirements define ‘what’ the system will do. During the Requirements Gathering phase, the project objectives, to-be process flows, and other business requirements/needs are used to conduct requirements discussions that result in specific system requirements or changes needed to the base solution. System requirements are documented in both narrative form and in a detailed inventory that forms the basis of the Requirements Traceability Matrix (RTM).
	To-Be Business Process Maps
Base solution documentation
Program policy documentation
Business requirements input documents 
	Requirements Specification Document (DEL-18)
Requirements Traceability Matrix (DEL-19) (including recommended prioritization for Waves)

	Prioritization and Iteration/Bundle Planning
	Once system requirements are known, the effort must be estimated to determine feasibility to implement within the timeline and capacity of the Wave timeline and budget. Prioritizing requirements may be needed to align their scope to the available timeline and budget. Once prioritization has occurred, system requirements can be allocated across iterations/bundles for the build phases.
	Requirements Traceability Matrix (DEL-19)
System requirement estimation (refined estimates and impact on resources, budget, and timeline)
	Updated RTM (DEL-19) with Wave and iteration/bundle assignment to each system requirement

	Design (Iterative)
	The Design phase defines the specifications for the MECM solution for a set of system requirements within a Wave and iteration/bundle and answers the question ‘how’ will the solution work. This is addressed both for functional and non-functional system requirements.
	Initial Requirements Specification Document (DEL-18) and Requirements Traceability Matrix (DEL-19) with Wave and iteration/bundle assignment to each system requirement
Base solution design specification documents
Legacy system documentation
Initial Solution Definition (ISD) (DEL-01)
	Functional Design Documents (DEL-20)
Interface/Batch/ Notice/Automation Control Documents (DEL-22)
System Architecture Design Document (SADD) (DEL-16)
Training Plan (DEL-10)
Business Continuity and Disaster Recovery Plan (DEL-14)
Draft System Security Plan (SSP) (DEL-15)

	Development (Iterative)
	During the Development phase, the MECM solution software and/or configuration is updated to provide functionality defined in the approved design specifications for the iteration/bundle.
	Functional Design Documents (DEL-20)
Interface Control Documents (DEL-22)
Notice Control Documents
Batch Control Documents (DEL-22)
System Architecture Design Document (DEL-16)
Training Plan (DEL-10)
	System Source Code (DEL-26)
Unit Test Results 
Data Dictionary and Data Model (DEL-21)
Training Materials or Manuals
System Security Plan (SSP) (DEL-15)
Test Management Plan (DEL-09)

	SIT (Iterative)
	The SIT phase serves to validate that the MECM solution software conforms to the approved design specifications for the iteration or bundle. This phase includes both, vendor performed testing and business stakeholder exploratory testing, and is the final phase within an iteration or bundle. Test scripts developed and used in this phase are based on approved design documentation and in accordance with the Test Management Plan. During this phase, the Rollout Plan will be developed in preparation for operational readiness, UAT, and go-Live activities. Solution Exploration will also take place after SIT.
	Functional Design Documents (DEL-20)
Interface/Batch/ Notice/Automation Control Documents (DEL-22)
System Architecture Design Document (DEL-16)
Defined personas based on target population for the Wave
Training Plan (DEL-10)
	SIT test scripts
SIT test results
Training Materials or Manuals 
MECM System Rollout Plan (DEL-13), developed during the SIT phase, includes the roll back and verification approach

	Solution Exploration (Iterative)
	The Solution Exploration phase occurs iteratively after SIT and serves to validate that the solution aligns with the design inputs and decisions resulting from Integrated JAD sessions. This is the final phase within an iteration/bundle.
	Test Management Plan (DEL-09)
SIT Test Report
	All the valid observations are categorized as: Valid defects to be addressed, Potential design updates, or Potential Enhancements
Requirements Traceability Matrix (DEL-19)

	Operational Readiness Test
	The Operational Readiness Test phase occurs when all iterations/bundles of Design/Development/SIT/Solution Exploration are complete and the entire functionality for a Wave can be tested together. This phase also includes the following testing types that benefit from being executed when the Wave’s functionality and software is complete: Regression testing, Security testing, Performance testing, and Failover testing.
	Business Continuity and Disaster Recovery Plan (DEL-14)
System Security Plan (DEL-15)
System Architecture Design Document (SADD) (DEL-16)
Capacity Plan
SIT test scripts
Test Management Plan (DEL-09)
	System Test Results (DEL-24)
Regression test results
Security test results
Performance test results
Failover test results

	UAT
	UAT is performed by business stakeholders to validate the MECM solution functionality aligns with their business requirements and objectives for the Wave. It serves to immerse those stakeholders in the functionality for a Wave to allow them to prepare end users for the Wave’s rollout. 
	Updated Requirements Traceability Matrix (DEL-19) with traceability across requirements, design, development, and test cases
Test Management Plan (DEL-09)
Functional Design Documents (DEL-20)
Interface/Batch/ Notice/Automation Control Documents (DEL-22)
System Architecture Design Document (DEL-16)
Defined personas based on target population for the Wave
SIT test scripts
Training Plan (DEL-10)
	UAT test scripts
UAT test summary
Production Ready System Source Code (DEL-26)
Training Materials or Manuals

	Rollout
	The rollout phase serves to reduce risk through a more methodical introduction of the Wave to the target end users with time built into the schedule for corrections/changes to functional and/or technical artifacts as a result of changes or recommendations derived from UAT feedback. The MECM System Rollout Plan, developed during the SIT phase, includes the roll back and verification approach.
	UAT test scripts
UAT test summary
MECM System Rollout Plan (DEL-13)
Production Ready System Source Code (DEL-26)
Maintenance and Operations (M&O) Run Book (DEL-33)
	Delivery of Training and Training Completion Report 



[bookmark: _Toc150951860][bookmark: _Toc192875087]Table 2‑2: SDLC High-Level Process Key Inputs and Outputs
Key stakeholders and their roles and responsibilities throughout the MECM SDLC can be found in Appendix C-1 with a clear delineation of roles to help understand specific duties and tasks. The structure enhances accountability, improves communication, and ultimately contributes to the successful planning and execution of the MECM system. 
The following table is a list of all key executive, business, technology, functional, and project management stakeholders as further elaborated in the roles and personas table in Appendix C-1.
	Executive Stakeholders
	Functional Stakeholders
	Technical Stakeholders
	Business Stakeholders
	PMO

	Medicaid Director
	DOS Functional Manager
	DOS Technical Director
	DOH OHIP Implementation and OCM Manager
	DOS Tool Administrator

	Division of Eligibility and Marketplace Integration (DEMI) Director
	DOS Functional Architect
	DOS Technical Manager
	DOH OHIP Business Process Analysis, Requirements, Design Session, and UAT Participants
	Functional PM

	DEMI Deputy Director
	DOS Interface/Batch Track Lead
	DOS Technical Architect
	███████ 
OCM Director
	Technical PM

	Division of Operations and Systems (DOS) Chief Information Officer (CIO)
	MECM QA Manager
	DOS Information Architect
	███████ Implementation and OCM Manager
	Change Management PM

	DOS Deputy CIO
	DOS Integrated JAD Approach Track Lead
	Third Party Integration Point of Contact
	███████ 
Human Centered Design and Business Process Lead
	███████ Tool Administrator

	DOS Chief Technology Officer (CTO)
	DOS Test Lead
	DOS Security and Privacy Bureau Director
	
	███████ Functional PM

	eMedNY Bureau Director
	███████ 
Functional Manager
	DOS Deputy Director/Security and Privacy Bureau Director
	
	███████ Technical PM

	New York State of Health (NYSOH) Bureau Director
	███████ 
Functional Architect
	DOS Data Conversion Lead
	
	███████ PMO Lead

	DOS Program Manager
	███████ 
Interface/Batch Track Lead
	███████ 
Technical Director
	
	███████ QA Lead

	DOS Project Director
	███████ 
Eligibility Track Lead
	███████ 
Technical Manager
	
	

	███████ 
Project Executive
	███████ 
Notices Track Lead
	███████ 
Technical Architect
	
	

	███████ 
Human Services Transformation Practice Leader
	███████ 
Portals Track Lead
	███████ 
Security Manager
	
	

	███████ 
NYS Account Consulting Leader
	███████ 
Reports Track Lead
	███████ 
Application Development Manager
	
	

	███████ PMO Manager
	███████ 
Enrollment Track Lead
	DOS Deputy Director/Security and Privacy Bureau Director
	
	

	███████ Project Director
	███████ 
Workload Management Track Lead
	AWS Architect
	
	

	Medicaid Chief Operating Officer (COO)
	███████ 
Quality Assurance (QA) Manager
	AWS Accounts Reviewer
	
	

	DOS Deputy Director/Security and Privacy Bureau Director 
	███████ 
Test Lead
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[bookmark: _Toc148102298][bookmark: _Toc148098400][bookmark: _Toc149051772][bookmark: _Toc152605593][bookmark: _Toc152605782][bookmark: _Toc148102299][bookmark: _Toc148098401][bookmark: _Toc149051773][bookmark: _Toc152605594][bookmark: _Toc152605783][bookmark: _Toc148102300][bookmark: _Toc148098402][bookmark: _Toc149051774][bookmark: _Toc152605595][bookmark: _Toc152605784][bookmark: _Toc148102301][bookmark: _Toc152605785][bookmark: _Toc177118930][bookmark: _Toc185952485][bookmark: _Toc192874659]MECM SDLC Methodology Detail
The SDLC High-Level Process Flow can be found in Section 2.16. It represents the high-level process flow for the MECM SDLC methodology based on the phases defined previously. It includes the phase gates and iterations/bundles that will be used to accomplish several of the methodology objectives. Where activities in process flows are shared across two or more stakeholder groups – the relevant step box is positioned across the respective swim lanes to reflect this.
In the following subsections, the MECM SDLC Methodology is decomposed into each of its phases including the following:
Phase Entry Criteria
Process Flow Diagram 
Process Flow Narrative (including inputs and outputs where relevant)
Roles and Responsibilities (including resources or tools used to perform those responsibilities)
Phase Exit Criteria
Supporting Application Lifecycle Management (ALM) Tools
[bookmark: _Toc148102302][bookmark: _Toc152605786][bookmark: _Toc177118931][bookmark: _Toc185952486][bookmark: _Toc192874660]Project Wave Planning Phase
The Project Wave Planning phase defines the high-level scope for a Wave, including the documentation of goals and objectives of the Wave. The functional and technical scope are defined, and the functional and technical impacts of Wave objectives and scope are assessed. These are subsequently utilized as inputs for the development of the ISD for the Wave. A change impact assessment is developed to evaluate the impacts of any changes or additions to the ISD that occurred in the Wave Plan, and the Executive team evaluates whether these changes require a revised scope, timeline, or budget. Finally, the ISD and Wave Plan are finalized and approved. The activities within the Project Wave Planning Phase serve as the entry criteria for the Business Process Analysis Phase. 
[bookmark: _Toc148102303][bookmark: _Toc152605787][bookmark: _Toc177118932][bookmark: _Toc185952487][bookmark: _Toc192874661]Phase Entry Criteria
	#
	Entry Criteria
	Related Document(s)/Artifact(s)

	1
	Executive leadership decision to initiate Wave planning
	Scope, goals, and objectives for the Wave


[bookmark: _Toc150951862][bookmark: _Toc192875089]Table 2‑4: Project Wave Planning Phase Entry Criteria
[bookmark: _Toc148102304][bookmark: _Toc152605788][bookmark: _Toc177118933][bookmark: _Toc185952488][bookmark: _Toc192874662]Process Flow Diagram
[bookmark: _Toc150948927][bookmark: _Toc178152024]
[bookmark: _Toc192875039]Figure 2-2: Project Wave Planning Phase Process Flow
[bookmark: _Toc148102305][bookmark: _Toc152605789][bookmark: _Toc177118934][bookmark: _Toc185952489][bookmark: _Toc192874663]Process Flow Narrative
	Project Wave Planning

	Step #
	Process Step
	Description
	Stakeholder Group(s)
	Inputs (Documents/ Work Products)
	Outputs (Documents/ Work Products)

	0.1
	Review business objectives and North Stars
	The strategic high-level goals of the Wave are delineated, and overarching objectives are defined and validated.
	Executive Stakeholders
	Business Strategy Document
MSOW
ISOW
	Approved High-level scope, goals, and objectives for the Wave

	0.2
	Review project and functionality scope for the Wave
	The scope of the project and functional capabilities are defined and outlined for the Wave.
	Executive Stakeholders
Business Stakeholders
	Approved high-level scope, goals, and objectives for the Wave
Requirements
	Approved project and functionality scope for the Wave
Initial functional impacts
Initial technical impacts

	0.3
	Evaluate business, functional, and technical impacts
	The overall business, functional, and technical impacts to achieve the objectives and scope are evaluated. This includes impacts due to change in the technical stack, BOM, cost, capacity, user base, and cybersecurity requirements.
	Business Stakeholders
Functional Stakeholders
Technical Stakeholders
	Approved project and functionality scope for the Wave
Initial business impacts
Initial functional impacts
Initial technical impacts
Estimated impact to cost, capacity, user base, and cybersecurity requirements
	Technical architecture diagram for Wave
Logical architecture diagram for Wave
Physical architecture diagram for Wave

	0.4
	Develop Initial Solution Definition (ISD) (DEL-01)
	A draft ISD (DEL-01) is developed, with a key focus on functional and technical design modifications to accommodate initial requirements of DOH OHIP.
	Business Stakeholders
Functional Stakeholders
Technical Stakeholders
	Technical architecture diagrams for Wave
Logical architecture diagram for Wave
Physical architecture diagram for Wave
Security Requirements
Cost/pricing information
	Draft Initial Solution Definition (DEL-01)

	0.5
	Conduct Change Impact Assessment
	███████ develops an impact assessment to evaluate the operational impacts of the proposed scope for the Wave.
	Business Stakeholders
	Draft Initial Solution Definition (DEL-01)
Analysis of proposed modifications
	Finalized Change Impact Assessment

	0.6
	Review ISD (DEL-01) and Change Impact Assessment
	███████ executive stakeholders review and validate the ISD (DEL-01) and impact assessment before submitting to DOH OHIP for review.
	Executive Stakeholders
	Draft Initial Solution Definition (DEL-01)
Finalized Change Impact Assessment
	Reviewed and validated Initial Solution Definition (DEL-01) and Change Impact Assessment

	0.6a
	Impacts require revised Wave scope, timeline, and/or budget
	DOH OHIP and ███████ decide if impacts require a revised Wave scope, timeline, and/or budget
If yes, proceed to enter the ICCP
If no, proceed to Step #0.7 Finalize and approve ISD (DEL-01)
	Executive Stakeholders
	N/A
	N/A

	0.7
	Finalize and approve ISD (DEL-01)
	███████ will finalize the ISD (DEL-01) and submit to DOH OHIP in accordance with the Deliverable Management Plan.
Deloitte will finalize quotes from product vendors and submit to DOH OHIP for license procurement approval to purchase license(s).
	Executive Stakeholders
	Initial Solution Definition (DEL-01) with suggested modifications based on Change Impact Assessment and Executive Stakeholder review
	Finalized Initial Solution Definition (DEL-01)


[bookmark: _Toc150951863][bookmark: _Toc192875090]Table 2‑5: Project Wave Planning Phase Process Flow Narrative
[bookmark: _Toc147825252][bookmark: _Toc147825417][bookmark: _Toc148102306][bookmark: _Toc148098408][bookmark: _Toc149051780][bookmark: _Toc152605601][bookmark: _Toc152605790][bookmark: _Toc148102307][bookmark: _Toc152605791][bookmark: _Toc177118935][bookmark: _Toc185952490][bookmark: _Toc192874664]Roles and Responsibilities
The SDLC RACI Matrix and roles and responsibilities can be found in Appendix C-1. 
[bookmark: _Toc148102308][bookmark: _Toc152605792][bookmark: _Toc177118936][bookmark: _Toc185952491][bookmark: _Toc192874665]Phase Exit Criteria
Key stakeholders from ███████ and DOH OHIP identified in the RACI matrix as Accountable or Responsible will collectively agree on the conclusion of the current phase and the commencement of the next phase. The ███████ owner, as designated in the RACI matrix, provides a comprehensive status update, specifically addressing the entry and exit criteria for the concluded phase, and allowing for questions. Upon satisfying phase exit criteria, a decision to exit the current phase will be logged to document the closure of the phase.
	#
	Exit Criteria
	Related Document(s)/Artifact(s)

	1
	Business, technical, and functional impacts of Wave planning are evaluated
	Technical architecture diagrams for Wave
Logical architecture diagram for Wave
Physical architecture diagram for Wave
Security Requirements
Change Impact Assessment

	2
	Initial Solution Definition (DEL-01) will include high-level scope, goals and objectives for the Wave. It is reviewed, finalized, and approved.
	Initial Solution Definition (DEL-01)


[bookmark: _Toc150951864][bookmark: _Toc192875091]Table 2‑6: Project Wave Planning Phase Exit Criteria
[bookmark: _Toc148102309][bookmark: _Toc152605793][bookmark: _Toc177118937][bookmark: _Toc185952492][bookmark: _Toc192874666]Supporting Application Lifecycle Management (ALM) Tools
During the Project Wave Planning phase, ALM tools will help manage the planning of each Wave by providing version control for the ISD, high-level conceptual architecture, and initial BOM estimates. In addition, tools offer collaboration features to coordinate efforts between tracks, maintain traceability between wave activities and project requirements, and establish reporting and monitoring metrics to assess the progress and success of each Wave.
Tools and workflows pertaining to the Wave Planning phase:
SharePoint (refer to Section 2.18 Continuing Medicaid Eligibility Modernization SharePoint)
[bookmark: _Toc148102310][bookmark: _Toc152605794][bookmark: _Toc177118938][bookmark: _Toc185952493][bookmark: _Toc192874667]Business Process Analysis Phase 
The Business Process Analysis phase builds on the north star objectives identified during Wave Planning. It also allows to-be business processes (including system workflows) across the different end user types to be defined and optimized to achieve business objectives for the Wave. 
[bookmark: _Toc148102311][bookmark: _Toc152605795][bookmark: _Toc177118939][bookmark: _Toc185952494][bookmark: _Toc192874668]Phase Entry Criteria
Personas are used to create and validate business process flows. 
	#
	Entry Criteria
	Related Document(s)/Artifact(s)

	1
	A Project Wave has been defined including high-level scope, ISD (DEL-01) goals, objectives, and a draft timeline 
	Initial Solution Definition (ISD) (DEL-01)
MECM Master Statement of Work (MSOW)
Implementation Schedule Overview (DEL-02)

	2
	An initial budget has been defined for the Wave along with budget assumptions
	MECM Master Statement of Work (MSOW)
MECM System and Project – Budget Planning

	3
	Business stakeholders are identified and have availability during the planned Business Process Analysis phase
	Stakeholder Engagement Plan (PMP DEL-05, Section 3)
SDLC Methodology – Roles and Responsibilities Matrix

	4
	An ISOW is executed for the Wave
	Master ISOW Integrated Project Schedule


[bookmark: _Toc150951865][bookmark: _Toc192875092]Table 2‑7: Business Process Analysis Phase Entry Criteria
[bookmark: _Toc148102312][bookmark: _Toc152605796][bookmark: _Toc177118940][bookmark: _Toc185952495][bookmark: _Toc192874669] Process Flow Diagram 
The following process flow depicts the Business Process Analysis phase of the MECM SDLC.

[bookmark: _Toc150948928][bookmark: _Toc178152025][bookmark: _Toc192875040]Figure 2-3: Business Process Analysis Phase Process Flow
[bookmark: _Toc148102313][bookmark: _Toc152605797][bookmark: _Toc177118941][bookmark: _Toc185952496][bookmark: _Toc192874670]Process Flow Narrative
The following table describes each process step illustrated above.
	Business Process Analysis

	Step #
	Process Step
	Description
	Stakeholder Group(s)
	Inputs (Documents/ Work Products)
	Outputs (Documents/ Work Products)

	1.1
	Conduct research
	Gather, review, and assess DOH OHIP-provided inputs to current business processes and challenges relevant to the high-level scope and goals for the Wave.
	Business Stakeholders
	Stakeholder operating procedures or process documentation
Interviews
Site visit notes
	As-Is Assessment or Analysis

	1.2
	Document As-Is state
	Where documentation does not exist, ███████ will produce As-Is Business Processes and Journey Maps that create a baseline of the current state processes relevant to the Wave.
	Business Stakeholders
	As-Is Assessment or Analysis
	Draft As-Is Business Process Maps

	1.3
	Define business objectives and confirm high-level scope for Wave
	Facilitate a strategic workshop with business, executive, functional and technical stakeholders to define business objectives for the Wave and confirm high-level scope and goals based on the as-is state and current challenges.
	Executive Stakeholders
Business Stakeholders
	Current process and procedures documentation
As-Is Assessment or Analysis
Draft As-Is Business Process Maps 
	Business objectives or North Stars for the Wave

	1.3a
	Objectives and scope defined
	DOH OHIP will review and decide if the business objectives and scope are defined enough to begin the Requirements Gathering phase.
If yes, proceed to Step#2.0 Requirements Gathering phase
If no, proceed to Step #1.4 Create To-Be Business Processes and Personas
	Business Stakeholders
	N/A
	N/A

	1.4
	Create to-be business processes and personas
	███████ will draft to-be business processes and journey maps relevant to the Wave along with personas of typical end users that will interact with MECM when the Wave is rolled out.
	Business Stakeholders
	As-Is Business Process Maps 
Business objectives
High-level scope for the Wave
	Draft To-Be Business Process Maps 

	1.5
	Conduct persona-based business process working session
	███████ will facilitate to-be business process map walkthroughs utilizing personas with business, functional, and technical stakeholders and gather feedback.
	Business Stakeholders
	Personas
Draft As-Is/To-Be Business Process Maps (DEL-17)
	Meeting minutes
Updated Business Process Maps 

	1.5a
	Wave objectives or high-level scope need revision
	DOH OHIP will review and decide if the business processes and journey maps require revision. 
If yes, Deloitte will proceed to Step #1.3 Define business objectives and confirm high-level scope for Wave
If no, proceed to Step #1.6 Finalize and approve business processes maps, personas, objectives, and high-level scope
	Business Stakeholders
	Meeting Minutes
Updated Business Process Maps
	Yes/No Decision

	1.6
	Finalize and approve business process maps, personas, objectives, and high-level scope
	███████ will finalize the business process analysis deliverables and submit deliverables to DOH OHIP in accordance with the Deliverable Management Plan. 
	Business Stakeholders
	Draft To-Be Business Process Maps
Draft As-Is Business Process Maps
Deliverable Management Plan
	As-Is/To-Be Business Process Maps (DEL-17)


[bookmark: _Toc150951866][bookmark: _Toc192875093]Table 2‑8: Business Process Analysis Process Flow Narrative
[bookmark: _Toc147825260][bookmark: _Toc147825425][bookmark: _Toc148102314][bookmark: _Toc148098416][bookmark: _Toc149051788][bookmark: _Toc152605609][bookmark: _Toc152605798][bookmark: _Toc147825261][bookmark: _Toc147825426][bookmark: _Toc148102315][bookmark: _Toc148098417][bookmark: _Toc149051789][bookmark: _Toc152605610][bookmark: _Toc152605799][bookmark: _Toc148102316][bookmark: _Toc152605800][bookmark: _Toc177118942][bookmark: _Toc185952497][bookmark: _Toc192874671]Roles and Responsibilities
The SDLC RACI Matrix and roles and responsibilities can be found in Appendix C-1. 
[bookmark: _Toc148102317][bookmark: _Toc152605801][bookmark: _Toc177118943][bookmark: _Toc185952498][bookmark: _Toc192874672][bookmark: _Toc148102318][bookmark: _Toc152605802]Phase Exit Criteria
Key stakeholders from ███████ and DOH OHIP identified in the RACI matrix as Accountable or Responsible will collectively agree on the conclusion of the current phase and the commencement of the next phase. The ███████ owner, as designated in the RACI matrix, provides a comprehensive status update, specifically addressing the entry and exit criteria for the concluded phase, and allowing for questions. Upon satisfying phase exit criteria, a decision to exit the current phase will be logged to document the closure of the phase.
	#
	Exit Criteria
	Related Document(s)/Artifact(s)

	1 
	As-Is/To-Be Business Process Maps (DEL-17) and personas are reviewed and approved by DOH OHIP
	As-Is/To-Be Business Process Maps (DEL-17)

	2
	Business requirements or high-level scope are defined and documented
	Requirement Logic Flows/System Requirements Input Documents

	3
	Business objectives for the Wave are defined and documented
	Business Objectives Documentation


[bookmark: _Toc150951867][bookmark: _Toc192875094]Table 2‑9: Business Process Analysis Phase Exit Criteria
[bookmark: _Toc177118944][bookmark: _Toc185952499][bookmark: _Toc192874673]Supporting Application Lifecycle Management (ALM) Tools
In the Business Process Analysis phase, ALM tools will facilitate the documentation and assessment of existing business processes. They enable the documentation of current workflows, identification of pain points, and the mapping of potential enhancements.
Tools and workflows pertaining to the Wave Planning phase:
SharePoint (refer to Section 2.18 Continuing Medicaid Eligibility Modernization SharePoint)
[bookmark: _Toc148102319][bookmark: _Toc152605803][bookmark: _Toc177118945][bookmark: _Toc185952500][bookmark: _Toc192874674]Requirements Gathering Phase
Requirements define what the system will do. During requirements gathering, the project objectives, to-be process flows, and other business requirements/needs are used to conduct requirements discussions that result in specific system requirements or changes needed to the base solution. System requirements are documented in both narrative form and in a detailed inventory that forms the basis of the traceability matrix.
[bookmark: _Toc148102320][bookmark: _Toc152605804][bookmark: _Toc177118946][bookmark: _Toc185952501][bookmark: _Toc192874675] Phase Entry Criteria
	#
	Entry Criteria
	Related Document(s)/Artifact(s)

	1
	Business objectives and high-level scope for the Wave are defined and agreed upon
	Requirement Logic Flows/System Requirements Input Documents

	2
	An initial, Baselined Work Plan for the Wave exists and is agreed upon
	Baselined Work Plan and Project Schedule (DEL-06)

	3
	Business stakeholders are identified and have availability during the Requirements Gathering phase
	Change Management Plan (DEL-30) Stakeholder Engagement Plan (refer to Section 3)
Project Management Plan (DEL-05) SDLC Methodology (refer to Section 2) – Roles and Responsibilities Matrix (refer to Appendix C-1)


[bookmark: _Toc150951868][bookmark: _Toc192875095]Table 2‑10: Requirements Gathering Phase Entry Criteria
[bookmark: _Toc148102321][bookmark: _Toc152605805][bookmark: _Toc177118947][bookmark: _Toc185952502][bookmark: _Toc192874676]Process Flow Diagram
The following process flow depicts the Requirements Gathering phase of the MECM SDLC.

[bookmark: _Toc150948929][bookmark: _Toc178152026][bookmark: _Toc192875041]Figure 2-4: Requirements Gathering Phase Process Flow
[bookmark: _Toc148102322][bookmark: _Toc152605806][bookmark: _Toc177118948][bookmark: _Toc185952503][bookmark: _Toc192874677]Process Flow Narrative
The following table describes each process step illustrated above.
	Requirements Gathering

	Step #
	Process Step
	Description
	Stakeholder Group(s)
	Inputs (Documents/ Work Products)
	Outputs (Documents/ Work Products)

	2.1

	Collect available requirements input documentation
	Develop request list for applicable requirements input documents (e.g., flows, processes, legacy documentation)
Gather and review applicable requirements input documents to support requirements relevant to the high-level scope and goals for the Wave
Develop process flow showing high-level project requirements
Develop initial draft of applicable specifications from legacy system
	Functional Stakeholders
	High-level objectives 
Existing legacy system documentation
Policy manuals
	Process flow showing high-level project requirements 
Initial draft of applicable specifications from legacy system 
Question Log (tracking any questions on flows, processes, legacy documentation, etc.)

	2.2
	Conduct requirement input documentation review/Q&A sessions
	Conduct joint State/███████ meeting to discuss, review, and confirm understanding of NY specific input documentation
Identify items that require further clarification from functional and business stakeholders (technical stakeholders if the item requires technical feasibility discussion)
	Functional Stakeholders
Business Stakeholders
	Question Log (seeking clarifications on input documents)
Process flow showing high-level project requirements 
	Updated Question Log with clarifications 

	2.3
	Conduct a gap assessment between the Base Solution and Wave requirements
	Identify, confirm, and document gaps with Base Solution, including technical solution, to identify changes required 
Assign Base Solution comparison mapping (meets out of box, customization, configurable)
	Functional Stakeholders

	Process flow showing high-level project requirements 
Initial draft of applicable specifications from legacy system
Updated Question Log with clarifications 
As-Is/To-Be Business Process Maps (DEL-17)
Base Solution Architectural Information
	Documented Base Solution gaps and required changes
Base Solution comparison mapping

	2.4
	Conduct requirements validation working session
	Validate and confirm requirements/ business objectives via working sessions by leveraging input documents, demos from Base Solution, and high-level flows
	Functional Stakeholders
Business Stakeholders
	Documented Base Solution gaps and required changes
Base Solution comparison mapping
Base Solution Live Demos 
As-Is/To-Be Business Process Maps (DEL-17)
	Documented requirements/ business objectives

	2.5
	Create/update the RTM (DEL-19) and Requirements Specification Document (RSD) (DEL-18)
	Create/Update RSD (DEL-18) and RTM (DEL-19) based on requirements received from input documents and comparison with Base Solution
	Functional Stakeholders
	Documented requirements/ business objectives
As-Is/To-Be Business Process Maps (DEL-17)
	Draft Requirements Specification Document (DEL-18)
Draft Requirements Traceability Matrix (DEL-19)

	2.6
	Walk through the Requirements Traceability Matrix (DEL-19) and Requirements Specification Document (DEL-18)
	Collaborate with functional and business stakeholders to review the RTM (DEL-19) and RSD (DEL-18) 
	Functional Stakeholders
Business Stakeholders
	Draft Requirements Specification Document (DEL-18)
Draft Requirements Traceability Matrix (DEL-19)
	Updated Draft Requirements Specification Document (DEL-18)
Updated Draft Requirements Traceability Matrix (DEL-19) 

	2.6a
	Wave objectives or high-level scope need revision
	Review the objectives and high-level scope and decide if they need to be revised
If yes, proceed to Step #2.7 Update business objectives and high-level scope for Wave 
If no, proceed to process Step #2.8 Update and submit the Requirements Traceability Matrix (DEL-19) and Requirements Specification Document (DEL-18) for review and prioritization
	Business Stakeholders
	N/A
	N/A

	2.7
	Update business objectives and high-level scope for Wave
	Review business objectives before requirements approval
If adjustments need to be made, collaborate with the Executive stakeholders to understand the impact on scope, timeline, and budget 
Update the business objectives, if needed
Develop initial solution roadmap and estimated cost of ownership based on high-level scope for Wave
	Executive Stakeholders
Business Stakeholders
	High-Level Business Objectives and North Stars
	Revised Objectives, North Stars, and Wave Plan 

	2.8
	Update and submit the Requirements Traceability Matrix (DEL-19) and Requirements Specification Document (DEL-18) for review and prioritization 
	Document final requirements in RSD and RTM and submit to DOH OHIP for review, prioritization, and approval
Publish DOH OHIP approved requirements in the ALM tool
Link approved requirements to design artifact(s) in the ALM tool
	Functional Stakeholders
	Draft Requirements Traceability Matrix (DEL-19)
Draft Requirements Specification Document (DEL-18)
	Baseline Requirements Traceability Matrix (DEL-19)
Baseline Requirements Specification Document (DEL-18)

	2.9
	Prepare for iteration/ bundle planning
	Publish DOH OHIP approved requirements in the ALM tool
	Functional Stakeholders
	Approved Requirements Traceability Matrix (DEL-19)
	Requirements loaded in the ALM tool
Requirements Traceability Matrix (DEL-19) generated in the requirements management tool


[bookmark: _Toc150951869][bookmark: _Toc192875096]Table 2‑11: Requirements Gathering Phase Process Flow Narrative
[bookmark: _Toc148102323][bookmark: _Toc152605807][bookmark: _Toc177118949][bookmark: _Toc185952504][bookmark: _Toc192874678]Roles and Responsibilities
[bookmark: _Toc148102324][bookmark: _Toc152605808]The SDLC RACI Matrix and roles and responsibilities can be found in Appendix C-1. 
[bookmark: _Toc177118950][bookmark: _Toc185952505][bookmark: _Toc192874679]Phase Exit Criteria
Key stakeholders from ███████ and DOH identified in the RACI matrix as Accountable or Responsible will collectively agree on the conclusion of the current phase and the commencement of the next phase. The ███████ owner, as designated in the RACI matrix, provides a comprehensive status update, specifically addressing the entry and exit criteria for the concluded phase, and allowing for questions. Upon satisfying phase exit criteria, a decision to exit the current phase will be logged to document the closure of the phase.
	#
	Exit Criteria
	Related Document(s)/Artifact(s)

	1
	Requirements Specification Document (DEL-18) and Requirements Traceability Matrix (RTM) (DEL-19) including recommended prioritization is submitted for DOH OHIP review
	Requirements Specification Document (DEL-18)
Requirements Traceability Matrix (DEL-19)
Documented Base Solution gaps and required changes


[bookmark: _Toc150951870][bookmark: _Toc192875097]Table 2‑12: Requirements Gathering Phase Exit Criteria
[bookmark: _Toc148102325][bookmark: _Toc152605809][bookmark: _Toc177118951][bookmark: _Toc185952506][bookmark: _Toc192874680]Supporting Application Lifecycle Management (ALM) Tools
During the Requirements Gathering phase, the primary purpose of ALM tools is to document and maintain the requirements through gathering and preparation for prioritization so stakeholders have a single source of truth throughout the process.
Workflows pertaining to requirements gathering phase:
The requirements management tool requirements workflow (refer to Section 2.34 the requirements management tool) 
The ALM tool requirements workflow (refer to Section 2.20 the ALM tool)
[bookmark: _Toc148102326][bookmark: _Toc152605810][bookmark: _Toc177118952][bookmark: _Toc185952507][bookmark: _Toc192874681]Prioritization and Iteration/Bundle Planning
Once system requirements are known, the effort must be estimated to determine feasibility to implement within the timeline and budget for the Wave. Prioritizing requirements, the decision to defer certain requirements to a future Wave, may be needed to align their scope to the available timeline and budget. Once prioritization has occurred, system requirements can be allocated across iterations/bundles for the build phases of the SDLC.
[bookmark: _Toc148102327][bookmark: _Toc152605811][bookmark: _Toc177118953][bookmark: _Toc185952508][bookmark: _Toc192874682]Phase Entry Criteria
	#
	Entry Criteria
	Related Document(s)/Artifact(s)

	1 
	A recommended Wave priority for each requirement is documented in the Requirements Traceability Matrix (DEL-19)
	Requirements Traceability Matrix (DEL-19) 


[bookmark: _Toc150951871][bookmark: _Toc192875098]Table 2‑13: Prioritization and Iteration/Bundle Planning Phase Entry Criteria
[bookmark: _Toc148102328][bookmark: _Toc152605812][bookmark: _Toc177118954][bookmark: _Toc185952509][bookmark: _Toc192874683]Process Flow Diagram
The following process flow depicts the Prioritization and Iteration/Bundle Planning phase of the MECM SDLC. 

[bookmark: _Toc150948930][bookmark: _Toc178152027][bookmark: _Toc192875042]Figure 2-5: Prioritization and Iteration/Bundle Planning Phase Process Flow
[bookmark: _Toc148102329][bookmark: _Toc152605813][bookmark: _Toc177118955][bookmark: _Toc185952510][bookmark: _Toc192874684]Process Flow Narrative
The following table describes each process step illustrated above.
	Prioritization and Iteration/Bundle

	Step #
	Process Step
	Description
	Stakeholder Group(s)
	Inputs (Documents/ Work Products)
	Outputs (Documents/ Work Products)

	3.1

	Review requirements and provide feedback 
	Conduct review of the submitted RTM (DEL-19) and RSD (DEL-18) and provide comments per the Deliverable Management Plan and the agreed upon review cycle 
	Business Stakeholders
	Submitted Requirements Specification Document (DEL-18)
Submitted Requirements Traceability Matrix (DEL-19) 
	Requirements Specification Document (DEL-18) Updated with Feedback 
Requirements Traceability Matrix (DEL-19) Updated with Feedback 

	3.2
	Conduct joint prioritization sessions
	Conduct joint prioritization working session(s) for items recommended for a future Wave
Discuss rationale behind future Wave recommendation, review pros/cons, any applicable workarounds and establish final prioritization for Wave mapping 
	Business Stakeholders
Functional Stakeholders
Technical Stakeholders
	Requirements Specification Document (DEL-18) Updated with Feedback 
Requirements Traceability Matrix (DEL-19) Updated with Feedback
	Key decisions summarizing outcomes from prioritization session logged in the ALM tool 
Updated Requirements Traceability Matrix (DEL-19)

	3.2a
	Prioritized requirements exceed budget and timeline
	Review the prioritized requirements to determine if they exceed the budget or timeline constraints
If yes, proceed to Step #3.3 Assess and present scope, timeline and/or budget impacts of prioritized requirements
If no, proceed to process Step #3.5 Approve requirements and their prioritization via the Requirements Specification Document (DEL-18) and RTM (DEL-19)
	Business Stakeholders
	Key decisions summarizing outcomes from prioritization session logged in the ALM tool 
Updated Requirements Traceability Matrix (DEL-19)
	Yes/No Decision

	3.3
	Assess and present scope, timeline and/or budget impacts of prioritized requirements
	For requirements exceeding budget and timeline constraints, document and present the impact to the Executive Stakeholders for effective decision making
	Executive Stakeholders
	Draft Requirements Traceability Matrix (DEL-19)
Latest Baselined Work Plan and Schedule 
	Decisions logged in the ALM tool
Updates to Requirements Traceability Matrix (DEL-19), if applicable

	3.3a
	Agree to accommodate excessive requirements
	Executive Stakeholders decide if the Prioritized Requirements can be accommodated in the project Wave
If yes, proceed to Step #3.4 Revise Wave scope, timeline and/or budget to accommodate prioritized requirements
If no, proceed to Step #3.2 conduct joint prioritization sessions
	Executive Stakeholders
	Decisions logged in the ALM tool
Updates to Requirements Traceability Matrix (DEL-19), if applicable 
	Yes/No Decision

	3.4
	Revise Wave scope, timeline and/or budget to accommodate prioritized requirements
	For requirements where a decision is made to accommodate excessive requirement, adjust the Wave scope, timeline and/or budget by leveraging agreed upon contract vehicle
	Executive Stakeholders
	ISOW
	Required scope, timeline and/or budget changes

	3.5
	Approve requirements and their prioritization via the Requirements Specification Document (DEL-18) and RTM (DEL-19)
	Provide formal approval on RSD (DEL-18) and RTM (DEL-19) per the Deliverable Management Plan
	Business Stakeholders
	Updated Requirements Specification Document (DEL-18)
Updated Requirements Traceability Matrix (DEL-19) 
	Requirements Specification Document (DEL-18)
Requirements Traceability Matrix (DEL-19) 

	3.6
	Determine the number of iterations/ bundles for the Wave
	For approved requirements, perform an analysis of number of SDLC iterations/bundles needed for the Wave
	Functional Stakeholders 
Technical Stakeholders
	Requirements Specification Document (DEL-18)
Requirements Traceability Matrix (DEL-19) 
	High-level Iteration/Bundle Plan for the Wave

	3.7
	Allocate all prioritized requirements to an iteration/ bundle
	Assign SDLC iteration and bundle against each RTM (DEL-19) requirement
	Functional Stakeholders
Technical Stakeholders
	Requirements Traceability Matrix (DEL-19)
	Requirements Traceability Matrix (DEL-19) with iteration and bundle mapping

	3.8
	Load prioritized requirements into the ALM tool
	Load and sync approved and prioritized requirements for a Wave to maintain future traceability to design, development and SIT test cases
	Functional Stakeholders
	Requirements Traceability Matrix (DEL-19) (in Excel) 
	Requirements in the ALM tool 

	3.9
	Update the project Work Plan iteration/ bundle schedule
	Update the project Work Plan to reflect iteration/bundle schedule, dependencies, and task owners
Finalize a solution roadmap and estimated cost of ownership based on approved and prioritized requirements
	Functional Stakeholders
	High-level Iteration/ Bundle Plan for the Wave
	Updated Project Work Plan


[bookmark: _Toc150951872][bookmark: _Toc192875099]Table 2‑14: Prioritization and Iteration/Bundle Planning Phase Process Flow Narrative
[bookmark: _Toc148102330][bookmark: _Toc152605814][bookmark: _Toc177118956][bookmark: _Toc185952511][bookmark: _Toc192874685]Roles and Responsibilities
[bookmark: _Toc148102331][bookmark: _Toc152605815]The SDLC RACI Matrix and roles and responsibilities can be found in Appendix C-1. 
[bookmark: _Toc177118957][bookmark: _Toc185952512][bookmark: _Toc192874686]Phase Exit Criteria
Key stakeholders from ███████ and DOH identified in the RACI matrix as Accountable or Responsible will collectively agree on the conclusion of the current phase and the commencement of the next phase. The ███████ owner, as designated in the RACI matrix, provides a comprehensive status update, specifically addressing the entry and exit criteria for the concluded phase, and allowing for questions. Upon satisfying phase exit criteria, a decision to exit the current phase will be logged to document the closure of the phase.
	#
	Exit Criteria
	Related Document(s)/Artifact(s)

	1 
	Requirements are approved and assigned to a Wave (or deferred)
	Requirements Specification Document (DEL-18)
Requirements Traceability Matrix (DEL-19) including Wave assignment

	2
	The project Work Plan is updated to reflect the iteration and bundle schedule
	Baselined Work Plan and Project Schedule (DEL-06)

	3
	An ISOW is drafted for the Wave iterations and bundles
	Master ISOW Integrated Project Schedule


[bookmark: _Toc150951873][bookmark: _Toc192875100]Table 2‑15: Prioritization and Iteration/Bundle Planning Phase Exit Criteria
[bookmark: _Toc148102332][bookmark: _Toc152605816][bookmark: _Toc177118958][bookmark: _Toc185952513][bookmark: _Toc192874687]Supporting Application Lifecycle Management (ALM) Tools
During the Prioritization and Iteration/Bundle Planning phase, the primary purpose of ALM tools is to coordinate feedback on the RSD and RTM, conduct and document results of joint prioritization sessions, and assess and adjust present scope, timeline and / or budget changes relative to prioritized requirements.
Workflows pertaining to the Prioritization and Iteration/Bundle Planning phase:
The requirements management tool Requirements Traceability workflow (refer to Section 2.34 the requirements management tool)
The ALM tool Design workflow (refer to Section 2.20 the ALM tool)
[bookmark: _Toc148102333][bookmark: _Toc152605817][bookmark: _Toc177118959][bookmark: _Toc185952514][bookmark: _Toc192874688]Design Phase
The design phase defines the specifications for the MECM solution for a set of system requirements within a Wave and iteration/bundle and answers the question of how the solution will work. This is addressed both for functional and non-functional system requirements. 
[bookmark: _Toc143516889][bookmark: _Toc143516890][bookmark: _Toc148102334][bookmark: _Toc152605818][bookmark: _Toc177118960][bookmark: _Toc185952515][bookmark: _Toc192874689]Phase Entry Criteria
	#
	Entry Criteria
	Related Document(s)/Artifact(s)

	1 
	The requirements are approved for design to begin
	Requirements Specification Document (DEL-18)
Requirements Traceability Matrix (DEL-19) including Wave assignment serves as inventory

	2
	Design plan and design schedule is drafted and shared with DOH OHIP
	Baselined Work Plan and Schedule (DEL-06)
Design Calendar and Schedule

	3
	An ISOW is executed for the Wave iterations / bundles 
	Master ISOW Integrated Project Schedule

	4
	Functional resources are defined in the project organization and aligned across ███████/DOH using a 2-in-a-box approach
	Medicaid Transformation Modernization – ███████ and NYS Team Alignment Excel


[bookmark: _Toc150951874][bookmark: _Toc192875101]Table 2‑16: Design Phase Entry Criteria
[bookmark: _Toc148102335][bookmark: _Toc152605819][bookmark: _Toc177118961][bookmark: _Toc185952516][bookmark: _Toc192874690]Process Flow Diagram
The following process flow depicts the Design phase of the MECM SDLC. 

	
[bookmark: _Toc150948931][bookmark: _Toc178152028][bookmark: _Toc192875043]Figure 2-6: Design Phase Process Flow
[bookmark: _Toc148102336][bookmark: _Toc152605820][bookmark: _Toc177118962][bookmark: _Toc185952517][bookmark: _Toc192874691]Process Flow Narrative
The following table describes each process step illustrated above.
	Design

	Step #
	Process Step
	Description
	Stakeholder Group(s)
	Inputs (Documents/ Work Products)
	Outputs (Documents/ Work Products)

	4.1a

	Create Integrated JAD topic design specification documents
	Update FDD (DEL-20) to reflect integrated JAD topics
The FDD (DEL-20) can be in Word, Excel storyboard format, or PDF flows
	Functional Stakeholders
	Functional Design Document (DEL-20) from Base Solution
	Draft NY MECM Functional Design Document (DEL-20) 

	4.1b
	Update Base Solution Interface and Batch Control Documents
	Update the Interface Control Documents (ICDs) and Batch Control Documents (BCDs) from Base Solution to reflect NY-specific requirements
	Technical Stakeholders
Functional Stakeholders
	Base Solution ICDs and BCDs
	Draft NY MECM ICDs and NY MECM BCDs 

	4.1c
	Update Base Solution system architecture and cloud infrastructure 
	Update Base Solution logical and physical system architecture
Update Base Solution cloud infrastructure platform architecture diagrams to account for MECM changes
If the design phase results in additions or changes to the technology stack, update the BOM accordingly
Develop Business Continuity and Disaster Recovery Plan (DEL-14), and System Security Plan (DEL-15) in accordance with NY ITS Secure SDLC
	Technical Stakeholders
	Base Solution Logical System Architecture Diagram
Base Solution Physical System Architecture 
Base Solution Infrastructure Platform Diagram
	Draft MECM System Architecture Design Document 
BOM (if applicable)
Draft Business Continuity and Disaster Recovery Plan (DEL-14)
Draft System Security Plan (SSP) (DEL-15)

	4.2
	Prepare Base Solution demo environment leveraging personas for design validation sessions
	Prepare Wave 0 Base Solution environment to facilitate demos (when necessary) to support the design validation sessions
	Functional Stakeholders
	Wave 0 environment
Logical and Physical System Architecture Diagram
Infrastructure Platform Architecture Diagram 
BOM (if applicable)
	Solution demo environment ready for design validation sessions

	4.3a
	Integrated JAD Design Validation Sessions
	Conduct design validations for the Integrated JAD topics assigned for the Wave. Design validations are conducted across Portals, Eligibility, Interfaces, Notices, Enrollment, and Workload Management
	Business Stakeholders
Functional Stakeholders
Technical Stakeholders
	Solution demo environment ready for design validation sessions
Draft NY MECM Functional Design Document (DEL-20)
Draft NY MECM ICDs and BCDs
	Draft Functional Design Document (DEL-20)
Draft Interface/Batch/Automation Control Documents (DEL-22) with updates from the design validation sessions

	4.3b
	Conduct review sessions for system architecture and infrastructure platform diagram changes
	Conduct architecture review sessions to provide a walkthrough of logical and physical system architecture changes, cloud infrastructure
Update platform diagrams, as needed
Update BOM, if applicable
Review Business Continuity and Disaster Recovery Plan (DEL-14), and System Security Plan (DEL-15) in accordance with NY ITS Secure SDLC
	Technical Stakeholders
	Draft MECM System Architecture Design Document 
BOM (if applicable)
Draft Business Continuity and Disaster Recovery Plan (DEL-14)
Draft System Security Plan (DEL-15) 
	Draft MECM System Architecture Design Document (DEL-16) with modifications to architecture diagrams requested in the review session
Updated Business Continuity and Disaster Recovery Plan (DEL-14)
Updated System Security Plan (DEL-15)
Updated BOM (if applicable)

	4.4a
	Integrated JAD Functional Design Review and Submission
	Review and submit Integrated JAD functional design for the Integrated JAD topics assigned for the Wave. Design reviews are conducted across Portals, Eligibility, Interfaces, Notices, Enrollment, and Workload Management
	Technical Stakeholders
Business Stakeholders
Functional Stakeholders
	Draft NY MECM Functional Design Document (DEL-20)
Draft Interface/
Batch/
Automation Control Documents (DEL-22) with updates from the design validation sessions 
	Draft NY MECM Functional Design Document (DEL-20)
Interface/Batch/Automation Control Documents (DEL-22) 

	4.4b
	Update and submit system architecture and cloud infrastructure documents
	Update system architecture and cloud platform architecture based on feedback from the review sessions and submit for approval
Update Business Continuity and Disaster Recovery Plan (DEL-14), and System Security Plan (DEL-15) in accordance with NY ITS Secure SDLC
	Technical Stakeholders
	Draft MECM System Architecture Design Document (DEL-16) with modifications to architecture diagrams requested in the review session
Draft Business Continuity and Disaster Recovery Plan (DEL-14)
	MECM System Architecture Design Document (DEL-16) 
Business Continuity and Disaster Recovery Plan (DEL-14) 

	4.5a
	Integrated JAD Functional Design Approval
	Approve Integrated JAD functional design for the Integrated JAD topics assigned for the Wave
	Business Stakeholders
Functional Stakeholders
Technical Stakeholders
	Functional Design Document (DEL-20)
Interface/
Batch/
Automation Control Documents (DEL-22) 
	Approved Functional Design Document (DEL-20)
Approved Interface/Batch/Automation Control Documents (DEL-22) 

	4.5b
	Review and approve system architecture and cloud infrastructure documents
	Review and approve logical and physical system architecture and cloud platform architecture
Review and approve Business Continuity and Disaster Recovery Plan (DEL-14), and System Security Plan (DEL-15) in accordance with NY ITS Secure SDLC
	Technical Stakeholders
	MECM System Architecture Design Document (DEL-16) 
Business Continuity and Disaster Recovery Plan (DEL-14)
System Security Plan (DEL-15)
	Approved MECM System Architecture Design Document (DEL-16)
Approved Business Continuity and Disaster Recovery Report (DEL-14)
Approved System Security Plan (DEL-15)

	4.5c
	All iteration/bundle design documents approved
	If yes, proceed to Step #4.6 Update the Requirements Traceability Matrix (DEL-19) with design components
If no, proceed to Step #4.4a Integrated JAD Functional Design Review and Submission
	Functional Stakeholders
	Functional Design Document (DEL-20)
Interface/
Batch/
Automation Control Documents (DEL-22)
	Approved Functional Design Document (DEL-20)
Approved Interface/Batch/Automation Control Documents (DEL-22)

	4.6
	Update the Requirements Traceability Matrix (DEL-19) with design components
	Update linkages in the ALM tool where design widgets are mapped against previously loaded approved requirements
	Functional Stakeholders
	Approved Functional Design Documents (DEL-20)
Approved Interface/
Batch/
Automation Control Documents (DEL-22)
	Updated Requirements Traceability Matrix (DEL-19)


[bookmark: _Toc150951875][bookmark: _Toc192875102]Table 2‑17: Design Phase Process Flow Narrative
[bookmark: _Toc148102337][bookmark: _Toc152605821][bookmark: _Toc177118963][bookmark: _Toc185952518][bookmark: _Toc192874692]Roles and Responsibilities
[bookmark: _Toc148102338][bookmark: _Toc152605822]The SDLC RACI Matrix and roles and responsibilities can be found in Appendix C-1. 
[bookmark: _Toc177118964][bookmark: _Toc185952519][bookmark: _Toc192874693]Phase Exit Criteria
Key stakeholders from ███████ and DOH identified in the RACI matrix as Accountable or Responsible will collectively agree on the conclusion of the current phase and the commencement of the next phase. The ███████ owner, as designated in the RACI matrix, provides a comprehensive status update, specifically addressing the entry and exit criteria for the concluded phase, and allowing for questions. Upon satisfying phase exit criteria, a decision to exit the current phase will be logged to document the closure of the phase.
	#
	Exit Criteria
	Related Document(s)/Artifact(s)

	1
	Functional Design Documents (DEL-20) and Interface/Batch/Automation Control Documents (DEL-22) are approved
	Functional Design Document (DEL-20) 
Interface/Batch/Automation Control Documents (DEL-22)

	2
	RTM updated in the requirements management tool with approved Functional Design Documents (DEL-20) and Interface/ Batch/Automation Control Documents (DEL-22)
	Updated Requirements Traceability Matrix (DEL-19) with design components 


[bookmark: _Toc150951876][bookmark: _Toc192875103]Table 2‑18: Design Phase Exit Criteria
[bookmark: _Toc148102339][bookmark: _Toc152605823][bookmark: _Toc177118965][bookmark: _Toc185952520][bookmark: _Toc192874694]Supporting Application Lifecycle Management (ALM) Tools
During the Design phase, ALM tools help manage, and track requirements gathered during the initial phases of the project, facilitate the creation and management of design documents, facilitate collaboration among stakeholders, establish traceability between requirements, design elements, and other artifacts, and create development work items.
Below is the list of tools and workflows applicable to the Design phase:
Figma Organization (refer to Section 2.19 Figma Organization)
SharePoint (refer to Section 2.18 Continuing Medicaid Eligibility Modernization SharePoint)
The requirements management tool Requirements traceability workflow (refer to Section 2.34 Requirements Management for the ALM tool (the requirements management tool))
Design workflow in the ALM tool (refer to Section 2.20 the ALM tool)
[bookmark: _Toc148102340][bookmark: _Toc152605824][bookmark: _Toc177118966][bookmark: _Toc185952521][bookmark: _Toc192874695]Development Phase
During the Development phase, the MECM solution software and/or configuration is updated to provide functionality defined in the approved design specifications for the iteration/bundle. 
[bookmark: _Toc143516897][bookmark: _Toc148102341][bookmark: _Toc152605825][bookmark: _Toc177118967][bookmark: _Toc185952522][bookmark: _Toc192874696]Phase Entry Criteria
	#
	Entry Criteria
	Related Document(s)/Artifact(s)

	1
	Approved Functional Design Document (DEL-20), Interface/Batch/Automation Control Documents (DEL-22), and Requirements Traceability Matrix (DEL-19) with design components
	Functional Design Document (DEL-20) 
Interface/Batch/Automation Control Documents (DEL-22)
Requirements Traceability Matrix (DEL-19) 


[bookmark: _Toc150951877][bookmark: _Toc192875104]Table 2‑19: Development Phase Entry Criteria
[bookmark: _Toc148102342][bookmark: _Toc152605826][bookmark: _Toc177118968][bookmark: _Toc185952523][bookmark: _Toc192874697]Process Flow Diagram
The following process flow depicts the Development phase of the MECM SDLC.

[bookmark: _Toc150948932][bookmark: _Toc178152029][bookmark: _Toc192875044]Figure 2-7: Development Phase Process Flow
[bookmark: _Toc148102343][bookmark: _Toc152605827][bookmark: _Toc177118969][bookmark: _Toc185952524][bookmark: _Toc192874698]Process Flow Narrative
The following table describes each step illustrated above.
	Development

	Step #
	Process Step
	Description
	Stakeholder Group(s)
	Inputs (Documents/ Work Products)
	Outputs (Documents/ Work Products)

	5.1
	Update Base Solution software and/or configuration based on approved design documentation for iteration/bundle
	Customize / configure the Base Solution during each iteration/ bundle per the approved design documents to meet the signed off requirements as per the RSD (DEL-18) and RTM (DEL-19) documents
	Technical Stakeholders
	Approved Functional Design Documents for MECM (DEL-20)
Interface/
Batch/
Automation Control Documents for MECM (DEL-22)
MECM System Architecture Design Document (DEL-16) 
Requirements Traceability Matrix (DEL-19)
Requirements Specification Document (DEL-18)
System Security Plan (DEL-15)
	Updated Application Code and Database

	5.1a
	Questions for Functional Stakeholders still open
	Technical Stakeholders verify if there are questions on Functional Specification Documents not answered
If yes, proceed to Step #5.2 Address developer questions on functional specification documents
If no, proceed to Step #5.3 Prepare unit test suite and perform unit testing on updated software
	Technical Stakeholders
	N/A
	N/A

	5.2
	Address developer questions on functional specification documents
	Log queries in the query tracker in case of ambiguity, gaps, or clarifications required for the requirements to be implemented in the current iteration/bundle
The Functional team will work with the relevant DOH OHIP stakeholders to resolve those queries
	Functional Stakeholders
	Approved Functional Design Document (DEL-20) for MECM 
	Query tracker with open and resolved queries specific to the ongoing iteration/ bundle

	5.3
	Prepare unit test suite and perform unit testing on updated software
	Create unit test cases for the features built in the current iteration/bundle to confirm the software complies with the signed-off requirements for the current iteration/bundle scope 
Once a feature is developed, the developer will unit test the feature per the test cases identified in accordance with the Test Management Plan (DEL-09)
	Technical Stakeholders
	Updated Application Code and Database
Requirements Traceability Matrix (DEL-19)
Requirements Specification Document (DEL-18) 
Test Management Plan (DEL-09)
	Unit Test Cases
Unit Test Results updated with the iteration/bundle test results

	5.4 
	Conduct automated and/or manual code reviews
	Conduct peer/lead code review of the implemented code to confirm that development is per the industry best practices
Additionally, an automated code review tool will be configured with industry recommended ruleset which will be run every time before the code is checked-in to the source repository
Code will be checked-in and promoted to higher environments only when it passes the code review quality checks
	Technical Stakeholders
	Unit Test Cases
Unit Test Results updated with the iteration/
bundle test results
Application Code, Automated Code Review Ruleset, Code Review Checklist
	Automated Code Review Report

	5.4a
	Code passes quality threshold
	Technical Stakeholders determine if the code passes the quality tests in accordance with the Test Management Plan (DEL-09)
If yes, proceed to Step #5.4b Unit Test Results Passed Status 
If no, proceed to Step #5.7 Remediate code review and/or unit test findings
	Technical Stakeholders
	N/A
	N/A

	5.4b
	Unit Test Results Passed Status
	Technical Stakeholders verify if the Unit Test results are a ‘Pass’ in accordance with the Test Management Plan (DEL-09)
If yes, proceed to Step #5.5 Publish Unit Test Results
If no, proceed to Step #5.7 Remediate code review and/or unit test findings
	Technical Stakeholders
	N/A
	N/A

	5.5
	Publish Unit Test Results 
	Publish the Unit Test Results to document application code passing the unit testing exit criteria (refer to Test Management Plan (DEL-09)) as a sign-off for the code to be deployed to SIT environment 
	Technical Stakeholders
	Unit Test Results with iteration/ bundle test results
Automated Code Review Report
	Unit Test Results 

	5.6a 
	Update Base Solution Data Model and Data Dictionary
	Revise the Base Solution data model and data dictionary documents at the end of the development phase
	Technical Stakeholders
	Solution data models
Data dictionary documents
	Updated Data Models and Data Dictionary (DEL-21)

	5.6b
	Release iteration/bundle software for SIT; Perform Solution Exploration Pre-Work
	Deploy application code to the SIT environment for SIT once it passes the code review and unit tests and meets the exit criteria; conduct appropriate Solution Exploration pre-work, as needed
	Technical Stakeholders
	SIT environment ready
Application Code and Database
	Application code and database deployed in SIT and Solution Exploration environments

	5.7
	Remediate code review and/or Unit Test findings
	Address and resolve issues identified during code review and unit testing by making necessary code changes, re-running tests, and updating documentation to confirm that the code meets quality standards and functions as intended.
	Technical Stakeholders
	Updated Application Code and Database
Requirements Traceability Matrix (DEL-19)
Requirements Specification Document (DEL-18) 
Test Management Plan (DEL-09)
	Unit Test Cases
Unit Test Results updated with the iteration/bundle test results


[bookmark: _Toc150951878][bookmark: _Toc192875105]Table 2‑20: Development Phase Process Flow Narrative
[bookmark: _Toc148102344][bookmark: _Toc152605828][bookmark: _Toc177118970][bookmark: _Toc185952525][bookmark: _Toc192874699]Roles and Responsibilities
[bookmark: _Toc148102345][bookmark: _Toc152605829]The SDLC RACI Matrix and roles and responsibilities can be found in Appendix C-1. 
[bookmark: _Toc177118971][bookmark: _Toc185952526][bookmark: _Toc192874700]Phase Exit Criteria
Key stakeholders from ███████ and DOH OHIP identified in the RACI matrix as Accountable or Responsible will collectively agree on the conclusion of the current phase and the commencement of the next phase. The ███████ owner, as designated in the RACI matrix, provides a comprehensive status update, specifically addressing the entry and exit criteria for the concluded phase, and allowing for questions. Upon satisfying phase exit criteria, a decision to exit the current phase will be logged to document the closure of the phase.
	#
	Exit Criteria
	Related Document(s)/Artifact(s)

	1
	Approved and published Unit Test Results 
	Unit Test Results 

	2
	Updated Data Model and Data Dictionary (DEL-21)
	Data Model and Data Dictionary (DEL-21)

	3
	Application code and database deployed in SIT and Solution Exploration environments
	Communication of SIT and Solution Exploration environment availability


[bookmark: _Toc150951879][bookmark: _Toc192875106]Table 2‑21: Development Phase Exit Criteria
[bookmark: _Toc148102346][bookmark: _Toc152605830][bookmark: _Toc177118972][bookmark: _Toc185952527][bookmark: _Toc192874701]Supporting Application Lifecycle Management (ALM) Tools
In the Development phase, ALM tools will enable version control, code collaboration, code review, unit test, and deployment across the development process. ALM tools also assist in tracking and managing issues and bugs, integrating with development environments and testing tools, and automating build and deployment processes.
Below are the ALM tools and workflows that pertain to the Development phase:
The artifact repository workflow (refer to Section 2.24 artifact repository)
The build server workflow (refer to Section 2.23 the build server)
The source-code repository workflow (refer to Section 2.21 the source-code repository)
Development, Incident, Change Request, and Service Request workflows in the ALM tool (refer to Section 2.20 the ALM tool)
SharePoint (refer to Section 2.18 Continuing Medicaid Eligibility Modernization SharePoint)
the static code analysis tool workflow (refer to Section 2.22 the static code analysis tool)
[bookmark: _Toc148102347][bookmark: _Toc148098449][bookmark: _Toc152605831][bookmark: _Toc177118973][bookmark: _Toc185952528][bookmark: _Toc192874702]System Integration Test (SIT) Phase
The SIT phase serves to validate that the MECM software conforms to the approved design specifications for the iteration/bundle. This phase includes an application walkthrough with appropriate DOH stakeholders. 
[bookmark: _Toc143516904][bookmark: _Toc143516905][bookmark: _Toc148102348][bookmark: _Toc152605832][bookmark: _Toc177118974][bookmark: _Toc185952529][bookmark: _Toc192874703]Phase Entry Criteria
	#
	Entry Criteria
	Related Document(s)/Artifact(s)

	1
	Unit Test Results published
	Unit Test Results 

	2
	SIT environment available
	Communication of SIT environment availability


[bookmark: _Toc150951880][bookmark: _Toc192875107]Table 2‑22: SIT Phase Entry Criteria
[bookmark: _Toc142923870][bookmark: _Toc143516907][bookmark: _Toc148102349][bookmark: _Toc152605833][bookmark: _Toc177118975][bookmark: _Toc185952530][bookmark: _Toc192874704]Process Flow Diagram
The following process flow depicts the SIT phase of the MECM SDLC.

[bookmark: _Toc150948933][bookmark: _Toc178152030][bookmark: _Toc192875045]Figure 2-8: SIT Process Flow
[bookmark: _Toc148102350][bookmark: _Toc152605834][bookmark: _Toc177118976][bookmark: _Toc185952531][bookmark: _Toc192874705]Process Flow Narrative
The following table describes each process step illustrated above.
	SIT

	Step #
	Process Step
	Description
	Stakeholder Group(s)
	Inputs (Documents/ Work Products)
	Outputs (Documents/ Work Products)

	6.1

	Create or update test scripts 
	Document test scenarios from JAD sessions to create test scripts or make updates to existing ones. Test scripts are based on approved design documentation for the iteration/bundle in accordance with the Test Management Plan (DEL-09)
	Functional Stakeholders
	Application code and database deployed in the SIT environment
Data Models and Data Dictionary (DEL-21)
Unit Test Results
Approved Functional Design Document (DEL-20) 
Interface/
Batch/
Automation Control Documents (DEL-22) 
System Architecture Design Document (DEL-16) 
Requirements Traceability Matrix (DEL-19)
Requirements Specification Document (DEL-18)
Test Management Plan (DEL-09)
System Security Plan (DEL-15)
	SIT test scripts
Accessibility test scripts

	6.2
	Update the Requirements Traceability Matrix (DEL-19) with test scripts
	Update the RTM (DEL-19) with the test case IDs to link them to the design documents and requirements
	Functional Stakeholders
	Requirements Traceability Matrix (DEL-19)
SIT test scripts
	Requirements Traceability Matrix (DEL-19) updated with test scripts information

	6.3
	Perform test script and test coverage review
	Review test cases and scripts internally with Functional team to identify any test gaps and coverage gaps of functionality
	Functional Stakeholders
	SIT test scripts
	Revised SIT test scripts

	6.3a
	Test script traceable to all iteration/ bundle requirements
	Functional Stakeholders determine if all requirements are traceable to test cases
If yes, proceed to Step #6.4 Prepare SIT environment with test case data as needed
If no, proceed to Step #6.1 Create or update test scripts
	Functional Stakeholders
	N/A
	N/A

	6.4
	Prepare SIT environment with test case data as needed
	SIT test data is created in the environment that will be used for testing 
	Functional Stakeholders
	Data Models and Data Dictionary (DEL-21)
SIT test scripts
	SIT test data loaded on SIT environment

	6.5a
	Perform SIT Testing 
	SIT is executed during this phase. Test cases are executed according to the Test Management Plan (DEL-09). Test execution results are documented. Test case execution statuses are updated based on the outcome of the execution
	Functional Stakeholders
	Test Management Plan (DEL-09)
SIT test cases
SIT data
SIT test scripts 
	SIT test results

	6.5b
	Perform Accessibility Testing (for Portals only)
	Accessibility testing/ Americans with Disabilities Act (ADA) compliance testing is conducted in this phase. The portals are tested for accessibility compliance. The test cases statuses are updated based on the outcome of the execution. Test results are documented
	Functional Stakeholders
	Test Management Plan (DEL-09)
Accessibility test cases
Accessibility test scripts
	Accessibility test results

	6.5c
	Perform initial end-to-end (E2E) testing for interface
	Initial test with trading partners before beginning E2E SIT. For each iteration/bundle, the interfaces are tested individually before the fully E2E integrated testing with the trading partners
	Functional Stakeholders
	SIT test cases
SIT data
	Initial E2E testing results

	6.6
	Log test results and input defects in System Defect Log 
	Based on the triage, defects with test results are logged into the defect log management tool 
	Functional Stakeholders
	SIT test results
Accessibility test results
Initial E2E testing results
	Updated System Defect Log with SIT detected defects 
SIT Test Results Log

	6.6a
	SIT Test Results passed status 
	SIT Test Results met the criteria defined in the Test Management Plan (DEL-09)
If yes, proceed to Step #6.11 Publish SIT and Accessibility Test Results
If no, proceed to Step #6.7 Triage and assign defects for resolution 
	Functional Stakeholders
	N/A
	N/A

	6.7
	Triage and assign defects for resolution
	Defects are assigned for resolution. The severity and priority of the defects are logged in the defect management tool
	Functional Stakeholders
	System Defect Log with SIT detected defects
	Updated System Defect Log with severity and priority

	6.8
	Remediate software defects and Regression Test 
	Corrective actions are taken to fix the issues in the defect
	Functional Stakeholders
Technical Stakeholders
	Update System Defect Log with severity and priority
	Remediated Software Code

	6.9
	Deploy remediated code to SIT environment 
	Deploy remediated code in the SIT environment for testing
	Technical Stakeholders
	Remediated software code
	Updated test scripts

	6.10
	Re-execute failed test scripts
	The failed test cases are re-executed, and the results are documented. The statuses of the defect and the test cases are updated based on the outcome of the execution
	Functional Stakeholders
	SIT test scripts
	Updated SIT test results

	6.11
	Publish SIT and Accessibility Test Results
	SIT and Accessibility test results are published and shared with the stakeholders 
	Functional Stakeholders
	SIT test results
Accessibility test results
	Published SIT and Accessibility test results 

	6.12
	Perform application walkthrough with DOS
	Walkthrough the application developed in the iteration/bundle with DOS 
	Functional Stakeholders
	Data Models and Data Dictionary (DEL-21)
Approved Functional Design Document (DEL-20) 
Interface/
Batch/
Automation Control Documents (DEL-22) 
System Architecture Design Document (DEL-16) 
Requirements Traceability Matrix (DEL-19)
Requirements Specification Document (DEL-18)
	Approved SIT and Accessibility test results
Walkthrough feedback if any

	6.12a
	Feedback from walkthrough
	After the walkthrough, determine if there is any feedback 
If yes, proceed to Step #6.12b Defect found
If no, process ends and proceeds to the Solution Exploration Phase
	Functional Stakeholders
	N/A
	N/A

	6.12b
	Defect found
	Determine whether the feedback from walkthrough detected a defect
If yes, proceed to Step #6.9 Triage and assign defects for resolution 
If no, proceed to Step #6.13 Follow Integrated Change Control Process (ICCP) to open Change Request
	Functional Stakeholders
	N/A
	N/A

	6.13
	Follow ICCP to open Change Request
	If the walkthrough feedback results in an application change unrelated to defects, a change request is opened and evaluated by the CRB
	Functional Stakeholders
	Walkthrough feedback
	Change Request


[bookmark: _Toc150951881][bookmark: _Toc192875108]Table 2‑23: SIT Phase Process Flow Narrative
[bookmark: _Toc148102351][bookmark: _Toc152605835][bookmark: _Toc177118977][bookmark: _Toc185952532][bookmark: _Toc192874706]Roles and Responsibilities
[bookmark: _Toc147825298][bookmark: _Toc147825463][bookmark: _Toc148102352][bookmark: _Toc148098454][bookmark: _Toc149051826][bookmark: _Toc152605647][bookmark: _Toc152605836][bookmark: _Toc148102353][bookmark: _Toc152605837]The SDLC RACI Matrix and roles and responsibilities can be found in Appendix C-1. 
[bookmark: _Toc177118978][bookmark: _Toc185952533][bookmark: _Toc192874707]Phase Exit Criteria 
Key stakeholders from ███████ and DOH identified in the RACI matrix as Accountable or Responsible will collectively agree on the conclusion of the current phase and the commencement of the next phase. The ███████ owner, as designated in the RACI matrix, provides a comprehensive status update, specifically addressing the entry and exit criteria for the concluded phase, and allowing for questions. Upon satisfying phase exit criteria, a decision to exit the current phase will be logged to document the closure of the phase.
	#
	Exit Criteria
	Related Document(s)/Artifact(s)

	1
	SIT test results for all iterations/bundles of a Wave meet the thresholds for a ‘pass’ result as defined in the Test Management Plan (DEL-09)
	Test Management Plan (DEL-09)
SIT Test Report


[bookmark: _Toc150951882][bookmark: _Toc192875109]Table 2‑24: SIT Phase Exit Criteria
[bookmark: _Toc148102354][bookmark: _Toc152605838][bookmark: _Toc177118979][bookmark: _Toc185952534][bookmark: _Toc192874708]Supporting Application Lifecycle Management (ALM) Tools
In the SIT phase, the ALM tools will help facilitate the integration, and testing of different software components and systems by providing version control for integration code, automating integration testing, and tracking and managing integration-related issues. These tools also support collaboration among integration teams, promote traceability between integration activities and requirements, and provide reporting and monitoring capabilities to track the progress and quality of system integration efforts.
Below are the ALM tools and workflows that pertain to the SIT phase:
The artifact repository workflow (refer to Section 2.24 artifact repository)
The build server workflow (refer to Section 2.23 the build server)
The source-code repository workflow (refer to Section 2.21 the source-code repository)
The requirements management tool Requirements traceability workflow (refer to Section 2.34 the requirements management tool)
Incident, Change Request, and Service Request workflows in the ALM tool (refer to Section 2.20 the ALM tool)
JAWS (refer to Section 2.27 JAWS)
SharePoint (refer to Section 2.18 Continuing Medicaid Eligibility Modernization SharePoint)
WAVE (refer to Section 2.26 WAVE)
Test Case and Test Run workflows in the test management tool (refer to Section 2.28 the test management tool)
[bookmark: _Toc177118980][bookmark: _Toc185952535][bookmark: _Toc192874709]Solution Exploration Phase
The Solution Exploration phase serves to validate that the solution aligns to design inputs and decisions resulting from Integrated JAD sessions. This phase is the final phase within an iteration/bundle. 
[bookmark: _Toc177118981][bookmark: _Toc185952536][bookmark: _Toc192874710]Phase Entry Criteria
	#
	Entry Criteria
	Related Document(s)/Artifact(s)

	1
	SIT test results for all iterations/bundles of a Wave meeting the thresholds for a ‘pass’ result as defined in the Test Management Plan (DEL-09)
	Test Management Plan (DEL-09)
SIT Test Report

	2
	UAT environments are ready for use and each environment has passed an initial set of predefined test cases
	N/A


[bookmark: _Toc192875110]Table 2‑25: Solution Exploration Phase Entry Criteria
[bookmark: _Toc177118982][bookmark: _Toc185952537][bookmark: _Toc192874711]Process Flow Diagram
The following process flow depicts the Solution Exploration phase of the MECM SDLC.

[bookmark: _Toc178152031][bookmark: _Toc192875046]Figure 2-9: Solution Exploration Process Flow
[bookmark: _Toc177118983][bookmark: _Toc185952538][bookmark: _Toc192874712]Process Flow Narrative
The following table describes each process step illustrated above.
	Solution Exploration

	Step #
	Process Step
	Description
	Stakeholder Group(s)
	Inputs (Documents/ Work Products)
	Outputs (Documents/ Work Products)

	7.0
	Create solution exploration plan (ex. scripts and required case data)
	The solution exploration scripts are identified, elaborated, and written
	Business Stakeholders
	Data Models and Data Dictionary (DEL-21)
Approved Functional Design Document (DEL-20) for MECM
Interface/
Batch/
Automation Control Documents (DEL-22) for MECM
System Architecture Design Document (DEL-16) 
Requirements Traceability Matrix (DEL-19)
Requirements Specification Document (DEL-18)
	Solution exploration test plan
Solution exploration test scripts
Solution exploration test data

	7.1
	Perform solution exploration
	Solution exploration testing is executed in this phase. The test case execution results are documented. Test case statuses are updated based on the outcome of the execution
	Business Stakeholders
	Solution exploration test plan
Solution exploration test scripts
Solution exploration test data
	Results of solution exploration 

	7.2
	Log exploration results and observations if necessary 
	Solution exploration test results are documented and logged into the test case management tool
	Business Stakeholders
	Solution exploration testing results
Solution exploration testing observations
	Logged solution exploration test results and observations 

	7.3
	Triage observations
	Observations deviating from the design are triaged with Functional and Development teams
	Functional Stakeholders
	Logged solution exploration test results and observations 
	Updated solution exploration observations

	7.4
	Address observations
	Take corrective actions for approved observations
	Functional Stakeholders
	Updated solution exploration observations 
	Updated System Defect Log with observations deemed as defects

	7.4a
	Defects identified
	Determine if there are defects identified within the solution exploration observations
If yes, proceed to Step #7.5 Remediate software defects and regression test
If no, proceed to End
	Functional Stakeholders
	N/A
	N/A

	7.5
	Remediate software defects and regression test
	Complete fixes for the identified defects and perform Regression Testing for the changes 
	Functional Stakeholders
Technical Stakeholders
	Updated System Defect Log with observations deemed as defects
	Approved solution exploration signoff


[bookmark: _Toc192875111]Table 2‑26: Solution Exploration Phase Process Flow Narrative
[bookmark: _Toc177118984][bookmark: _Toc185952539][bookmark: _Toc192874713]Roles and Responsibilities
The SDLC RACI Matrix and roles and responsibilities can be found in Appendix C-1. 
[bookmark: _Toc177118985][bookmark: _Toc185952540][bookmark: _Toc192874714]Phase Exit Criteria 
Key stakeholders from ███████ and DOH identified in the RACI matrix as Accountable or Responsible will collectively agree on the conclusion of the current phase and the commencement of the next phase. The ███████ owner, as designated in the RACI matrix, provides a comprehensive status update, specifically addressing the entry and exit criteria for the concluded phase, and allowing for questions. Upon satisfying phase exit criteria, a decision to exit the current phase will be logged to document the closure of the phase.
	#
	Exit Criteria
	Related Document(s)/Artifact(s)

	1
	The Solution Exploration observations are properly dispositioned and prioritized
	All the valid observations are categorized as: valid defects to be addressed, potential design updates, or potential enhancements

	2
	The Requirements Traceability Matrix (DEL-19) is updated with traceability of all Wave requirements through test script coverage
	Requirements Traceability Matrix (DEL-19)


[bookmark: _Toc192875112]Table 2‑27: Solution Exploration Phase Exit Criteria
[bookmark: _Toc177118986][bookmark: _Toc185952541][bookmark: _Toc192874715]Supporting Application Lifecycle Management (ALM) Tools
In the Solution Exploration phase, the ALM tools will help the solution explorers to conduct testing needed to verify the system aligns with design and decisions agreed-upon during Integrated JAD sessions. These tools provide reporting and monitoring capabilities to track the progress and disposition of Solution Exploration observations.
Below are the ALM tools and workflows that pertain to the Solution Exploration phase:
[bookmark: _Toc148102355][bookmark: _Toc152605839][bookmark: _Toc177118987][bookmark: _Toc185952542]Solution Exploration Observation, Incident, Change Request, and Service Request workflows in the ALM tool (refer to Section 2.20 the ALM tool)
[bookmark: _Toc192874716]Operational Readiness Test (ORT) Phase
Operational Readiness Test occurs when all iterations/bundles of Design/Development/SIT are complete and the entire functionality for a Wave can be tested together. This phase includes the following testing types that benefit from being executed when the Wave’s functionality and software is complete: Pre-UAT, End-to-End (E2E) Testing, Regression Testing, Performance Testing, Security Testing and Failover Testing. 
Entry and exit criteria are crucial for a structured and effective testing process. Entry criteria determine if the system is ready for a testing phase by confirming preconditions like environment setup and test case preparation. Exit criteria define the conditions for concluding a testing phase, such as successful test case completion and resolution of critical defects. These criteria provide a clear framework for assessing system readiness, facilitating a controlled progression through the testing lifecycle, and contributing to the delivery of a reliable and high-quality system.
The following section describes the functional testing types included in ORT.
[bookmark: _Toc143516913][bookmark: _Toc186883735][bookmark: _Toc187427477][bookmark: _Toc188449853][bookmark: _Toc188618745][bookmark: _Toc186883757][bookmark: _Toc187427499][bookmark: _Toc188449875][bookmark: _Toc188618767][bookmark: _Toc186883758][bookmark: _Toc187427500][bookmark: _Toc188449876][bookmark: _Toc188618768][bookmark: _Toc186883759][bookmark: _Toc187427501][bookmark: _Toc188449877][bookmark: _Toc188618769][bookmark: _Toc186883760][bookmark: _Toc187427502][bookmark: _Toc188449878][bookmark: _Toc188618770][bookmark: _Toc186883761][bookmark: _Toc187427503][bookmark: _Toc188449879][bookmark: _Toc188618771][bookmark: _Toc186883762][bookmark: _Toc187427504][bookmark: _Toc188449880][bookmark: _Toc188618772][bookmark: _Toc186883763][bookmark: _Toc187427505][bookmark: _Toc188449881][bookmark: _Toc188618773][bookmark: _Toc186883764][bookmark: _Toc187427506][bookmark: _Toc188449882][bookmark: _Toc188618774][bookmark: _Toc186884016][bookmark: _Toc187427758][bookmark: _Toc188450134][bookmark: _Toc188619026][bookmark: _Toc186884017][bookmark: _Toc187427759][bookmark: _Toc188450135][bookmark: _Toc188619027][bookmark: _Toc186884018][bookmark: _Toc187427760][bookmark: _Toc188450136][bookmark: _Toc188619028][bookmark: _Toc186884019][bookmark: _Toc187427761][bookmark: _Toc188450137][bookmark: _Toc188619029][bookmark: _Toc186884020][bookmark: _Toc187427762][bookmark: _Toc188450138][bookmark: _Toc188619030][bookmark: _Toc186884066][bookmark: _Toc187427808][bookmark: _Toc188450184][bookmark: _Toc188619076][bookmark: _Toc186884067][bookmark: _Toc187427809][bookmark: _Toc188450185][bookmark: _Toc188619077][bookmark: _Toc185948540][bookmark: _Toc186884068][bookmark: _Toc187427810][bookmark: _Toc188450186][bookmark: _Toc188619078][bookmark: _Toc185952548][bookmark: _Toc192874717][bookmark: _Toc148102361][bookmark: _Toc152605845][bookmark: _Toc177118993]Functional-Related End to End Testing
Pre-UAT, E2E Testing, Regression Testing, and Performance Testing are essential functional testing because each collectively validate the system's functional integrity, integration, stability, and performance under expected load conditions. These tests confirm that the system is robust and meets the necessary requirements before proceeding to the final stages of testing. 
E2E validates the interactions between integrated components within the entire application workflow. Establishing clear entry criteria for E2E is crucial to confirm system stability, environment readiness, and resource availability, thereby reducing risks and enhancing software quality. 
[bookmark: _Toc192874718]Phase Entry Criteria (Functional ORT)
The following table describes the entry criteria with the associated document/artifacts for functional testing: 
	#
	Entry Criteria
	Related Document(s)/Artifact(s)

	1
	100% SIT test cases up to Bundle 6 are executed with an 80% pass rate. 
	SIT Test Results

	2
	No open critical or high SIT defects up to Bundle 6, and resolution plan for all medium and low defects.
	SIT Test Results

	3
	All interface testing up to Bundle 4 is complete. All high and critical defects have been resolved.
All Critical (Priority 1) interfaces need to go through/complete trading partner testing and be available for SIT end to end testing.
	SIT Test Results

	4
	There should be no new CRs that impact the foundational solution after SIT E2E begins. 
Ancillary CRs tied to non-foundational items, such as reports or language changes, can be approved following discussion.
	N/A

	5
	Connectivity is established for all interfaces in scope until Bundle 5.
	N/A

	6
	The following conversion activities must be complete:
Receive synthetic data from GDIT NYSOH
Obtain production data to be used in SIT C environment
Collect the complete backlog data GDIT NYSOH
Conduct a thorough data quality (DQ) assessment on the complete backlog data and share the DQ report with GDIT NYSOH
Receive the full backlog file to initiate the first mock run from GDIT NYSOH
Execute the first mock run and prepare a detailed mock run report to be shared with GDIT NYSOH
Execute first round of conversion case lifecycle test cases
	N/A

	7
	Approvals of all design documentation
Clearly define concurrence has been reached for FDDs and ICDs
Post-concurrence/approval design updates and where designs may be at this time
	Iteration 1-2, Bundle 1-6 FDDs and ICDs

	8
	Batch Scheduling and Running: Automating tasks to run at specific times for optimal system performance
	Batch Schedule

	9
	Infrastructure and security items such as file transfer, encryption, security testing, data masking, and logging and monitoring must be completed.
	Infrastructure and Security


[bookmark: _Toc192875113]Table 2‑28: Functional Testing Entry Criteria
[bookmark: _Toc186884071][bookmark: _Toc187427813][bookmark: _Toc188450189][bookmark: _Toc188619081][bookmark: _Toc186884072][bookmark: _Toc187427814][bookmark: _Toc188450190][bookmark: _Toc188619082][bookmark: _Toc186884117][bookmark: _Toc187427859][bookmark: _Toc188450235][bookmark: _Toc188619127][bookmark: _Toc185952549][bookmark: _Toc192874719]Security and Failover Testing
Security Testing identifies vulnerabilities and protects the organization against unauthorized access, while Failover Testing verifies the system's ability to maintain continuity and recover from failures. Conducting these tests confirms that the system is not only functional but also resilient and ready for production.
Security Testing is a critical process aimed at identifying vulnerabilities, threats, and risks within a software application. This type of testing focuses on uncovering potential security flaws, thereby protecting the system from unauthorized access, data breaches, and other security threats. Techniques such as vulnerability scanning, security auditing, and code review are employed to thoroughly examine the system's defenses. By addressing the identified issues, Security Testing fortifies the application's security, safeguards sensitive data, and maintains the integrity and confidentiality of the system.
Failover Testing is a vital component of a robust disaster recovery strategy, designed to verify the continuity and reliability of IT systems in the event of a failure. This process involves simulating a failure and confirming that the backup system can seamlessly take over operations without data loss or significant downtime. By rigorously testing the failover mechanisms, ███████ and DOH can identify potential weaknesses, validate recovery procedures, and demonstrate that the system can maintain operational integrity under adverse conditions. Effective Failover Testing enhances system resilience and builds confidence among stakeholders that the organization is well-prepared to handle unexpected disruptions. 
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The following table describes the entry criteria with the associated document/artifacts for Security and Failover Testing:
	#
	Entry Criteria
	Related Document(s)/Artifact(s)

	1
	Static Application Security Testing (SAST), Dynamic Application Security Testing (DAST), Manual Penetration Testing, and Security Functional Testing for Bundle 6 comprising of a comprehensive test of the entire Member Portal and Worker Portal applications. 
	SAST and DAST Report 

	2
	Infrastructure Security Testing and Amazon Machine Image (AMI) Compliance Hardening conducted in accordance and cadence with the applied security standards. 
	the infrastructure vulnerability scanning tool Vulnerability Report
AMI Compliance Hardening Report

	3
	All critical, high, and medium, vulnerabilities are resolved from all vulnerability reports or justification for delay in the timeframe of resolution in accordance with the applied security standards is provided. Timeframes for resolution for low vulnerabilities will be provided as well as justifications for any False Positives identified.
	SAST / DAST Report
the infrastructure vulnerability scanning tool Vulnerability Report
AMI Compliance Hardening Report
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The following process flow depicts the ORT phase of the MECM SDLC.
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The following table describes each process step illustrated above. 
	Operational Readiness Test

	Step #
	Process Step
	Description
	Stakeholder Group(s)
	Inputs (Documents/ Work Products)
	Outputs (Documents/Work Products)

	7.1
	Create or update Regression Test scripts 
	Develop test scripts for the in-scope components based on the design documents and the Regression Test approach in the Test Management Plan (DEL-09). This process supports the retest of previously validated components that may have been impacted by other changes
	Functional Stakeholders
	SIT test scripts
Test Management Plan (DEL-09) (Regression Test Approach)
	Regression test scripts

	7.2
	Perform Regression Test script and test coverage review
	Review test cases and test coverage with Functional team and identify any test coverage gaps
	Functional Stakeholders
	Regression Test scripts
	Revised and approved Regression test scripts

	7.2a
	Test scripts meet expectations in Test Management Plan
	Determine if the Regression test and Performance test scripts met the defined criteria in the Test Management Plan (DEL-09)
If yes, proceed to Step #7.3 Prepare Regression test environment with test case data as needed
If no, proceed to Step #7.1 Create or update regression test scripts
	Functional Stakeholders
	N/A
	N/A

	7.3
	Prepare Regression Test environment with test case data as needed
	Create and load Regression test data in the environment that will be used for testing. The Regression test environment enables functional users to confirm the end-to-end process testing across the system after changes are made 
	Functional Stakeholders
	Regression test environment 
Test Management Plan (DEL-09) (Regression Test approach)
Regression test data
	Regression test environment with test data loaded
Test automation scripts

	7.4a
	Perform Regression Testing
	Perform Regression Testing according to the Test Management Plan (DEL-09) to confirm that the modifications have not caused unintended effects. Confirm that the production system or component still complies with its specified requirements
	Functional Stakeholders
	Regression test environment ready
Test Management Plan (DEL-09)
	Regression test results 

	7.4b
	Perform final E2E testing
	Perform interface testing with trading partners
	Functional Stakeholders
	Regression test results 
	Final E2E testing results

	7.5
	Log test results and include defects in System Defect Log 
	Log all defects and the status of each defect in the System Defect Log
	Functional Stakeholders
	Final E2E testing results
Regression test results 
Operational Readiness test results
System Defect Log
	System Defect Log updated with E2E, and Regression Testing detected defects
Operational Readiness test results updated with E2E and Regression test results

	7.5a
	Regression Test passed status
	Determine if Regression Testing results pass the criteria defined in Test Management Plan (DEL-09)
If yes, proceed to Step #7.20 Submit full System Test Results Report
If no, proceed to Step #7.6 Triage and assign defects for resolution
	Functional Stakeholders
	N/A
	N/A

	7.6
	Triage and assign defects for resolution
	Assign defects that impact end-to-end use of the production system to Functional and Development teams for resolution. Document the severity, the priority of the defects, and the estimated date of fix
	Functional Stakeholders
	System Defect Log updated with Regression Testing detected defects
	Defect resolution assignment

	7.7
	Remediate software defects
	Take corrective actions to resolve the issues identified in the defect
	Functional Stakeholders
Technical Stakeholders
	System Defect Log
Defect resolution assignment
	Remediated software code

	7.8
	Deploy remediated code to Regression Test environment
	Deploy code changes to the Regression test environment
	Technical Stakeholders
	Remediated software code
	Remediated software code deployed at Regression Test environment

	7.9
	Re-execute failed test scripts
	Re-execute the failed test cases once the defect fixes are deployed to Regression test environments. Document the test execution results and update the statuses of the defects and the test cases based on the outcome of the re-execution
	Functional Stakeholders
	Updated Regression test plan 
Remediated software code deployed
	Updated Regression test results 

	7.10
	Establish Performance test user profile
	Set up security roles and user access to Performance Testing 
	Functional Stakeholders
	Test Management Plan (DEL-09)
	Performance test user profiles

	7.11
	Create Performance test scripts
	Develop the Performance test scripts based on the Test Management Plan (DEL-09)
	Functional Stakeholders
	Test Management Plan (DEL-09) (Performance and Stress Testing approach)
Performance test user profiles
	Performance test scripts

	7.12
	Conduct Performance and Stress Testing
	Monitor the target environment to extract, extrapolate results from each cycle of the test execution, and analyze the test results to conform to service level standards and deliver tuning recommendations
	Functional Stakeholders
	Test Management Plan (DEL-09) (Performance and Stress Testing approach)
Performance and Stress test environment
	Performance and Stress test results

	7.12a
	Performance test results meet defined standards
	Determine if Performance test results meet standards defined in Test Management Plan (DEL-09)
If yes, proceed to Step #7.20 Submit full System Test Results (DEL-24) report
If no, proceed to Step #7.13 Remediate performance defects and Regression test
	Technical Stakeholders
	N/A
	N/A

	7.13
	Remediate performance defects and Regression Test
	Take corrective actions to resolve the performance test issues in the defect
	Technical Stakeholders
	Performance and Stress test results
	Remediated software code or configuration

	7.14
	Create Security Testing script
	Develop the Security test scripts for the in-scope components based on the Test Management Plan (DEL-09)
	Technical Stakeholders
	Test Management Plan (DEL-09) (System Security Test Plan)
	Security test script
Role-based Security test cases

	7.15
	Perform Security Testing
	Perform Security Testing and capture results. Categorize security risks and assess their potential impact and severity if realized in the production environment
	Technical Stakeholders
	Security test scripts
Role-based Security test cases
	Security test results

	7.16
	Log test results and defects where necessary
	Security team logs all defects and the status of each defect in the System Defect Log
	Technical Stakeholders
	Security test results 
	Updated System Defect Log with Security test results

	7.16a
	Security test results meet defined standards
	Determine if Security test results meet standards defined in System Security Plan (DEL-15)
If yes, proceed to Step #7.20 Submit full System Test Results (DEL-24) Report
If no, proceed to Step #7.17 Remediate security defects and Regression Test
	Technical Stakeholders
	N/A
	N/A

	7.17
	Remediate security defects and Regression Test
	Take corrective actions to resolve the security issues in the System Defect Log
	Technical Stakeholders
	Updated System Defect Log
	Remediated code
Updated Security test results

	7.18
	Conduct a Disaster Recovery Failover Test 
	Conduct a Disaster Recovery Failover test in accordance with the Business Continuity and Disaster Recovery Plan (DEL-14)
It should in support the business continuity in the event of a system interruption to maintain service, for critical business areas
Validate planned application backup and recovery procedures by exercising them in full
	Technical Stakeholders
	Business Continuity and Disaster Recovery Plan (DEL-14)
Disaster Recovery (DR) Cutover Work Plan
Recovery Point Objective (RPO)/ Recovery Time Objective (RTO) 
Disaster Recovery Test Cases
	Updated Disaster Recovery Cutover Work Plan
Measured RPO and RTO
Disaster Recovery test results

	7.18a
	Disaster Recovery Test meets the defined requirements
	Determine if the Disaster Recovery test results meet the requirements defined in the BCDR (i.e., RTO and RPO targets)
If yes, proceed to Step #7.20 Submit full System Test Results (DEL-24) report
If no, proceed to Step #7.19 Identify and correct infrastructure issues and repeat test
	Technical Stakeholders
	N/A
	N/A

	7.19
	Identify and correct infrastructure issues and repeat test
	Deploy infrastructure fixes and re-execute the failed test cases to confirm issues have been corrected 
	Technical Stakeholders
	Measured RPO and RTO
Disaster Recovery test report

	Root cause analysis
Updated infrastructure configuration
Updated DR test results

	7.20
	Submit full System Test Results Report
	Submit full package of System Test Results (DEL-24) with stakeholders’ feedback
Produce information needed to support iterative renewal of Disaster Recovery procedures and infrastructure
	Functional Stakeholders
	Security test results
DR test results
Regression test results 
	Submitted System Test Results (DEL-24)

	7.20a
	System Test Results (DEL-24) approved
	Determine if the test results in the System Test Results (DEL-24) are approved
If yes, the phase is concluded
If no, proceed to Step #7.21 Update System Test Results (DEL-24) report 
	Functional Stakeholders
	N/A
	N/A

	7.21
	Update System Test Results (DEL-24) Report
	Utilize feedback from stakeholders on the System test results (DEL-24) to update the system test results report per the Deliverable Management Plan
	Functional Stakeholders
	System Test Results (DEL-24) with stakeholders’ feedback
Updated System Test Results (DEL-24)
	Finalized System Test Results (DEL-24)
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The SDLC RACI Matrix and roles and responsibilities can be found in Appendix C-1. 
	Testing Type
	Description

	Pre-UAT (Pre-User Acceptance Testing)
	Pre-UAT is conducted to validate the system's readiness for formal User Acceptance Testing (UAT). It involves checking the functionality, usability, and stability of the system to confirm it meets the business requirements and is prepared for end-user testing.

	End-to-End (E2E) Testing
	E2E Testing verifies the complete flow of the application from start to finish, confirming that all integrated components and systems work together as expected. This testing type validates that the entire process, including data flow and interactions between different systems, functions correctly.

	Regression Testing
	Regression Testing involves re-running previously conducted tests to confirm that new changes or enhancements have not negatively impacted the existing functionality. This testing type helps in identifying any unintended side effects of recent code changes.

	Performance Testing
	Performance Testing evaluates the system's responsiveness, stability, and scalability under various load conditions. It helps in identifying performance bottlenecks and confirms that the system can handle the expected user load.

	Security Testing
	Security Testing assesses the system's security measures to identify vulnerabilities and confirm that data is protected against unauthorized access, breaches, and other security threats. This testing type is crucial for safeguarding sensitive information and maintaining compliance with security standards.

	Failover Testing
	Failover Testing verifies the system's ability to switch to a backup system or redundant components in case of a failure. This testing type confirms that the system can maintain continuity and minimize downtime during unexpected disruptions.
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To confirm the successful completion of Functional Testing, the following exit criteria must be met. These criteria validate that the integrated components within the entire application workflow have been thoroughly tested, and the system is stable, functional, and ready for the next phase of deployment.
	#
	Exit Criteria
	Related Document(s)/Artifact(s)

	1
	100% Execution of E2E Test Cases with a 90% Pass Rate
	Test Results

	2
	No Open Critical or High E2E Defects
	Defect Log, Test Results

	3
	Resolution Plan for All Medium and Low E2E Defects
	Defect Log, Test Results

	4
	All Interface Testing Completed and All High and Critical Defects Resolved
	Interface Test Results, Defect Resolution Reports

	5
	Successful Completion of Data Conversion Activities
	Data Conversion Reports, Mock Run Reports, Data Quality (DQ) Assessment Reports

	6
	Approval of All Design Documentation
	Finalized and Approved FDDs, ICDs, Design Update Logs

	7
	Batch Scheduling and Running Successfully Implemented
	Batch Scheduling Logs, Performance Reports

	8
	All Connectivity Issues Resolved for Interfaces in Scope
	Connectivity Test Results, Issue Resolution Logs

	9
	Stakeholder Sign-off on E2E Test Results and Defect Resolution
	Stakeholder Sign-off Documents, Meeting Minutes

	10
	Performance and Load Testing Completed with Acceptable Results
	Performance Test Results, Load Test Results
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The following table describes the exit criteria with the associated document/artifacts for Security and Failover Testing:
	#
	Exit Criteria
	Related Document(s)/Artifact(s)

	1
	Static Application Security Testing (SAST), Dynamic Application Security Testing (DAST), Manual Penetration Testing, and Security Functional Testing for Bundle 6 comprising of a comprehensive test of the entire Member Portal and Worker Portal applications. 
	SAST and DAST Report 

	2
	Infrastructure Security Testing and AMI Compliance Hardening conducted in accordance and cadence with the applied security standards. 
	the infrastructure vulnerability scanning tool Vulnerability Report
AMI Compliance Hardening Report

	3
	All critical, high, and medium, vulnerabilities are resolved from all vulnerability reports or justification for delay in the timeframe of resolution in accordance with the applied security standards is provided. Timeframes for resolution for low vulnerabilities will be provided as well as justifications for any False Positives identified.
	SAST / DAST Report
the infrastructure vulnerability scanning tool Vulnerability Report
AMI Compliance Hardening Report 
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Key stakeholders from ███████ and DOH identified in the RACI matrix as Accountable or Responsible will collectively agree on the conclusion of the current phase and the commencement of the next phase. The ███████ owner, as designated in the RACI matrix, provides a comprehensive status update, specifically addressing the entry and exit criteria for the concluded phase, and allowing for questions. Upon satisfying phase exit criteria, a decision to exit the current phase will be logged to document the closure of the phase.
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In the ORT phase, ALM tools help manage the testing and verification of the software’s operational readiness by providing version control for test scripts and configurations, automating ORT test execution, and tracking and managing any issues or discrepancies that arise during testing. ALM tools also enable effective collaboration among ORT teams, maintain traceability between ORT activities and project requirements, and offer reporting and monitoring capabilities to assess the software’s readiness for deployment.
Below are the ALM tools and workflows that pertain to the ORT phase:
The build server workflow (refer to Section 2.23 the build server)
The source-code repository workflow (refer to Section 2.21 the source-code repository)
The SAST Assessment Workflow in Checkmarx (refer to Section 2.29 Checkmarx SAST)
The DAST Assessment Workflow in Burp Suite Pro (refer to Section 2.30 Burp Suite Pro)
Defect, Change Request, and Service Request workflows in the ALM tool (refer to Section 2.20 the ALM tool)
LoadRunner (refer to Section 2.31 LoadRunner Enterprise)
Selenium (refer to Section 2.25 Selenium)
SharePoint (refer to Section 2.18 Continuing Medicaid Eligibility Modernization SharePoint)
Test Case and Test Run workflows in the test management tool (refer to Section 2.28 the test management tool)
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UAT is performed by business stakeholders to validate the MECM solution functionality aligns with their business requirements and objectives for the Wave. It serves to immerse those stakeholders in the functionality for a Wave to allow them to prepare end users for the Wave’s rollout. This is inclusive of technical, functional, and security requirements further detailed in the Business Continuity and Disaster Recovery Plan (DEL-14) and the System Security Plan (DEL-15) in adherence to the NYS ITS Secure SDLC Standard.
To facilitate a structured and collaborative approach to this key phase, the ███████ team schedule one comprehensive meeting for effective communication, decision-making, and to gain concurrence from DOH OHIP Leadership prior to the start of UAT. 
This meeting, scheduled at least two weeks before the planned initiation of the UAT phase associated with the final iteration/bundle, will serve multiple purposes:
1. The focus will be on familiarizing DOH OHIP leadership with the relevant checklist(s) associated with the entry criteria and reviewing the current status of checklist completion
2. Stakeholders, including governance-level management, will engage in discussions to collectively agree on the go/no-go decision for transitioning into the subsequent phase
During this meeting, two key decisions will be made and documented:
· Completion of the exit criteria for the current phase gate
· Creation of a decision signifying the commencement of the UAT phase entry
Additionally, specific checklists applicable to the UAT entry criteria will be established. The Test Management Plan will provide the Testing Readiness Checklist, complemented by a broader checklist encompassing Yes/No items across the entire phase.
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	#
	Entry Criteria
	Related Document(s)/Artifact(s)

	1
	Business stakeholders have been identified and confirmed to have availability to perform UAT
	Stakeholder Engagement Plan
SDLC Methodology – Roles and Responsibilities Matrix

	2
	System Test Results meet acceptance criteria defined in the Test Management Plan
	Test Management Plan (DEL-09)

	3
	An ISOW is executed for the UAT and Rollout phases of a Wave
	Master ISOW Integrated Project Schedule
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The following process flow depicts the UAT phase of the MECM SDLC.
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The following table describes each process step illustrated above.
	UAT

	Step #
	Process Step
	Description
	Stakeholder Group(s)
	Inputs (Documents/ Work Products)
	Outputs (Documents/ Work Products)

	9.1
	UAT Planning
	Plan and confirm schedule of test scenarios and scripts to be executed in the UAT cycle
Conduct kick-off meetings to communicate details of UAT plan, execution approach, and other key information to the entire UAT team
Identify audience for training and tools that will be covered in accordance with Test Management Plan (Del #9)
	Business Stakeholders
	Test Management Plan (Del #9)
As-Is/To-Be Business Process Maps (DEL-17)
Requirements Specification Document (DEL-18)
Requirements Traceability Matrix (DEL-19)
Functional Design Document (DEL-20)
System Test Results (DEL-24)
	N/A

	9.2
	Create or update UAT test scripts 
	Create or update UAT test scripts to support user-driven testing
User-acceptance testing focuses on site user readiness and validation of cutover correctness 
Define UAT steps for each UAT test case, based on approved requirements and design documentation and in accordance with the Test Management Plan (DEL-09)
	Business Stakeholders
	Configuration Unit test cases
Functional Object test approach
High-Level Process Design
Integration test cases
Requirements Traceability Matrix (DEL-19)
Role-based Security test cases
User Acceptance test approach
	UAT test scripts

	9.3
	Perform test script and test coverage review
	Review test cases and scripts with Business Stakeholders to identify any test gaps and coverage gaps of functionality
	Business Stakeholders
	UAT test scripts
	Revised UAT test scripts

	9.3a
	Test script has traceability to all iteration/ bundle requirements
	Determine if all test scripts are traceable to their originated requirements 
If yes, proceed to Step #9.4 Prepare UAT environment with test case data as needed
If no, proceed to Step #2.2 Create or update UAT test scripts
	Business Stakeholders
	N/A
	N/A

	9.4
	Prepare UAT environment with test case data as needed
	Prepare the dedicated User Acceptance Test environment and populate with gold configurations, conversion data, interfaced systems data, and transactional data required to support user acceptance testing
	Business Stakeholders
	Test Management Plan (DEL-09)
Data Migration Plan (DEL-25)
UAT environment ready 
	UAT test data loaded in the UAT environment

	9.5
	Perform UAT Testing
	Perform UAT Testing to verify that the business is ready to cutover to the new solution. Document the test execution results. Update the statuses of the test cases
	Business Stakeholders
	UAT scripts
UAT test data loaded in the UAT environment
	UAT test results

	9.6
	Log test results in and defects in System Defect Log 
	Log all defects identified through UAT and the status of each in the System Defect Log 
	Business Stakeholders
	UAT test results
System Defect Log 
	UAT test results in the ALM tool
Updated System Defect Log with UAT results

	9.6a
	UAT test results passed status
	Determine if all UAT tests have passed
If yes, proceed to process Step #9.11 Publish UAT Test Results
If no, proceed to process Step# 9.7 Triage and assign defects for resolution
	Business Stakeholders
	N/A
	N/A

	9.7
	Triage and assign defects for resolution
	Assign observations that impact end-to-end use of the production system to Functional and Development teams to be mitigated. Document the severity, priority and the estimated fix dates for defects
	Functional Stakeholders
	Updated System Defect Log with UAT results
	Updated System Defect Log with resolution assignments

	9.8
	Remediate code defects and Regression tests
	Take corrective actions to fix the end-user issues
Perform Regression tests on the remediated code
	Functional Stakeholders
Technical Stakeholders
	Updated System Defect Log with resolution assignments
	Remediated code

	9.9
	Deploy remediated code to UAT environment 
	Perform Regression test in the remediated code
Redeploy the remediated code to the UAT environment
	Technical Stakeholders
	Remediated code
	Remediated code deployed to UAT environment

	9.10
	Re-execute failed test scripts
	UAT testers re-test the remediated code against original test scripts for to validate functionality
Document the test execution results. Update the statuses of the test cases and the defects based on the outcome of the re-execution
	Business Stakeholders
	UAT test scripts
Test Management Plan (DEL-09)
UAT test results
	Updated UAT results
Updated System Defect Log with UAT results

	9.11
	Publish UAT Test Results
	Socialize UAT results with appropriate stakeholders
	Business Stakeholders
	Updated UAT results
	UAT summary
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[bookmark: _Toc148102368][bookmark: _Toc152605852]The SDLC RACI Matrix and roles and responsibilities can be found in Appendix C-1. 
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The UAT phase exit criteria will serve as the final steps before proceeding into the Rollout phase. To facilitate a structured and collaborative approach to this key phase gate, the ███████ team schedules several meetings for effective communication, decision-making, and to gain concurrence from DOH OHIP Leadership. 
The first meeting, scheduled at least two weeks before the planned completion of the UAT phase, serves as an orientation. During this session, the focus will be on familiarizing DOH OHIP leadership with the relevant checklist(s) associated with the phase gate and reviewing the current status of checklist completion.
The second meeting, scheduled at least one week before the planned completion of the UAT phase, is dedicated to concurrence. Here, stakeholders, including DOH OHIP leadership, will engage in discussions to collectively agree on the go/no-go decision for transitioning into the subsequent phase and advancing the Wave workflow in the ALM tool.
0. During this meeting, two key decisions will be made and documented:
1. Completion of the UAT entry criteria
1. Creation of a decision signifying the commencement of the UAT phase exit
As a contingency measure, a third meeting may be scheduled at least two business days before the planned completion of the UAT phase. This meeting, only convened if necessary, aims to address any outstanding items and obtain concurrence before entering the next phase.
Additionally, specific checklists applicable to this key phase gate will be established. The Change Management Plan will provide the Operational Readiness Checklist and the MECM System Rollout Plan will provide the Tech Readiness Checklist; both documents will be complemented by a broader checklist encompassing Yes/No items across the entire phase.
	#
	Exit Criteria
	Related Document(s)/Artifact(s)

	1 
	UAT test results have met the acceptance criteria defined in the Test Management Plan
	Test Management Plan (DEL-09)
UAT summary

	2
	Test results reviewed and approved by State
	Formal Go/No-Go Decision
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In the UAT phase, the ALM tools assist in managing the UAT process by providing version control for test cases and scripts, automating test execution, and tracking and managing UAT issues and defects. ALM tools facilitate collaboration among UAT teams, maintain traceability between UAT activities and project requirements, and offer reporting and monitoring features to assess the readiness for end-user acceptance.
Below are the ALM tools and workflows that pertain to the UAT phase:
The artifact repository workflow (refer to Section 2.24 artifact repository)
The build server workflow (refer to Section 2.23 the build server)
The requirements management tool Requirements traceability workflow (refer to Section 2.34 the requirements management tool)
Defect, Change Request, and Service Request workflows in the ALM tool (refer to Section 2.20 the ALM tool)
SharePoint (refer to Section 2.18 Continuing Medicaid Eligibility Modernization SharePoint)
Test Case and Test Run workflows in the test management tool (refer to Section 2.28 the test management tool)
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	#
	Entry Criteria
	Related Document(s)/Artifact(s)

	1
	MECM System Rollout Plan (DEL-13) has been reviewed and approved, including plans for rollout supports (for example, site support and Tier 2 support)
	MECM System Rollout Plan (DEL-13)


[bookmark: _Toc150951892][bookmark: _Toc192875122]Table 2‑37: Rollout Phase Entry Criteria



[bookmark: _Toc148102382][bookmark: _Toc152605866][bookmark: _Toc177119003][bookmark: _Toc185952560][bookmark: _Toc192874736]Process Flow Diagram
The following process flow depicts the Rollout phase of the MECM SDLC.

[bookmark: _Toc150948937][bookmark: _Toc178152034][bookmark: _Toc192875049]Figure 2-12: Rollout Phase Process Flow
[bookmark: _Toc148102383][bookmark: _Toc152605867][bookmark: _Toc177119004][bookmark: _Toc185952561][bookmark: _Toc192874737]Process Flow Narrative
The following table describes each process step illustrated above.
	Rollout

	Step #
	Process Step
	Description
	Stakeholder Group(s)
	Inputs (Documents/ Work Products)
	Outputs (Documents/ Work Products)

	10.1 
	Accept MECM Wave System Source Code (DEL-26)
	Tag the DOH OHIP approved MECM source code as the gold copy for production deployment
	Executive Stakeholders
	Source code repository
	Created tag with release version

	10.2
	Complete data migration for Wave rollout
	Execute data conversion in the MECM Production environment for the targeted wave population
	Technical Stakeholders
	Source system data extract
	Converted data loaded into Production environment

	10.3
	Configure MECM for users/ functionality for Wave rollout
	Set up security roles and user access for Wave end users
	Functional Stakeholders
Technical Stakeholders
	User profiles for the Wave
	Assignment of security roles
End users given user access for Wave rollout

	10.4
	Release MECM systems to Wave end users
	Grant access for Wave users to the MECM production environment
	Business Stakeholders
	MECM system
	End user Wave results


[bookmark: _Toc150951893][bookmark: _Toc192875123]Table 2‑38: Rollout Process Flow Narrative
[bookmark: _Toc148102384][bookmark: _Toc152605868][bookmark: _Toc177119005][bookmark: _Toc185952562][bookmark: _Toc192874738]Roles and Responsibilities
The Master MECM SDLC Methodology RACI Matrix (refer to Appendix C-1) defines the requirements of each of the project roles or personas.
[bookmark: _Toc148102385][bookmark: _Toc152605869][bookmark: _Toc177119006][bookmark: _Toc185952563][bookmark: _Toc192874739]Phase Exit Criteria
All stakeholders identified in the RACI matrix will convene in a meeting to collectively agree on the completion of Rollout. The ███████ owner, as designated in the RACI matrix, will take the lead in providing a comprehensive status update, specifically addressing the exit criteria for the Rollout phase, allowing for questions, and seeking concurrence from DOH OHIP. Upon concurrence of phase exit criteria, a transmittal will be sent to DOH requesting formal approval to document the acceptance and approval of the phase.
	#
	Exit Criteria
	Related Document(s)/Artifact(s)

	1 
	System Source Code (DEL-26) has been accepted by Continuing Medicaid Eligibility Modernization Executive Stakeholders
	System Source Code (DEL-26)

	2
	The Release Management Plan (DEL-34) has been created, reviewed, and approved and is ready to manage post-production releases
	Release Management Plan (DEL-34)


[bookmark: _Toc150951894][bookmark: _Toc192875124]Table 2‑39: Rollout Phase Exit Criteria
[bookmark: _Toc148102386][bookmark: _Toc152605870][bookmark: _Toc177119007][bookmark: _Toc185952564][bookmark: _Toc192874740]Supporting Application Lifecycle Management (ALM) Tools
In the Rollout phase, the ALM tools assist in managing the deployment and rollout of the software by providing version control for rollout plans, configuration settings, and deployment scripts. ALM tools help automate the deployment process, ensuring consistency and reliability across different environments. They also track and manage issues or discrepancies that may arise during the rollout phase, facilitating swift resolution.
Below are the ALM tools and workflows that pertain to the UAT phase:
artifact repository workflow (refer to Section 2.24 artifact repository below)
The build server workflow (refer to Section 2.23 the build server below)
The source-code repository workflow (refer to Section 2.21 the source-code repository below)


[bookmark: _Toc185952565][bookmark: _Toc192874741]SDLC High-Level Process 
The following process flow depicts the High-Level process for SDLC.


[bookmark: _Toc178350476][bookmark: _Toc178352320][bookmark: _Toc178354434][bookmark: _Toc178357243][bookmark: _Toc178359042][bookmark: _Toc178371238][bookmark: _Toc184746815][bookmark: _Toc178152035][bookmark: _Toc192875050]Figure 2-13: SDLC High-Level Process Flow
[bookmark: _Toc185952566][bookmark: _Toc192874742]Process Flow Narrative
The following table describes each process step illustrated above.
	Step #
	Process Step
	Description 
	Stakeholder
Group(s)
	Inputs (Documents/ Work Products)
	Outputs (Documents/ Work Products)

	0.1
	Continuing Medicaid Eligibility Modernization Wave Planning*
Initial Solution Definition. 
*The high-level scope and initial budget are defined, and key stakeholder readiness is confirmed
	Executive stakeholders start Continuing Medicaid Eligibility Modernization wave planning
	Executive Stakeholders
	Scope, goals, and objectives for the Wave
	Technical architecture diagrams for Wave
Logical architecture diagram for Wave
Physical architecture diagram for Wave
Security Requirements
Change Impact Assessment
Initial Solution Definition (DEL-01)

	1.0
	Business Process Analysis
	Business stakeholders lead the business process analysis
	Business Stakeholders
	Initial Solution Definition (ISD) (DEL-01)
MECM Master Statement of Work (MSOW)
Implementation Schedule Overview (DEL-02)
MECM System and Project – Budget Planning
Stakeholder Engagement Plan (PMP DEL-05, refer to Section 3)
SDLC Methodology – Roles and Responsibilities Matrix
Master ISOW Integrated Project Schedule
	As Is/To-Be Business Process Maps (DEL-17)
Requirement Logic Flows/System Requirements Input Document
Business Objectives Documentation

	1.1
	Are Requirements Gathering and Business Process Analysis in Parallel?


	Business and Executive stakeholders decide if requirements gathering, and business process analysis are being done in parallel.
If it is parallel, proceed to Step #2.0 Requirements Gathering
If it is not parallel, proceed to Step #1.2 Is Business Process Analysis Exit Criteria Met?
	Executive Stakeholders
Business Stakeholders
	 N/A
	N/A

	2.0
	Requirement Gathering
	Business and Functional stakeholders gather requirements 
	Business Stakeholders
Functional Stakeholders
	Requirement Logic Flows/System Requirements Input Documents
Baselined Work Plan and Project Schedule (DEL-06)
Change Management Plan (DEL-30) Stakeholders Engagement (refer to Section 3)
Project Management Plan (DEL-05) SDLC Methodology (Section 2)– Roles and Responsibilities Matrix (Appendix C-1)
	Requirements Specification Document (DEL-18)
Requirements Traceability Matrix (DEL-19)
Documented Base Solution gaps and required changes

	1.2
	Is Business Process Analysis Exit Criteria Met?

	Business stakeholders decide if business process analysis exit criteria are met
If the criteria are met, proceed to Step #1.3 Is Requirements Gathering Exit Criteria Met?
If the criteria are not met, proceed to Step # 1.0 Business Process Analysis
	Business Stakeholders 
	As-Is/To-Be Business Process Maps (DEL-17) and personas are reviewed and approved by DOH OHIP
Business requirements or high-level scope are defined and documented
Business objectives for the Wave are defined and documented
	As Is/To-Be Business Process Maps (DEL-17)
Requirement Logic Flows/System Requirements Input Document
Business Objectives Documentation

	1.3
	Is Requirements Gathering Exit Criteria Met?

 
	Business and Functional stakeholders decide if the requirements gathering exit criteria is met 
If the criteria are met, proceed to Step # 3.0 Prioritization and Iteration/Bundle Planning
If the criteria are not met, proceed to Step #2.0 Requirements Gathering
	Functional Stakeholders
Business Stakeholders
	Requirements Specification Document (DEL-18) and Requirements Traceability Matrix (DEL-19) including recommended prioritization is submitted for DOH OHIP review
	Requirements Specification Document (DEL-18)
Requirements Traceability Matrix (DEL-19)
Documented Base Solution gaps and required changes

	3.0
	Prioritization and Iteration/Bundle Planning
	All stakeholders work on prioritization and iteration/bundle planning
	Executive Stakeholders
Business Stakeholders
Functional Stakeholders
Technical Stakeholders
	Requirements Traceability Matrix (DEL-19)
	Requirements Specification Document (DEL-18)
Requirements Traceability Matrix (DEL-19) including Wave assignment
Baselined Work Plan and Project Schedule (DEL-06)
Master ISOW Integrated Project Schedule

	3.1
	Wave Requirements Scope Approved?


	Executive stakeholders decide if wave requirements scope is approved
If it is approved, proceed to Step #4.0 Design
If it is not approved, proceed to Step #3.0 Prioritization and Iteration/Bundle Planning
	Executive Stakeholders

	Requirements are approved and assigned to a Wave (or deferred)
The project Work Plan is updated to reflect the iteration and bundle schedule
An ISOW is drafted for the Wave iterations and bundles
	Requirements Specification Document (DEL-18)
Requirements Traceability Matrix (DEL-19) including Wave assignment
Baselined Work Plan and Project Schedule (DEL-06)
Master ISOW Integrated Project Schedule

	4.0
	Design
	Functional stakeholders work on design 
	Functional Stakeholders
	Requirements Specification Document (DEL-18)
Requirements Traceability Matrix (DEL-19) including Wave assignment serves as inventory
Baselined Work Plan and Schedule (DEL-06)
Design Calendar and Schedule
Master ISOW Integrated Project Schedule
Medicaid Transformation Modernization – Deloitte and NYS Team Alignment Excel
	Functional Design Document (DEL-20) 
Interface/Batch/Automation Control Documents (DEL-22)
Updated Requirements Traceability Matrix (DEL-19) with design components

	4.1
	Design Approved?

 
	Technical stakeholders decide if design is approved 
If it is approved, proceed to Step # 5.0 Development 
If it is not approved, proceed to Step # 6.2 Are All Iterations/Bundles for the Wave Complete?
	Technical Stakeholders
	Functional Design Documents (DEL-20) and Interface/Batch/Automation Control Documents (DEL-22) are approved
RTM updated in the requirements management tool with approved Functional Design Documents (DEL-20) and Interface/ Batch/
Automation Control Documents (DEL-22)
	Functional Design Document (DEL-20) 
Interface/Batch/Automation Control Documents (DEL-22)
Updated Requirements Traceability Matrix (DEL-19) with design components

	5.0
	Development
	Technical stakeholders work on development 
	Technical Stakeholders
	Functional Design Document (DEL-20) 
Interface/Batch/Automation Control Documents (DEL-22)
Requirements Traceability Matrix (DEL-19)
	Unit Test Results 
Data Model and Data Dictionary (DEL-21)
Communication of SIT and Solution Exploration environment availability

	6.0
	System Integration Test (SIT)
	Functional stakeholders work on SIT
	Functional Stakeholders
	Unit Test Results 
Communication of SIT environment availability
	Test Management Plan (DEL-09)
SIT Test Report

	6.1
	Is Iteration/ Bundle Exit Criteria Met?

 
	Functional stakeholders decide if the iteration/bundle exit criteria is met. 
If it is met, proceed to Step # 6.2 Are all Iterations/ Bundles for the Wave Complete?
If it is not met, proceed to Step #4 Design
	Functional Stakeholders
	SIT test results for all iterations/
bundles of a Wave meet the thresholds for a ‘pass’ result as defined in the Test Management Plan (DEL-09)
	Test Management Plan (DEL-09)
SIT Test Report

	6.2
	Are all Iterations/ Bundles for the Wave Complete?


	Functional stakeholders decide if all iterations/bundles for the wave are complete. 
If it is complete, proceed to Step # 7.0 Operational Readiness Test
If it is not complete, proceed to Step # 4.1 Design Approved
	Functional Stakeholders
	N/A
	N/A

	7.0
	Operational Readiness Test
	Functional stakeholders work on Operational Readiness Test
	Functional Stakeholders
	Business Continuity and Disaster Recovery Plan (DEL-14)
System Security Plan (SSP) (DEL-15)
System Architecture Design Document (SADD) (DEL-16)
Test Management Plan (DEL-09)
SIT Test Report
	System Test Results
Master ISOW Integrated Project Schedule
Requirements Traceability Matrix (DEL-19)
UAT test cases
All the valid observations are categorized as: valid defects to be addressed, potential design updates, or potential enhancements

	7.1
	Is Test Phase Exit Criteria Met?


	Functional stakeholders decide if the Test Phase exit criteria is met. 
If it is met, proceed to Step # 8.0 User Acceptance Test (UAT)
If it is not met, proceed to Step # 7.0 Operational Readiness Test
	Functional Stakeholders
	The System Test Results (including E2E SIT, Accessibility, Regression, Security, Performance, and Failover test types) meet the acceptance criteria defined in their relevant plans (Test Management Plan (DEL-09), BCDR plan, System Security Plan (DEL-15)) and have been approved
An ISOW is drafted for the UAT and Rollout phases of a Wave
The Requirements Traceability Matrix (DEL-19) is finalized with traceability of all functional and non-functional Wave requirements through test script coverage
UAT test cases are drafted and agreed-upon with DOH stakeholders
The E2E Solution Exploration observations are properly dispositioned and prioritized
	System Test Results
Master ISOW Integrated Project Schedule
Requirements Traceability Matrix (DEL-19)
UAT test cases
All the valid observations are categorized as: Valid defects to be addressed, Potential design updates, or Potential Enhancements

	8.0
	User Acceptance Test (UAT)
	Business stakeholders conduct UAT. 
	Business Stakeholders
	Stakeholder Engagement Plan
SDLC Methodology – Roles and Responsibilities Matrix
Test Management Plan (DEL-09)
Master ISOW Integrated Project Schedule
	Test Management Plan (DEL-09)
UAT summary
Formal Go/No Go Decision 

	8.1
	Is UAT Phase Exit Criteria Met?


	Business stakeholders decide if the UAT exit criteria is met. 
If it is met, proceed to Step # 9.0 Rollout
If it is not met, proceed to Step # 8.0 User Acceptance Test (UAT)
	Business Stakeholders
	UAT test results have met the acceptance criteria defined in the Test Management Plan
Test results reviewed and approved by State
	Test Management Plan (DEL-09)
UAT summary
Formal Go/No Go Decision

	9.0
	Rollout
	Business stakeholders work on Rollout. 
	Business Stakeholders
	MECM System Rollout Plan (DEL-13)
	System Source Code (DEL-26)
Release Management Plan (DEL-34)

	9.1
	Is Rollout Phase Exit Criteria Met?


	Executive stakeholders decide if the Rollout phase exit criteria is met. 
If it is met, proceed to End process. 
If it is not met, proceed to Step # 8.1 Is the UAT Phase Exit Criteria Met?
	Executive Stakeholders
	System Source Code (DEL-26) has been accepted by  Continuing Medicaid Eligibility Modernization Executive Stakeholders
The Release Management Plan has been created, reviewed, and approved and is ready to manage post-production releases
	System Source Code (DEL-26)
Release Management Plan (DEL-34)


[bookmark: _Toc192875125]Table 2‑40: SDLC High-Level Process Narrative
[bookmark: _Toc148102387][bookmark: _Toc148098489][bookmark: _Toc149051861][bookmark: _Toc152605682][bookmark: _Toc152605871][bookmark: _Toc148102388][bookmark: _Toc152605872][bookmark: _Toc177119008][bookmark: _Toc185952567][bookmark: _Toc192874743]ALM Tools
ALM tools facilitate the management, monitoring, and reporting of each phase of the SDLC process. A number of tools are utilized to achieve the objectives of the project, and this section serves as an overview of the ALM tools utilized, their purposes, and the affiliated roles and workflows required to effectively operationalize each tool.
The following diagram illustrates the ALM tools utilized for various activities across each phase of the SDLC:
[bookmark: _Toc150948938][image: ]
[bookmark: _Toc178150524][bookmark: _Toc178152036][bookmark: _Toc192875051]Figure 2-14: Overview of ALM Tools Utilized for MECM
The following table describes the purpose and how each of the tools within the ALM diagram supports the MECM SDLC Methodology. 
	ALM Tool
	Vendor
	Phase
	Purpose

	SharePoint 
	Microsoft
	All
	SharePoint serves as the central document repository for all Continuing Medicaid Eligibility Modernization Deliverables and artifacts. It will be used to facilitate the workflows associated with the Deliverable Management Plan.

	Figma Organization
	Figma
	Design
	Figma Organization is a modern collaboration tool that allows functional stakeholders to create high-fidelity wireframes for new screens during the design phase of the SDLC.

	The ALM tool
	Atlassian
	All
	The ALM tool is utilized in three primary ways on the Continuing Medicaid Eligibility Modernization project. First, it provides a workflow and ticket tracking system for PMO artifacts such as risks, issues, action items and decisions. Second, it tracks all development artifacts through the development process steps in the SDLC methodology. Third, once the MECM solution is in Production, the ALM tool is also used for incident and problem management tickets as defined further in the Maintenance & Operations (M&O) Run Book (DEL-33).

	the source-code repository
	Atlassian
	Development
	The source-code repository serves as the MECM software code repository providing version control, check in/out features, traceability to the ALM tool and integration with the overall continuous integration/continuous deployment pipeline.

	the static code analysis tool
	SonarSource
	Development
	The static code analysis tool is used to perform static code quality scans on changes made to the MECM base solution as part of the SDLC methodology and M&O processes.

	the build server
	Atlassian
	Development, SIT, Regression Test, UAT, Rollout
	The build server is part of the continuous integration/continuous deployment pipeline and orchestrates code build and deployment steps.

	artifact repository
	Amazon Web Services (AWS) 
	Development, SIT, Regression Test, UAT, Rollout
	artifact repository is a repository manager that centralizes and automates the management of software artifacts and dependencies. This boosts the build performance, encourages the use of secure components, and enhances overall application security.

	Selenium
	Selenium
	SIT, Regression Test
	The Selenium tool provides automation capabilities to be used during testing steps in the SDLC methodology, such as performance testing and regression testing.

	WAVE
	WebAIM
	SIT, Regression Test
	Wave is used to scan static HTML during accessibility testing to identify non-compliance with section 508 HTML standards.

	JAWS
	Freedom Scientific
	SIT, Regression Test
	JAWS is an accessibility screen reader tool that is used during accessibility testing to identify non-compliance with section 508 standards for the visually impaired.

	The test management tool 
	The test management tool
	SIT, ORT, UAT
	The test management tool is a complete Test Management tool for the ALM tool. It is a full-featured app that does not require any other software to run. The test management tool supports the entire testing life cycle: test planning, test design, test execution, and test reporting for MECM.

	Checkmarx SAST
	Checkmarx
	Development
	Checkmarx SAST is used to perform static code scans on changes made to the MECM base solution as part of the SDLC methodology and M&O processes to identify security vulnerabilities for remediation.

	Burp Suite Pro

	PortSwigger
	SIT, Regression Test
	Burp Suite Pro is used to perform dynamic (runtime) code scans on changes made to the MECM base solution as part of the SDLC methodology and M&O processes to identify security vulnerabilities for remediation.

	LoadRunner Enterprise
	Micro Focus
	SIT, Regression Test
	LoadRunner Enterprise is used for the performance testing to evaluate performance, stability, and scalability to confirm it can withstand the expected volume.

	Splunk
	Splunk
	Rollout
	Splunk is used for active monitoring of the MECM solution environment including server health monitor, configurable alerts, trending/historical reports, and dashboard/visualization capabilities. 

	iServer
	Orbus Software
	All
	iServer serves as an integrated platform designed to support various aspects of enterprise architecture, business process analysis, and IT governance. Future use by business will be determined at a future date.

	Oracle Policy Automation (OPA)

	Oracle
	UAT, Post-Go-Live
	OPA is used to automate edits to business processes, rules, regulations, and policies to deliver up-to-date accurate advice. The utilization of the tool to support business team processes will be determined at a later date.

	OpenText 
	OpenText
	UAT, Post-Go-Live
	OpenText is used to effectively capture, store, manage, and leverage enterprise information, specifically Notices, and other content types. The utilization of the tool to support business team processes will be determined at a later date.

	BrowserStack
	BrowserStack
	SIT, Regression Test
	BrowserStack is a cloud-based testing service that provides access to a vast array of real devices and browsers for testing web and mobile applications. It enables developers and QA teams to verify that their applications work seamlessly across different environments without the need for maintaining an in-house device lab.

	The requirements management tool
	ease Solutions
	Design, Development
SIT, Regression Test,
UAT
	The requirements management tool is utilized to produce a requirements traceability matrix based on linkages to various SDLC components captured in the ALM tool. Functional specifications will reside in SharePoint but are referenced in the ALM tool as part of that traceability. The requirements management tool is an ALM tool plug-in.


[bookmark: _Toc150951895][bookmark: _Toc192875126]Table 2‑41: ALM Tools and Artifacts
The following Commercial-off-the-Shelf (COTS) products are part of the MECM solution’s technical stack, and not considered ALM tools: 
Oracle Policy Automation (OPA) is an Oracle product that is used to capture, manage, and deploy complex legislation and other document-based policies. The utilization of the tool to support future SDLC processes will be determined at a later date
OpenText is a Client Communication Management (CCM) platform used to design Templates and to generate the notices based on standard templates. The utilization of the tool to support future SDLC processes will be determined at a later date
The following conceptual flow depicts how requirements proceed through the ALM toolset within the SDLC phases following the phase-based processes defined within this SDLC narrative. It is not meant to be a comprehensive view of the workflows for the ALM tools but an executive view to demonstrate how the ALM toolset works together within the SDLC methodology to trace requirements for a release end-to-end. Subsequent to this conceptual flow, each ALM tool is defined below including the workflows for those applicable tools that will require direct interaction from project stakeholders (e.g., business stakeholders reviewing requirements traceability).
[image: ]
[bookmark: _Toc150948939][bookmark: _Toc178152037][bookmark: _Toc192875052]Figure 2-15: ALM Tools Supporting SDLC Methodology
The following subsections provide additional detail regarding configuration of each of the ALM tools that support the SDLC methodology based on the table and figure above.
[bookmark: _Toc148102389][bookmark: _Toc152605873][bookmark: _Toc177119009][bookmark: _Toc185952568][bookmark: _Toc192874744]Continuing Medicaid Eligibility Modernization SharePoint 
[bookmark: _Toc148102390][bookmark: _Toc152605874]SharePoint is a web-based collaboration platform designed to facilitate document management, content sharing, and team collaboration for the Continuing Medicaid Eligibility Modernization project. It allows users to create, store, and organize deliverables, design documents, and other artifacts in a centralized online environment, making it easy for teams to collaborate and access information from anywhere with an internet connection. 
[bookmark: _Toc192874745]ALM Tool Roles and Permissions
	Tool Role
	Project RACI Role
	Key Permissions

	Continuing Medicaid Eligibility Modernization SharePoint Project Administrator
	DOS Tool Administrator
	Create/edit folder structure
Manage configuration; user access; maintenance

	Continuing Medicaid Eligibility Modernization SharePoint Admin User
	███████ Tool Administrator 
Deloitte Business leads and managers
Deloitte Functional leads and managers
Deloitte Technical leads and managers
Deloitte PMO leads and managers
	Upload, edit, move, delete files within defined folder structure
Download read-only files to local machine

	Continuing Medicaid Eligibility Modernization SharePoint Standard User
	All Functional Stakeholders
All Business Stakeholders
	Upload, edit files within defined folder structure
Download read-only files to local machine


[bookmark: _Toc150951896][bookmark: _Toc192875127]Table 2‑42: ALM Tool Roles and Permissions
[bookmark: _Toc148102391][bookmark: _Toc152605875][bookmark: _Toc177119010][bookmark: _Toc185952569][bookmark: _Toc192874746]ALM Tool Workflows
Workflow(s) does not apply.
[bookmark: _Toc148102392][bookmark: _Toc152605876][bookmark: _Toc177119011][bookmark: _Toc185952570][bookmark: _Toc192874747]Accessing ALM Tool
Below is a table of Continuing Medicaid Eligibility Modernization SharePoint libraries used for the MECM system. ███████ will update this table as additional sites are activated. User training content and tool walkthroughs will not apply for this ALM tool.
	SharePoint Link
	Purpose

	PMO
	Repository of all project management documents related to PMO

	Functional
	Repository of all design documents related to the Functional track

	Technology
	Repository of all documents related to the Technology track 

	Quality Assurance
	Repository of all test documents related to the Testing track

	Change Management
	Repository of all documents related to the Change Management track

	3rd Party Vendor
	Repository of all documents related to 3rd party vendors

	Appeals Solution
	Repository of all documents related to the Appeals solution


[bookmark: _Toc150951897][bookmark: _Toc192875128]Table 2‑43: Continuing Medicaid Eligibility Modernization SharePoint Links for MECM System
The table below outlines the steps for accessing the SharePoint site(s). 
	#
	Access Step
	Owner

	1
	Request access to Continuing Medicaid Eligibility Modernization SharePoint
	Requestor

	2
	Admin Approves Request
	System Admin

	3
	Once approved, gain access to SharePoint (user’s specific account)
	User


[bookmark: _Toc150951898][bookmark: _Toc192875129]Table 2‑44: SharePoint Access
For troubleshooting login or access issues, reach out to the DOH OHIP SharePoint administrator. 
[bookmark: _Toc148102393][bookmark: _Toc152605877][bookmark: _Toc177119012][bookmark: _Toc185952571][bookmark: _Toc192874748]Figma Organization
Figma Organization is a collaborative design platform that enables design teams to work together seamlessly, providing a unified environment for creating, sharing, and iterating on digital designs. It offers features like version control, design libraries, and user permissions to streamline the design process within an organization.
[bookmark: _Toc148102394][bookmark: _Toc152605878][bookmark: _Toc177119013][bookmark: _Toc185952572][bookmark: _Toc192874749]ALM Tool Roles and Permissions
	Tool Role
	Project RACI Role
	Key Permissions in Figma

	Administrator
	███████ Tool Administrator
	Grant access

	Owner
	███████ Functional Lead
	Create/edit design documents

	Editor
	███████ Functional Team
	Create/edit design documents


[bookmark: _Toc150951899][bookmark: _Toc192875130]Table 2‑45: Figma Roles and Responsibilities
[bookmark: _Toc148102395][bookmark: _Toc148098497][bookmark: _Toc149051869][bookmark: _Toc152605690][bookmark: _Toc152605879][bookmark: _Toc148102396][bookmark: _Toc152605880][bookmark: _Toc177119014][bookmark: _Toc185952573][bookmark: _Toc192874750]ALM Tool Workflows
Workflow(s) does not apply
[bookmark: _Toc148102397][bookmark: _Toc152605881][bookmark: _Toc177119015][bookmark: _Toc185952574][bookmark: _Toc192874751]Accessing ALM Tool
[bookmark: _Hlk147866992]Access to Figma Organization is limited to ███████ resources. User training for DOH users is not required for this ALM tool. 
	#
	Access Step
	Owner

	1
	Submit PMO Service Request in the ALM tool for access to Figma Organization
	Requestor

	2
	Admin Approves Request
	System Admin

	3
	Once approved, gain access to Figma (user’s specific account)
	User


[bookmark: _Toc150951900][bookmark: _Toc192875131]Table 2‑46: Figma Access
[bookmark: _Toc148102401][bookmark: _Toc148098503][bookmark: _Toc149051875][bookmark: _Toc152605696][bookmark: _Toc152605885][bookmark: _Toc148102402][bookmark: _Toc148098504][bookmark: _Toc149051876][bookmark: _Toc152605697][bookmark: _Toc152605886][bookmark: _Toc148102404][bookmark: _Toc152605888][bookmark: _Toc177119022][bookmark: _Toc185952581][bookmark: _Toc192874752]ALM Tool
The ALM tool serves several purposes and integrates with various ALM tools throughout the SDLC process. The ALM tool manages and streamlines the design artifacts, development work items, and traceability to requirements and test artifacts. Further, the ALM tool also produces dashboards and reports for project monitoring through the SDLC.
[bookmark: _Toc148102405][bookmark: _Toc152605889][bookmark: _Toc177119023][bookmark: _Toc185952582][bookmark: _Toc192874753]ALM Tool Roles and Permissions
	Tool Role
	Project RACI Role
	Key Permissions in the ALM Tool

	ALM Tool Site Administrator
	███████ Tool Administrator 
DOS Tool Administrator
	Create/edit workflows
Manage workflow configuration; user access; maintenance
Updating workflows

	ALM Tool Project Administrator
	███████ Functional Architect
Deloitte Functional PM
Deloitte Functional Manager
Deloitte Technical Manager
Deloitte Test Lead
Deloitte PMO Lead
	Configure Custom Fields
Configure workflows
Create, edit, delete issue types
Override status 

	ALM Tool Standard User
	All Functional Stakeholders
All Business Stakeholders
Deloitte Development Team
Deloitte Test Team
Deloitte Technology Team
	Create, edit issue types
Change status on work items


[bookmark: _Toc150951905][bookmark: _Toc192875132]Table 2‑47: ALM Tool Roles and Responsibilities
[bookmark: _Toc148102406][bookmark: _Toc152605890][bookmark: _Toc177119024][bookmark: _Toc185952583][bookmark: _Toc192874754]ALM Tool Workflows
The field attributes and corresponding workflows for various ticket types within the ALM tool are defined and continuously maintained in the ALM Tool User Guide and ALM Tool Reference Guide. Reference materials can be found in Appendix D: ALM Tool Field Attributes and Workflows:
Design Workflow (Design Document, Design Component, Design Update)
Development Widget Workflow (Confirmed in the ALM tool)
Database Change Request (DBCR) Workflow (test environments only)
Incident Workflow
Technology Operations (Tech Ops) Service Request Workflow (test environments only)
Change Request Workflow (refer to Section 10 Integrated Change Control Process)
Deliverable Management Workflow (Confirmed in the ALM tool)
Requirements Workflow
[bookmark: _Toc178350510][bookmark: _Toc178352354][bookmark: _Toc178354468][bookmark: _Toc178357277][bookmark: _Toc178359076][bookmark: _Toc178371272][bookmark: _Toc184746849][bookmark: _Toc185948591][bookmark: _Toc186884175][bookmark: _Toc187427917][bookmark: _Toc188450293][bookmark: _Toc188619185][bookmark: _Toc178350511][bookmark: _Toc178352355][bookmark: _Toc178354469][bookmark: _Toc178357278][bookmark: _Toc178359077][bookmark: _Toc178371273][bookmark: _Toc184746850][bookmark: _Toc185948592][bookmark: _Toc186884176][bookmark: _Toc187427918][bookmark: _Toc188450294][bookmark: _Toc188619186][bookmark: _Toc178350512][bookmark: _Toc178352356][bookmark: _Toc178354470][bookmark: _Toc178357279][bookmark: _Toc178359078][bookmark: _Toc178371274][bookmark: _Toc184746851][bookmark: _Toc185948593][bookmark: _Toc186884177][bookmark: _Toc187427919][bookmark: _Toc188450295][bookmark: _Toc188619187][bookmark: _Toc178350513][bookmark: _Toc178352357][bookmark: _Toc178354471][bookmark: _Toc178357280][bookmark: _Toc178359079][bookmark: _Toc178371275][bookmark: _Toc184746852][bookmark: _Toc185948594][bookmark: _Toc186884178][bookmark: _Toc187427920][bookmark: _Toc188450296][bookmark: _Toc188619188][bookmark: _Toc178350514][bookmark: _Toc178352358][bookmark: _Toc178354472][bookmark: _Toc178357281][bookmark: _Toc178359080][bookmark: _Toc178371276][bookmark: _Toc184746853][bookmark: _Toc185948595][bookmark: _Toc186884179][bookmark: _Toc187427921][bookmark: _Toc188450297][bookmark: _Toc188619189][bookmark: _Toc178350515][bookmark: _Toc178352359][bookmark: _Toc178354473][bookmark: _Toc178357282][bookmark: _Toc178359081][bookmark: _Toc178371277][bookmark: _Toc184746854][bookmark: _Toc185948596][bookmark: _Toc186884180][bookmark: _Toc187427922][bookmark: _Toc188450298][bookmark: _Toc188619190][bookmark: _Toc178350516][bookmark: _Toc178352360][bookmark: _Toc178354474][bookmark: _Toc178357283][bookmark: _Toc178359082][bookmark: _Toc178371278][bookmark: _Toc184746855][bookmark: _Toc185948597][bookmark: _Toc186884181][bookmark: _Toc187427923][bookmark: _Toc188450299][bookmark: _Toc188619191][bookmark: _Toc178350591][bookmark: _Toc178352435][bookmark: _Toc178354549][bookmark: _Toc178357358][bookmark: _Toc178359157][bookmark: _Toc178371353][bookmark: _Toc184746930][bookmark: _Toc185948672][bookmark: _Toc186884256][bookmark: _Toc187427998][bookmark: _Toc188450374][bookmark: _Toc188619266][bookmark: _Toc178350592][bookmark: _Toc178352436][bookmark: _Toc178354550][bookmark: _Toc178357359][bookmark: _Toc178359158][bookmark: _Toc178371354][bookmark: _Toc184746931][bookmark: _Toc185948673][bookmark: _Toc186884257][bookmark: _Toc187427999][bookmark: _Toc188450375][bookmark: _Toc188619267][bookmark: _Toc178350593][bookmark: _Toc178352437][bookmark: _Toc178354551][bookmark: _Toc178357360][bookmark: _Toc178359159][bookmark: _Toc178371355][bookmark: _Toc184746932][bookmark: _Toc185948674][bookmark: _Toc186884258][bookmark: _Toc187428000][bookmark: _Toc188450376][bookmark: _Toc188619268][bookmark: _Toc178350594][bookmark: _Toc178352438][bookmark: _Toc178354552][bookmark: _Toc178357361][bookmark: _Toc178359160][bookmark: _Toc178371356][bookmark: _Toc184746933][bookmark: _Toc185948675][bookmark: _Toc186884259][bookmark: _Toc187428001][bookmark: _Toc188450377][bookmark: _Toc188619269][bookmark: _Toc178350595][bookmark: _Toc178352439][bookmark: _Toc178354553][bookmark: _Toc178357362][bookmark: _Toc178359161][bookmark: _Toc178371357][bookmark: _Toc184746934][bookmark: _Toc185948676][bookmark: _Toc186884260][bookmark: _Toc187428002][bookmark: _Toc188450378][bookmark: _Toc188619270][bookmark: _Toc178350596][bookmark: _Toc178352440][bookmark: _Toc178354554][bookmark: _Toc178357363][bookmark: _Toc178359162][bookmark: _Toc178371358][bookmark: _Toc184746935][bookmark: _Toc185948677][bookmark: _Toc186884261][bookmark: _Toc187428003][bookmark: _Toc188450379][bookmark: _Toc188619271][bookmark: _Toc178350637][bookmark: _Toc178352481][bookmark: _Toc178354595][bookmark: _Toc178357404][bookmark: _Toc178359203][bookmark: _Toc178371399][bookmark: _Toc184746976][bookmark: _Toc185948718][bookmark: _Toc186884302][bookmark: _Toc187428044][bookmark: _Toc188450420][bookmark: _Toc188619312][bookmark: _Toc148102407][bookmark: _Toc152605891][bookmark: _Toc177119025][bookmark: _Toc185952585][bookmark: _Toc192874755]Accessing ALM Tool
Access to the ALM tool is open to all ███████ teams and DOH stakeholders. User training content and tool walkthroughs for specific workflows will be available at respective relevant SDLC phases (e.g., Design workflow prior to the start of Design Phase; Development workflow prior to the start of Development Phase, etc.) for impacted DOH stakeholders.
Access to The ALM tool
	#
	Access Step
	Owner

	1
	Submit a request to the PMO support mailbox 
	Requestor

	2
	Admin Approves Request
	System Admin

	3
	Once approved, gain access to the ALM tool (user’s specific account)
	User


[bookmark: _Toc150951916][bookmark: _Toc192875133]Table 2‑48: ALM Tool Access
For troubleshooting login or access issues, contact the PMO support mailbox 
[bookmark: _Toc148102408][bookmark: _Toc152605892][bookmark: _Toc177119026][bookmark: _Toc185952586][bookmark: _Toc192874756]Source-Code Repository 
The source-code repository serves as the MECM software code repository providing version control, check in/out features, traceability to the ALM tool and integration with the overall continuous integration/continuous deployment pipeline. For further details regarding the code branch and merge strategy, refer to Release Management Plan (DEL-34).
[bookmark: _Toc148102409][bookmark: _Toc152605893][bookmark: _Toc177119027][bookmark: _Toc185952587][bookmark: _Toc192874757]ALM Tool Roles and Permissions
	NY-MECM

	Tool Role
	RACI Role
	Key Permissions in the source-code repository

	Administrator
	███████ Tool Administrator
	Edit/Read, Admin settings, User Access, Repo Access

	Developer 
	███████ Technical Manager
Developers
Automation Testers
Technology Team
	Edit/Read to Repo

	the source-code repository Read-Only
	DOH Stakeholders
	Read Only Access


[bookmark: _Toc150951917][bookmark: _Toc192875134]Table 2‑49: Source-Code Repository Roles and Permissions
[bookmark: _Toc148102410][bookmark: _Toc152605894][bookmark: _Toc177119028][bookmark: _Toc185952588][bookmark: _Toc192874758]ALM Tool Workflows
The following workflow within the source-code repository tool supports each phase of the MECM SDLC.
[image: ]
[bookmark: _Toc150948952][bookmark: _Toc178152040][bookmark: _Toc192875053]Figure 2-16: Source-Code Repository Workflow

The following table describes each workflow step illustrated above.
	#
	Workflow Step
	Description
	Step Owner

	1
	Commit New Feature
	User edits/creates new Feature
	Developer

	2
	Raise a Pull Request
	Create a Pull request from Feature branch to Dev branch in the source-code repository
	Developer

	3
	Manual Review
	If approved, pushed to Repository
If rejected, correct code to specification
	███████ Tool Administrator

	4
	Push to Main
	Edit/Change is approved
	███████ Tool Administrator


[bookmark: _Toc150951918][bookmark: _Toc192875135]Table 2‑50: Source-Code Repository Workflow Narrative
[bookmark: _Toc148102411][bookmark: _Toc152605895][bookmark: _Toc177119029][bookmark: _Toc185952589][bookmark: _Toc192874759]Accessing ALM Tool
Access to the source-code repository is open to ███████ technology team and DOH stakeholders. User training content and tool walkthroughs will be available prior to the start of Development Phase for impacted DOH stakeholders.
Access to the source-code repository
	#
	Access Step
	Owner

	1
	Submit an access request through the approved project access-request process
	Requestor

	2
	Admin Approves Request
	System Admin

	3
	Once approved, gain access to the source-code repository (user’s specific account)
	User


[bookmark: _Toc150951919][bookmark: _Toc192875136]Table 2‑51: Source-Code Repository Access
For troubleshooting login or access issues, contact the PMO support mailbox 
[bookmark: _Toc148102412][bookmark: _Toc152605896][bookmark: _Toc177119030][bookmark: _Toc185952590][bookmark: _Toc192874760]Static Code Analysis Tool
The static code analysis tool is used to perform static code quality scans on changes made to the MECM base solution as part of the SDLC methodology and M&O processes. The static code analysis tool integrates with the source-code repository to enable automatic scanning of code repositories.
[bookmark: _Toc148102413][bookmark: _Toc152605897][bookmark: _Toc177119031][bookmark: _Toc185952591][bookmark: _Toc192874761]ALM Tool Roles and Permissions
	Tool Role
	RACI Role
	Key Permissions in the static code analysis tool

	Admin 
	███████ Tool Administrator
	Edit rules and profiles

	Developer
	███████ Technical Manager
Developer
	Run, review, push to main

	the static code analysis tool Read-Only
	DOH Stakeholders
	Read-only access


[bookmark: _Toc150951920][bookmark: _Toc192875137]Table 2‑52: Static Code Analysis Roles and Permissions
[bookmark: _Toc148102414][bookmark: _Toc152605898][bookmark: _Toc177119032][bookmark: _Toc185952592][bookmark: _Toc192874762]ALM Tool Workflows
The following workflow within the static code analysis tool tool supports each phase of the MECM SDLC.
[image: ]
[bookmark: _Toc150948953][bookmark: _Toc178152041][bookmark: _Toc192875054]Figure 2-17: Static Code Analysis Workflow
The following table describes each workflow step illustrated above.
	#
	Workflow Step
	Description
	Step Owner

	1
	Commit New Feature
	User edits code or adds new code to commit with the feature branch in the source-code repository
	Developer

	2
	Raise a Pull request
	Create a pull request from Feature branch to Dev branch in the source-code repository, integrate with the static code analysis tool
	Developer

	3
	the static code analysis tool Scan
	the static code analysis tool code scans triggered for incremental code change
	Automated Scan

	4
	Manual Review
	If approved, pushed to Repository
If rejected, correct code to specification
	███████ Tool Administrator

	5
	Push to Main
	Edit/Change is approved, and code is published to shared the source-code repository repository
	███████ Tool Administrator


[bookmark: _Toc150951921][bookmark: _Toc192875138]Table 2‑53: Static Code Analysis Workflow Narrative
[bookmark: _Toc148102415][bookmark: _Toc152605899][bookmark: _Toc177119033][bookmark: _Toc185952593][bookmark: _Toc192874763]Accessing ALM Tool
Access to the static code analysis tool is open to ███████ Technology team and approved DOH stakeholders. User training content and tool walkthroughs will be available prior to the start of Development Phase for impacted DOH stakeholders.
Access to the static code analysis tool tool is restricted. A unique link will be provided to each user by the ███████ Technology team once access is granted.
	#
	Access Step
	Owner

	1
	Submit PMO Service Request in the ALM tool for access to the static code analysis tool
	Requestor

	2
	Admin approves request
	System Admin

	3
	Once approved, gain access to the static code analysis tool (user’s specific account)
	User


[bookmark: _Toc150951922][bookmark: _Toc192875139]Table 2‑54: Static Code Analysis Access
For troubleshooting login or access issues, contact the PMO support mailbox 
[bookmark: _Toc148102416][bookmark: _Toc152605900][bookmark: _Toc177119034][bookmark: _Toc185952594][bookmark: _Toc192874764]Build Server 
The build server is part of the continuous integration/continuous deployment pipeline and orchestrates code build and deployment steps. 
[bookmark: _Toc148102417][bookmark: _Toc152605901][bookmark: _Toc177119035][bookmark: _Toc185952595][bookmark: _Toc192874765]ALM Tool Roles and Permissions
	Tool Role
	RACI Role
	Key Permissions in the build server

	the build server Admin 
	System Admin
	Read/Write/Configure

	Dev-Ops
	Developers
	Read/Write


[bookmark: _Toc150951923][bookmark: _Toc192875140]Table 2‑55: Build Server Roles and Permissions
[bookmark: _Toc148102418][bookmark: _Toc152605902][bookmark: _Toc177119036][bookmark: _Toc185952596][bookmark: _Toc192874766]ALM Tool Workflows
Workflow does not apply for this tool; however, the illustration below depicts the build server conceptual design that supports integration and deployment.
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[bookmark: _Toc150948954][bookmark: _Toc178152042][bookmark: _Toc192875055]Figure 2-18: Build Server Workflow
The following table describes each workflow step illustrated above.
	#
	Workflow Step
	Description
	Step Owner

	1
	the source-code repository Commit
	New Feature Commit approved, and Pull Request accepted
	Developer/System Admin

	2
	Build and Unit Test
	the build server orchestrates code build and deployment steps
	the build server

	3
	Integrates into Dev Environment
	the build server acts as integration pipeline and deploys feature into Dev Environment
	the build server


[bookmark: _Toc150951924][bookmark: _Toc192875141]Table 2‑56: Build Server Workflow Narrative
[bookmark: _Toc148102419][bookmark: _Toc152605903][bookmark: _Toc177119037][bookmark: _Toc185952597][bookmark: _Toc192874767]Accessing ALM Tool
Access to the build server will be limited to ███████ resources. User training for DOH users is not applicable for this ALM tool.
	#
	Access Step
	Owner

	1
	Submit PMO Service Request in the ALM tool for access to the build server
	Requestor

	2
	System Admin send request to Operations Lead
	System Admin

	3
	Operations Lead approves/denies
	███████ Technical Manager

	4
	If approved, System Admin creates account and adds to the build server
	System Admin


[bookmark: _Toc150951925][bookmark: _Toc192875142]Table 2‑57: Build Server Access
[bookmark: _Toc148102420][bookmark: _Toc152605904][bookmark: _Toc177119038][bookmark: _Toc185952598][bookmark: _Toc192874768]Artifact Repository 
artifact repository is a secure, highly scalable, managed artifact repository service that allows us to store and share software packages for application development. 
[bookmark: _Toc148102421][bookmark: _Toc152605905][bookmark: _Toc177119039][bookmark: _Toc185952599][bookmark: _Toc192874769]ALM Tool Roles and Permissions
	Tool Role
	RACI Role
	Key Permissions in CodeArtifact

	Admin Tool Access
	System Admin
	Create, edit, delete
User Interface Access

	Functional Tool Access
	Developer
	Create, edit, delete

	artifact repository
Read-Only
	DOH Stakeholders
	Read-only access


[bookmark: _Toc150951926][bookmark: _Toc192875143]Table 2‑58: artifact repository Roles and Permissions
[bookmark: _Toc148102422][bookmark: _Toc152605906][bookmark: _Toc177119040][bookmark: _Toc185952600][bookmark: _Toc192874770]ALM Tool Workflows
The following workflow within the artifact repository tool supports each phase of the NY MECM SDLC.
[image: ]
[bookmark: _Toc150948955][bookmark: _Toc178152043][bookmark: _Toc192875056]Figure 2-19: artifact repository Workflow

The following table describes each workflow step illustrated above.
	#
	Workflow Step
	Description
	Step Owner

	1
	NY-MECM Artifact Repositories
	Pull application dependencies from NY MECM artifact repositories
	Developer
System Admin

	2
	artifact repository
	Provide secure, scalable, and cost-effective artifact management for software development
	AWS

	3
	Access Domain
	Manage access and apply policies across multiple accounts within NY MECM
	System Admin

	4
	Securely Publish and Store Packages
	Store packages inside of the repositories in the NY MECM domain
	Developer
System Admin

	5
	Pull Dependencies
	Pull application dependencies for development
	Developers


[bookmark: _Toc150951927][bookmark: _Toc192875144]Table 2‑59: artifact repository Workflow Narrative
[bookmark: _Toc148102423][bookmark: _Toc152605907][bookmark: _Toc177119041][bookmark: _Toc185952601][bookmark: _Toc192874771]Accessing ALM Tool
Access to artifact repository is open to ███████ technology team and DOH stakeholders. User training content and tool walkthroughs will be available prior to the start of Development Phase for impacted DOH stakeholders.
Access the artifact repository tool via this link: [link to be provided once available]
	#
	Access Step
	Owner

	1
	Submit an access request through the approved project access-request process
	Requestor

	2
	Approve Request
	System Admin

	3
	Log into the build server
	User

	4
	Communicate with tool for access
	User


[bookmark: _Toc150951928][bookmark: _Toc192875145]Table 2‑60: artifact repository Access
For troubleshooting login or access issues, contact the PMO support mailbox 
[bookmark: _Toc177051169][bookmark: _Toc177116735][bookmark: _Toc177117505][bookmark: _Toc177118275][bookmark: _Toc177119042][bookmark: _Toc178350655][bookmark: _Toc178352499][bookmark: _Toc178354613][bookmark: _Toc178357422][bookmark: _Toc178359221][bookmark: _Toc178371417][bookmark: _Toc184746994][bookmark: _Toc185948736][bookmark: _Toc186884320][bookmark: _Toc187428062][bookmark: _Toc188450438][bookmark: _Toc188619330][bookmark: _Toc177051170][bookmark: _Toc177116736][bookmark: _Toc177117506][bookmark: _Toc177118276][bookmark: _Toc177119043][bookmark: _Toc178350656][bookmark: _Toc178352500][bookmark: _Toc178354614][bookmark: _Toc178357423][bookmark: _Toc178359222][bookmark: _Toc178371418][bookmark: _Toc184746995][bookmark: _Toc185948737][bookmark: _Toc186884321][bookmark: _Toc187428063][bookmark: _Toc188450439][bookmark: _Toc188619331][bookmark: _Toc177051171][bookmark: _Toc177116737][bookmark: _Toc177117507][bookmark: _Toc177118277][bookmark: _Toc177119044][bookmark: _Toc178350657][bookmark: _Toc178352501][bookmark: _Toc178354615][bookmark: _Toc178357424][bookmark: _Toc178359223][bookmark: _Toc178371419][bookmark: _Toc184746996][bookmark: _Toc185948738][bookmark: _Toc186884322][bookmark: _Toc187428064][bookmark: _Toc188450440][bookmark: _Toc188619332][bookmark: _Toc177051180][bookmark: _Toc177116746][bookmark: _Toc177117516][bookmark: _Toc177118286][bookmark: _Toc177119053][bookmark: _Toc178350666][bookmark: _Toc178352510][bookmark: _Toc178354624][bookmark: _Toc178357433][bookmark: _Toc178359232][bookmark: _Toc178371428][bookmark: _Toc184747005][bookmark: _Toc185948747][bookmark: _Toc186884331][bookmark: _Toc187428073][bookmark: _Toc188450449][bookmark: _Toc188619341][bookmark: _Toc148102426][bookmark: _Toc148098528][bookmark: _Toc149051900][bookmark: _Toc152605721][bookmark: _Toc152605910][bookmark: _Toc148097145][bookmark: _Toc148097306][bookmark: _Toc148102427][bookmark: _Toc148098529][bookmark: _Toc149051901][bookmark: _Toc152605722][bookmark: _Toc152605911][bookmark: _Toc177051181][bookmark: _Toc177116747][bookmark: _Toc177117517][bookmark: _Toc177118287][bookmark: _Toc177119054][bookmark: _Toc178350667][bookmark: _Toc178352511][bookmark: _Toc178354625][bookmark: _Toc178357434][bookmark: _Toc178359233][bookmark: _Toc178371429][bookmark: _Toc184747006][bookmark: _Toc185948748][bookmark: _Toc186884332][bookmark: _Toc187428074][bookmark: _Toc188450450][bookmark: _Toc188619342][bookmark: _Toc177051182][bookmark: _Toc177116748][bookmark: _Toc177117518][bookmark: _Toc177118288][bookmark: _Toc177119055][bookmark: _Toc178350668][bookmark: _Toc178352512][bookmark: _Toc178354626][bookmark: _Toc178357435][bookmark: _Toc178359234][bookmark: _Toc178371430][bookmark: _Toc184747007][bookmark: _Toc185948749][bookmark: _Toc186884333][bookmark: _Toc187428075][bookmark: _Toc188450451][bookmark: _Toc188619343][bookmark: _Toc177051183][bookmark: _Toc177116749][bookmark: _Toc177117519][bookmark: _Toc177118289][bookmark: _Toc177119056][bookmark: _Toc178350669][bookmark: _Toc178352513][bookmark: _Toc178354627][bookmark: _Toc178357436][bookmark: _Toc178359235][bookmark: _Toc178371431][bookmark: _Toc184747008][bookmark: _Toc185948750][bookmark: _Toc186884334][bookmark: _Toc187428076][bookmark: _Toc188450452][bookmark: _Toc188619344][bookmark: _Toc177051184][bookmark: _Toc177116750][bookmark: _Toc177117520][bookmark: _Toc177118290][bookmark: _Toc177119057][bookmark: _Toc178350670][bookmark: _Toc178352514][bookmark: _Toc178354628][bookmark: _Toc178357437][bookmark: _Toc178359236][bookmark: _Toc178371432][bookmark: _Toc184747009][bookmark: _Toc185948751][bookmark: _Toc186884335][bookmark: _Toc187428077][bookmark: _Toc188450453][bookmark: _Toc188619345][bookmark: _Toc177051185][bookmark: _Toc177116751][bookmark: _Toc177117521][bookmark: _Toc177118291][bookmark: _Toc177119058][bookmark: _Toc178350671][bookmark: _Toc178352515][bookmark: _Toc178354629][bookmark: _Toc178357438][bookmark: _Toc178359237][bookmark: _Toc178371433][bookmark: _Toc184747010][bookmark: _Toc185948752][bookmark: _Toc186884336][bookmark: _Toc187428078][bookmark: _Toc188450454][bookmark: _Toc188619346][bookmark: _Toc177051186][bookmark: _Toc177116752][bookmark: _Toc177117522][bookmark: _Toc177118292][bookmark: _Toc177119059][bookmark: _Toc178350672][bookmark: _Toc178352516][bookmark: _Toc178354630][bookmark: _Toc178357439][bookmark: _Toc178359238][bookmark: _Toc178371434][bookmark: _Toc184747011][bookmark: _Toc185948753][bookmark: _Toc186884337][bookmark: _Toc187428079][bookmark: _Toc188450455][bookmark: _Toc188619347][bookmark: _Toc177051187][bookmark: _Toc177116753][bookmark: _Toc177117523][bookmark: _Toc177118293][bookmark: _Toc177119060][bookmark: _Toc178350673][bookmark: _Toc178352517][bookmark: _Toc178354631][bookmark: _Toc178357440][bookmark: _Toc178359239][bookmark: _Toc178371435][bookmark: _Toc184747012][bookmark: _Toc185948754][bookmark: _Toc186884338][bookmark: _Toc187428080][bookmark: _Toc188450456][bookmark: _Toc188619348][bookmark: _Toc177051188][bookmark: _Toc177116754][bookmark: _Toc177117524][bookmark: _Toc177118294][bookmark: _Toc177119061][bookmark: _Toc178350674][bookmark: _Toc178352518][bookmark: _Toc178354632][bookmark: _Toc178357441][bookmark: _Toc178359240][bookmark: _Toc178371436][bookmark: _Toc184747013][bookmark: _Toc185948755][bookmark: _Toc186884339][bookmark: _Toc187428081][bookmark: _Toc188450457][bookmark: _Toc188619349][bookmark: _Toc177051209][bookmark: _Toc177116775][bookmark: _Toc177117545][bookmark: _Toc177118315][bookmark: _Toc177119082][bookmark: _Toc178350695][bookmark: _Toc178352539][bookmark: _Toc178354653][bookmark: _Toc178357462][bookmark: _Toc178359261][bookmark: _Toc178371457][bookmark: _Toc184747034][bookmark: _Toc185948776][bookmark: _Toc186884360][bookmark: _Toc187428102][bookmark: _Toc188450478][bookmark: _Toc188619370][bookmark: _Toc177051210][bookmark: _Toc177116776][bookmark: _Toc177117546][bookmark: _Toc177118316][bookmark: _Toc177119083][bookmark: _Toc178350696][bookmark: _Toc178352540][bookmark: _Toc178354654][bookmark: _Toc178357463][bookmark: _Toc178359262][bookmark: _Toc178371458][bookmark: _Toc184747035][bookmark: _Toc185948777][bookmark: _Toc186884361][bookmark: _Toc187428103][bookmark: _Toc188450479][bookmark: _Toc188619371][bookmark: _Toc148102430][bookmark: _Toc152605914][bookmark: _Toc177119084][bookmark: _Toc185952606][bookmark: _Toc192874772]Selenium
Selenium is an open-source suite of tools and libraries that is used for browser automation for MECM. It provides a single interface that lets you write test scripts in programming languages like Ruby, Java, NodeJS, PHP, Perl, Python, JavaScript, and C#, among others. Selenium is very extensible and can integrate with other tools and frameworks like TestNG, Junit, Cucumber, etc.
Selenium IDE is a Chrome and Firefox plugin. The primary use of a Selenium IDE is to record user interactions such as clicks, selections etc. in the browser and plays them back as automated tests. 
It then generates the test script (of the automated tests) in programming languages like C#, Java, Python, and Ruby and Selenese (Selenium’s own scripting language).
Selenium IDE helps in:
Creating automated test scripts for MECM and validating them at speed
Identifying and highlighting errors during the replay of interactions
Cross Browser Testing
MECM uses WebDriver APIs for running the automation scripts. WebDriver uses browser automation APIs provided by browser vendors to control the browser and run tests. This is as if a real user is operating the browser. Since WebDriver does not require its API to be compiled with application code; It is not intrusive. Hence, you are testing the same application which deploys to an environment. 
[bookmark: _Toc149051905][bookmark: _Toc152605726][bookmark: _Toc152605915][bookmark: _Toc148102432][bookmark: _Toc149051906][bookmark: _Toc152605727][bookmark: _Toc152605916][bookmark: _Toc149051907][bookmark: _Toc152605728][bookmark: _Toc152605917][bookmark: _Toc149051908][bookmark: _Toc152605729][bookmark: _Toc152605918][bookmark: _Toc149051909][bookmark: _Toc152605730][bookmark: _Toc152605919][bookmark: _Toc149051911][bookmark: _Toc152605732][bookmark: _Toc152605921][bookmark: _Toc149051912][bookmark: _Toc152605733][bookmark: _Toc152605922][bookmark: _Toc149051913][bookmark: _Toc152605734][bookmark: _Toc152605923][bookmark: _Toc149051914][bookmark: _Toc152605735][bookmark: _Toc152605924][bookmark: _Toc149051915][bookmark: _Toc152605736][bookmark: _Toc152605925][bookmark: _Toc152605927][bookmark: _Toc177119085][bookmark: _Toc185952607][bookmark: _Toc192874773]ALM Tool Roles and Permissions
	Tool Role
	RACI Role
	Key Permissions in Selenium

	Tester
	Automation Test Lead
Automation Tester
	Create, edit, delete scripts
Execute scripts


[bookmark: _Toc150951931][bookmark: _Toc192875146]Table 2‑61: Selenium Roles and Responsibilities
[bookmark: _Toc148102433][bookmark: _Toc152605928][bookmark: _Toc177119086][bookmark: _Toc185952608][bookmark: _Toc192874774]ALM Tool Workflows
Workflow(s) does not apply. High-level process steps are as follows. Additional detail can be found in the Test Management Plan (DEL-09)


[bookmark: _Toc150948957][bookmark: _Toc178152044][bookmark: _Toc192875057]Figure 2-20: Selenium High-Level Process
The following table describes the high-level step process steps in detail.
	#
	High-Level Process
	Description
	Step Owner

	1
	Manual Execution
	Tester performs manual testing to understand the functionality of the system
	Automation Tester

	2
	Script Creation
	Automation script is created by the Tester
	Automation Tester

	3
	Dry Run
	Tester performs Dry Run on the automated script
	Automation Tester

	3.1
	Dry Run Successful?
	Automation tester decides if the dry run is successful. 
If it is successful, proceed to Step #4 Script Deployment 
If it is not successful, proceed to Step #2 Script Creation 
	Automation Tester

	4
	Script Deployment
	Automation script is reviewed by the Automation lead and pushed to Tester repository
	Automation Test Lead

	5
	Execution
	Script is executed
	Automation Tester

	6
	Reporting
	Execution results are analyzed and published
	Automation Test Lead


[bookmark: _Toc150951932][bookmark: _Toc192875147]Table 2‑62: Selenium Workflow Narrative
[bookmark: _Toc148102434][bookmark: _Toc152605929][bookmark: _Toc177119087][bookmark: _Toc185952609][bookmark: _Toc192874775]Accessing ALM Tool
Access to Selenium will be limited to ███████ resources. User training for DOH users is not required for this ALM tool. Additional details for access to Selenium can be found in the Test Management Plan (DEL-09).
[bookmark: _Toc148102435][bookmark: _Toc152605930][bookmark: _Toc177119088][bookmark: _Toc185952610][bookmark: _Toc192874776]WAVE 
WAVE is a suite of evaluation tools that helps MECM make its web content more accessible to individuals with disabilities. WAVE can identify many accessibilities and Web Content Accessibility Guideline (WCAG) errors in adherence to WCAG 2.1 AA standards, but also facilitates human evaluation of web content. 
WAVE Chrome, Firefox, and Edge browser extensions are available for testing accessibility directly within the web browser – handy for checking password protected, locally stored, or highly dynamic pages.
[bookmark: _Toc148102437][bookmark: _Toc152605931][bookmark: _Toc177119089][bookmark: _Toc185952611][bookmark: _Toc192874777]ALM Tool Roles and Permissions
	NY-MECM

	Tool Role
	RACI Role
	Key Permissions in WAVE

	Accessibility SIT Test Lead
	███████ Test Lead
	N/A

	Accessibility SIT Tester
	███████ Tester
	N/A

	Accessibility UAT Test Lead
	DOS Test Lead
	N/A

	Accessibility UAT Tester
	DOS Tester
	N/A


[bookmark: _Toc150951933][bookmark: _Toc192875148]Table 2‑63: WAVE Roles and Responsibilities
[bookmark: _Toc148102438][bookmark: _Toc152605932][bookmark: _Toc177119090][bookmark: _Toc185952612][bookmark: _Toc192874778]ALM Tool Workflows
Workflow(s) does not apply.
[bookmark: _Toc148102439][bookmark: _Toc152605933][bookmark: _Toc177119091][bookmark: _Toc185952613][bookmark: _Toc192874779]Accessing ALM Tool
Access to WAVE is open to ███████ test team and DOH stakeholders. User training plans can be found in the Test Management Plan (DEL-09).
WAVE is an extension to the web browser and does not request special access for the tool.
[bookmark: _Toc148102440][bookmark: _Toc152605934][bookmark: _Toc177119092][bookmark: _Toc185952614][bookmark: _Toc192874780]JAWS
JAWS, Job Access With Speech, is the world’s most popular screen reader, developed for computer users whose vision loss prevents them from seeing screen content or navigating with a mouse. JAWS provides speech and Braille output for MECM application on the user PC. MECM users will be able to navigate the application using JAWS.
[bookmark: _Toc148102441][bookmark: _Toc152605935][bookmark: _Toc177119093][bookmark: _Toc185952615][bookmark: _Toc192874781]ALM Tool Roles and Permissions
	NY-MECM

	Tool Role
	RACI Role
	Key Permissions in JAWS

	Accessibility tester
	███████ Test Lead
Deloitte Tester
DOS Test Lead
DOS Tester
	Perform screen reading accessibility testing


[bookmark: _Toc150951934][bookmark: _Toc192875149]Table 2‑64: JAWS Roles and Responsibilities
[bookmark: _Toc148102442][bookmark: _Toc152605936][bookmark: _Toc177119094][bookmark: _Toc185952616][bookmark: _Toc192874782]ALM Tool Workflows
Workflow(s) does not apply.
[bookmark: _Toc148102443][bookmark: _Toc152605937][bookmark: _Toc177119095][bookmark: _Toc185952617][bookmark: _Toc192874783]Accessing ALM Tool
Access to JAWS is open to ███████ test team and DOH stakeholders. User training plans can be found in the Test Management Plan (DEL-09).
JAWS needs to be downloaded and configured to the SIT and UAT testers’ Laptop. 
[bookmark: _Toc148102444][bookmark: _Toc152605938][bookmark: _Toc177119096][bookmark: _Toc185952618][bookmark: _Toc192874784]Test Management Tool
The test management tool is a complete Test Management tool for the ALM tool. It is a full-featured app that does not require any other software to run. The test management tool supports the entire testing life cycle: test planning, test design, test execution and test reporting for MECM. Link to access the test management tool: The ALM tool.
[bookmark: _Toc148102445][bookmark: _Toc152605939][bookmark: _Toc177119097][bookmark: _Toc185952619][bookmark: _Toc192874785]ALM Tool Roles and Permissions
	Tool Role
	RACI Role
	Key Permissions in the Test Management Tool

	Admin
	███████ Tool Administrator
DOS Tool Administrator
	Edit/Update, update all capabilities

	Power User
	███████ QA Manager
Deloitte Test Lead
MECM QA Manager
DOS Test Lead
	Edit/Update

	Standard User
	███████ SIT Testers
DOS UAT Testers
	Edit/Update test cases
Execute test scripts


[bookmark: _Toc150951935][bookmark: _Toc192875150]Table 2‑65: Test Management Tool Roles and Permissions
[bookmark: _Toc148102446][bookmark: _Toc152605940][bookmark: _Toc177119098][bookmark: _Toc185952620][bookmark: _Toc192874786]ALM Tool Workflows
The following workflows within the test management tool tool support SIT, UAT, and Operational Readiness phases of the MECM SDLC.
Test Case Workflow
Test Run Workflow



Test Case Workflow
The test case workflow serves as a framework for planning, designing, executing, and tracking software tests. This streamlined process empowers teams to efficiently manage their testing efforts and encourage comprehensive software quality assurance.

[bookmark: _Toc150948958][bookmark: _Toc178152045][bookmark: _Toc192875058]Figure 2-21: Test Case Workflow
The table below describes each step of the test case workflow.
	#
	Workflow Step
	Description
	Step Owner

	1
	New
	Tester identifies test scenarios and starts writing test cases 
	Tester

	2
	Authoring
	Tester authors the test cases and test cases are reviewed by the test lead
	███████ Test Lead

	3
	Review in Progress
	Functional track lead reviews and approves the test cases
	███████ Functional Manager

	4
	Finalized
	Tester updates the test cases as per comments received by functional team 
	Tester


[bookmark: _Toc150951936][bookmark: _Toc192875151]Table 2‑66: Test Case Workflow Narrative
Test Run Workflow
The test run workflow is a fundamental framework that enables teams to initiate, execute, and monitor test cycles with precision.
[image: ]
[bookmark: _Toc150948959][bookmark: _Toc178152046][bookmark: _Toc192875059]Figure 2-22: Test Run Workflow
The table below describes each step of the test case workflow.
	#
	Workflow Step
	Description
	Step Owner

	1
	To Do
	Test Run is ‘TO DO’ when it is pulled into an execution cycle in X-Ray
	SIT Tester
UAT Tester

	2
	Executing
	Test Run is in ‘Executing’ status when Tester moves test cases to Executing status upon starting the Execution
	SIT Tester
UAT Tester

	3
	Failed
	Test Run is ‘Failed’ if the test case validation fails. A defect is raised and linked to the TC
	SIT Tester
UAT Tester

	4
	Passed
	Test Run is ‘Passed’ if tester is successfully able to verify all test steps
	SIT Tester
UAT Tester

	5
	On-hold
	Test Run is ‘On-hold’ if the test case requires partner validation or has some partner dependency
	SIT Tester
UAT Tester

	6
	Blocked
	Test Run is ‘Blocked’ If the test case cannot be executed due to a linked defect
	SIT Tester
UAT Tester


[bookmark: _Toc150951937][bookmark: _Toc192875152]Table 2‑67: Test Run Workflow Narrative
[bookmark: _Toc148102447][bookmark: _Toc152605941][bookmark: _Toc177119099][bookmark: _Toc185952621][bookmark: _Toc192874787]Accessing the Test Management Tool
Access to the test management tool is open to ███████ test team and DOH stakeholders. User training plans can be found in the Test Management Plan (DEL-09)
Access the test management tool tool via this link: The ALM tool. User training plans can be found in the Test Management Plan (DEL-09)
	#
	Access Step
	Owner

	1
	Create Ticket request in the ALM tool for Tracking Purposes
	Requestor

	2
	Admin provides access
	System Admin

	3
	Close Ticket in the ALM tool
	Requestor


[bookmark: _Toc150951938][bookmark: _Toc192875153]Table 2‑68: Test Management Tool Access
For troubleshooting login or access issues, contact the PMO support mailbox 
[bookmark: _Toc148102448][bookmark: _Toc152605942][bookmark: _Toc177119100][bookmark: _Toc185952622][bookmark: _Toc192874788]Checkmarx SAST
Checkmarx is security tool designed and developed to take in and code, analyze the code, and determine if any security flaws exist. The tool takes in static code, runs this code through its engine packs with the computing assistance of a SQL server instance, and publishes results to the server housing the application.
[bookmark: _Toc148102449][bookmark: _Toc152605943][bookmark: _Toc177119101][bookmark: _Toc185952623][bookmark: _Toc192874789]ALM Tool Roles and Permissions
	Tool Role
	RACI Role
	Key Permissions in Checkmarx

	Admin
	███████ Tool Administrator 
	Oversee licensing and all testing/config

	Application Admin
	Security Tester
	Edit/Update

	Checkmarx Security Service Account
	███████ Security Manager
	Access to code repository
Edit/Update

	Security Tester
	Security Tester
	Edit/Update


[bookmark: _Toc150951939][bookmark: _Toc192875154]Table 2‑69: Checkmarx Roles and Permissions
[bookmark: _Toc148102450][bookmark: _Toc152605944][bookmark: _Toc177119102][bookmark: _Toc185952624][bookmark: _Toc192874790]ALM Tool Workflows
The SAST Assessment is a process for analyzing the source code of an application to identify and mitigate security vulnerabilities. It helps identify and address vulnerability in the early stages of development, reducing the risk of breaches and ensuring overall security.
[image: A diagram of a network  Description automatically generated]
[bookmark: _Toc150948960][bookmark: _Toc178152047][bookmark: _Toc192875060]Figure 2-23: Checkmarx SAST Workflow
The table below describes each step of the test case workflow.
	#
	Workflow Step
	Description
	Step Owner

	1
	Execute Code Pull
	Checkmarx executes an automated and predetermined code pull for execution of a scan
	Checkmarx Security Service Account

	2
	Code Assessment
	Checkmarx Assess Code through built in engine pack 
	Checkmarx Security Service Account

	3
	Review of Assessment
	Performs True Positive / False Positive Analysis on the Checkmarx scan to identify vulnerabilities for remediation
	Security Tester

	4
	Agreement on Changes
	Discussion between Security and development to identify vulnerabilities and track targeted fixes
	Security Tester
Developer

	5
	ALM Tool Ticketing
	A ALM tool ticket is logged for identified vulnerabilities
	Developer

	6
	Remediation
	Code vulnerabilities are remediated by development within the scoped timeline
	Developer

	7
	Retesting of Remediation
	Retesting is done on the remediated items to assess that fixes were made successfully
	Security Tester


[bookmark: _Toc150951940][bookmark: _Toc192875155]Table 2‑70: Checkmarx SAST Workflow Narrative
[bookmark: _Toc148102451][bookmark: _Toc148098553][bookmark: _Toc149051935][bookmark: _Toc152605756][bookmark: _Toc152605945][bookmark: _Toc148102452][bookmark: _Toc152605946][bookmark: _Toc177119103][bookmark: _Toc185952625][bookmark: _Toc192874791]Accessing ALM Tool
Access to Checkmarx SAST is limited to ███████ resources. User training for DOH users is not required for this ALM tool. 
	#
	Access Step
	Owner

	1
	Authenticate through RDP into the hosted Checkmarx server
	Security Tester

	2
	Access the Checkmarx user interface through a web browser such as Chrome, Firefox, Edge (not compatible with IE)
	Security Tester

	3
	Authenticate into the Checkmarx UI with Checkmarx local credentials
	Security Tester


[bookmark: _Toc150951941][bookmark: _Toc192875156]Table 2‑71: Checkmarx Access
[bookmark: _Toc148102453][bookmark: _Toc152605947][bookmark: _Toc177119104][bookmark: _Toc185952626][bookmark: _Toc192874792]Burp Suite Pro
Burp Suite Professional Scanning Agent and Burp Suite Professional Runners identifies inherent weaknesses in the design, implementation, and security controls of the MECM application. The security testing process also evaluates the applications for controls and potential exposures in the authentication process, user input processing, session management, error handling, and encryption
[bookmark: _Toc148102454][bookmark: _Toc152605948][bookmark: _Toc177119105][bookmark: _Toc185952627][bookmark: _Toc192874793]ALM Tool Roles and Permissions
	Tool Role
	RACI Role
	Key Permissions in Burp Suite Pro

	Security Tester
	License Holder/Tester
	Authority to Operate


[bookmark: _Toc150951942][bookmark: _Toc192875157]Table 2‑72: Burp Suite Roles and Permissions
[bookmark: _Toc148102455][bookmark: _Toc152605949][bookmark: _Toc177119106][bookmark: _Toc185952628][bookmark: _Toc192874794]ALM Tool Workflows
DAST is a security testing methodology that focuses on identifying vulnerabilities in a web application while it is running. DAST assesses the application from the outside, simulating how a malicious user would interact with it.
[image: A diagram of a network  Description automatically generated]
[bookmark: _Toc150948961][bookmark: _Toc178152048][bookmark: _Toc192875061]Figure 2-24: Burp Suite Workflow
The following table describes each workflow step illustrated above.
	#
	Workflow Step
	Description
	Step Owner

	1
	Establish Network Proxy Connection
	Confirm Burp Suite Pro has authenticated Network connection to the target web application and that proxy is working between the tester, browser, and server
	Security Tester

	2
	Automated / Manual Testing
	Automated and Manual Assessment of the web application
	Security Tester

	3
	Review of Assessment
	Performs True Positive / False Positive Analysis on the Burp Suite automated scan to identify vulnerabilities for remediation
	Security Tester

	4
	Agreement on Changes
	Discussion between Security and development to identify vulnerabilities and track targeted fixes
	Security Tester 
Developer

	5
	ALM Tool Ticketing
	A ALM tool ticket is logged for identified vulnerabilities
	Developer

	6
	Remediation
	Code vulnerabilities are remediated by development within the scoped timeline
	Developer

	7
	Retesting of Remediation
	Retesting is done on the remediated items in order to assess that fixes were made successfully
	Security Tester


[bookmark: _Toc150951943][bookmark: _Toc192875158]Table 2‑73: Burp Suite Workflow Narrative
[bookmark: _Toc148102456][bookmark: _Toc152605950][bookmark: _Toc177119107][bookmark: _Toc185952629][bookmark: _Toc192874795]Accessing ALM Tool
Access to Burp Suite Pro is limited to ███████ resources. User training for DOH users is not required for this ALM tool.
	#
	Access Step
	Owner

	1
	Authentication into hosted server with Network Access to the SIT environment for NYS MECM
	Security Tester

	2
	Tester opens the Burp Suite Pro application on the hosted server, with valid license tied to their user within the hosted Windows Active Directory
	Security Tester

	3
	Tester runs Burp Suite Pro in conjunction with web browser to establish a proxy session and execute automated test scripts and manual penetration assessment techniques
	Security Tester


[bookmark: _Toc150951944][bookmark: _Toc192875159]Table 2‑74: Burp Suite Access
[bookmark: _Toc148102457][bookmark: _Toc152605951][bookmark: _Toc177119108][bookmark: _Toc185952630][bookmark: _Toc192874796]LoadRunner Enterprise
LoadRunner Enterprise provides performance trending information across multiple tests for MECM. You can define a baseline and set up reports that help you quickly see how the application performance is trending over subsequent iterations and bundles, and how the application is performing against the defined SLAs. 
[bookmark: _Toc148102458][bookmark: _Toc152605952][bookmark: _Toc177119109][bookmark: _Toc185952631][bookmark: _Toc192874797]ALM Tool Roles and Permissions
	Tool Role
	RACI Role
	Key Permissions in LoadRunner

	Admin Tool Access
	System Admin
	Create, edit, delete
User Interface Access

	Performance Tool Access
	Developer
	Create, edit, delete


[bookmark: _Toc150951945][bookmark: _Toc192875160]Table 2‑75: LoadRunner Roles and Permissions
[bookmark: _Toc148102459][bookmark: _Toc152605953][bookmark: _Toc177119110][bookmark: _Toc185952632][bookmark: _Toc192874798]ALM Tool Workflows
Workflow(s) does not apply.
[bookmark: _Toc148102460][bookmark: _Toc152605954][bookmark: _Toc177119111][bookmark: _Toc185952633][bookmark: _Toc192874799]Accessing ALM Tool
Access to LoadRunner Enterprise is limited to ███████ resources. User training for DOH users is not required for this ALM tool.
	#
	Access Step
	Owner

	1
	Fill out LoadRunner Enterprise Request (see Test Management Plan (DEL-09)) and send to ███████ Technical Manager
	Requestor

	2
	Approve Request
	System Admin

	3
	Configure LoadRunner and provide access
	User

	4
	Communicate with tool for access
	User


[bookmark: _Toc150951946][bookmark: _Toc192875161]Table 2‑76: LoadRunner Access
[bookmark: _Toc148102461][bookmark: _Toc152605955][bookmark: _Toc177119112][bookmark: _Toc185952634][bookmark: _Toc192874800]Splunk
Splunk is used for active monitoring of the MECM solution environment including server health monitor, configurable alerts, trending/historical reports, and dashboard/visualization capabilities.
[bookmark: _Toc148102462][bookmark: _Toc152605956][bookmark: _Toc177119113][bookmark: _Toc185952635][bookmark: _Toc192874801]ALM Tool Roles and Permissions
	Tool Role
	RACI Role
	Key Permissions in Splunk

	Admin
	███████ Tool Administrator
	Edit/Update, update all capabilities

	Power User
	███████ Technical Manager
	Edit/Update

	Standard User
	███████ Technology Team
	Read-only access

	Splunk Read-Only
	DOH Stakeholders
	Read-only access


[bookmark: _Toc150951947][bookmark: _Toc192875162]Table 2‑77: Splunk Roles and Permissions
[bookmark: _Toc148102463][bookmark: _Toc152605957][bookmark: _Toc177119114][bookmark: _Toc185952636][bookmark: _Toc192874802]ALM Tool Workflows 
The following workflow within the Splunk tool supports each phase of the MECM SDLC.
[image: ]
[bookmark: _Toc150948962][bookmark: _Toc178152049][bookmark: _Toc192875062]Figure 2-25: Splunk Workflow
The following table describes each workflow step illustrated above.
	#
	Workflow Step
	Description
	Step Owner

	1
	Analyze System Performance
	Splunk will analyze the system performance
	Splunk

	2
	Create Dashboards
	Use Filters to create dashboards and visualize results
	Admin/Power User

	3
	Monitor Business Metrics
	View and monitor business metrics via dashboards
	Admin/Power User/User/Splunk Read Only

	4
	Store/Retrieve Data
	Store and retrieve data for later usage
	Splunk

	5
	Investigate Outcome
	Search and Investigate a Particular Outcome
	Admin/Power User

	6
	Troubleshoot
	Troubleshoot any failure conditions 
	Admin/Power Users


[bookmark: _Toc150951948][bookmark: _Toc192875163]Table 2‑78: Splunk Workflow Narrative
[bookmark: _Toc148102464][bookmark: _Toc152605958][bookmark: _Toc177119115][bookmark: _Toc185952637][bookmark: _Toc192874803]Accessing ALM Tool
Access to Splunk is open to ███████ resources and DOH stakeholders as defined in Section 2.32.1 above. User walkthrough or training for the tool will be available prior to the start of Development Phase for impacted DOH stakeholders. 
User training sessions and/or materials will be made available for users to access reports and dashboards.
Access the Splunk tool via this link: [link to be provided once available]
	#
	Access Step
	Owner

	1
	Create Ticket request in the ALM tool for Tracking Purposes
	Requestor

	2
	Admin provides access
	System Admin

	3
	Close Ticket in the ALM tool
	Requestor


[bookmark: _Toc150951949][bookmark: _Toc192875164]Table 2‑79: Splunk Access
For troubleshooting login or access issues, contact the PMO support mailbox 
[bookmark: _Toc177119117][bookmark: _Toc185952638][bookmark: _Toc192874804]BrowserStack
BrowserStack is a cloud-based testing service that provides access to a vast array of real devices and browsers for testing web and mobile applications. It enables developers and QA teams to verify that their applications work seamlessly across different environments without the need for maintaining an in-house device lab. The following explains the features of BrowserStack: 
· Cross-Browser Testing: 
· Test websites and web applications across multiple browsers and versions, including Chrome, Firefox, Safari, Edge, and Internet Explorer
· Supports testing on different operating systems like Windows, macOS, and Linux
· Real Device Cloud:
· Access to a wide range of real mobile devices for testing, including Ios and Android devices
· Ensures accurate testing by using real devices rather than emulators or simulators
· Automated Testing:
· Integrates with popular automation frameworks like Selenium, Appium, and Cypress
· Supports parallel testing to speed up the testing process
MECM uses BrowserStack for running the automation scripts. It uses mobile devices to run tests. 
[bookmark: _Toc177119118][bookmark: _Toc185952639][bookmark: _Toc192874805]ALM Tool Roles and Permissions
	Tool Role
	RACI Role
	Key Permissions in BrowserStack

	Tester
	Automation Test Lead 
Automation Tester
	Review Script Execution
Push & Execute scripts
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The following workflow within the BrowserStack tool supports each phase of the MECM SDLC.


[bookmark: _Toc192875063]Figure 2-26: BrowserStack Workflow
The following table describes each workflow step illustrated above. 
	Step #
	High-Level Process
	Description
	Step Owner

	1
	Manual Execution
	Tester performs manual testing on BrowserStack to understand the functionality of the system
	Automation Tester

	2
	Script Creation
	Automation script is created by the tester using supported frameworks like Selenium or Appium
	Automation Tester

	3
	Dry Run
	Tester performs a dry run on the automated script using BrowserStack’s cloud infrastructure
	Automation Tester

	3.1
	Dry Run Successful?
	Automation Tester decides if the dry run is successful. 
If it is successful, proceed to Step #4 Script Deployment 
If it is not successful, proceed to Step #2 Script Creation 
	Automation Tester

	4
	Script Deployment
	Automation script is reviewed by the automation lead and pushed to the repository
	Automation Test Lead

	5
	Execution
	Script is executed on BrowserStack’s real devices and browsers
	Automation Tester

	6
	Reporting
	Execution results are analyzed and published, including screenshots and video recordings from BrowserStack
	Automation Test Lead
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Access to BrowserStack will be limited to ███████ Testers. User training for DOH users is not required for this tool.
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The requirements management tool is an ALM tool plug-in utilized to manage requirements traceability across the ALM tool work items throughout the SDLC methodology. Requirements reside in the ALM tool and are linked to design artifacts, development work items, test cases, and test results. For full details of requirements traceability across SDLC phases and ALM toolset, refer to Section 12 Requirements Management Plan.
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	Tool Role
	RACI Role
	Key Permissions in the ALM Tool

	Site Administrator
	███████ Tool Administrator
	Create/configure issues in the ALM tool
Create/configure linkages in the ALM tool

	Standard User
	All Functional Stakeholders
All Business Stakeholders
Deloitte Functional Architect
Deloitte Functional PM
Deloitte Functional Manager
Deloitte Technical Manager
Deloitte Test Lead
Deloitte PMO Lead 
Deloitte Development Team
Deloitte Test Team
Deloitte Technology Team
	Create/edit issues in the ALM tool
Create/edit linkages in the ALM tool
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Workflow does not apply for requirements traceability; however, the following diagram depicts the conceptual design for requirements traceability across the MECM SDLC.
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[bookmark: _Toc192875064]Figure 2-27: Requirements Traceability Conceptual Design
The following table describes each workflow step illustrated above. 
	Step #
	High-Level Process
	Description
	Step Owner

	1
	Load Requirements to the ALM tool
	Baselined requirements are loaded to the ALM tool
	███████ Functional Lead

	2
	Create Design Documents
	Design work items are created and managed in the ALM tool to track review and approval processes
	███████ Functional Lead

	3
	Finalized Design Items are mapped to Requirements in the ALM tool
	At the end of the Design phase, an RTM linking finalized Design Documents to baselined requirements is submitted in the ALM tool
	███████ Functional Lead

	4
	Create design items and link to requirement in the ALM tool
	Automated sync creates design item in the ALM tool and traces back to the requirement in the ALM tool
	N/A

	5
	Create Development Widgets
	Development widgets are created and managed in the ALM tool through the development and unit testing processes
	███████ Dev Lead

	6
	Map finalized Development widgets to Design items in the ALM tool
	At the end of the Development phase, an RTM linking finalized Development widgets to design items is submitted in the ALM tool
	███████ Dev Lead

	7
	Create Development Widgets and link to design item in the ALM tool
	Automated sync creates the development widget and traces back to the design item in the ALM tool
	███████ Dev Lead

	8
	Create Test Case
	Test cases are created via the test management tool, a Test Management plug-in for the ALM tool
	███████ Tester

	9
	Map Test Cases to Requirements in the ALM tool
	At the end of the Testing phase, an RTM linking test cases and test case results to requirements is submitted in the ALM tool
	███████ Testing Lead

	10
	Create Test Cases and link to design and requirements in the ALM tool
	Automated sync creates the test case record in the ALM tool and traces back to both the design item and the requirement in the ALM tool
	███████ Testing Lead
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Access to the requirements management tool is available to select ███████ teams and DOH stakeholders and requires existing access to the ALM tool. Tool walkthroughs will be available for impacted DOH stakeholders.
Access the requirements management tool tool vian ALM tool: The ALM tool
	#
	Access Step
	Owner

	1
	Submit a request to the PMO support mailbox 
	Requestor

	2
	Admin Approves Request
	System Admin

	3
	Once approved, gain access to the requirements management tool (user’s specific account)
	User
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For troubleshooting login or access issues, contact the PMO support mailbox 
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The Stakeholder Engagement Plan includes the approach to plan, manage, and monitor stakeholder engagement within the New York State DOH OHIP and external entities, and reinforce the Governance Structure that will be involved in the MECM system implementation. The Stakeholder Engagement Plan is constructed to aid in a successful system transition that is aligned with the goals and organizational vision of DOH OHIP stakeholders. 
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Formal planning and management of stakeholder involvement is vital to meeting project goals and objectives, particularly when external resources can influence the direction or outcome of project results. For this reason, the project defines the activities and levels of participation required by critical stakeholders and establishes operational processes to encourage their participation and engagement effectiveness.
The objective of this plan is to document how Continuing Medicaid Eligibility Modernization stakeholders will provide input and remain engaged on MECM system implementation efforts. To meet this objective, the plan will do the following:
Outline the stakeholder groups represented in MECM implementation
Define responsibilities for stakeholder groups that participate in developing and upholding the stakeholder engagement plan
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The stakeholder engagement approach is a collection of processes and cadences for the project and its stakeholders to build trust, enhance collaboration, and achieve positive outcomes. The stakeholder engagement approach is comprised of three sections: Stakeholder Identification and Analysis (Section 3.3.1), Communications Management (Section 3.3.2), and Governance Structure (Section 3.3.3).
The stakeholder engagement approach is supported by processes and principles described in other sections of the PMP Deliverable (DEL-05) related to stakeholder engagement. These include:
Section 3.3.1 Stakeholder Identification and Analysis references the Software Development Life Cycle (SDLC) (refer to Section 2)
Section 3.3.2 Communications Management references the Communications Management Plan (refer to Section 4)
Section 3.3.3 Governance Structure references the Governance Structure (refer to Section 1)
[bookmark: _Toc149299270][bookmark: _Toc177119127][bookmark: _Toc185952648][bookmark: _Toc192874816]Stakeholder Identification and Analysis
Project stakeholders may include internal project stakeholders (i.e., DOH OHIP, ███████) or external project stakeholders (i.e., third party trading partners, other impacted parties). Project stakeholders are identified and analyzed to determine their role on the project as well as the level of impact the project imposes on the stakeholder. Critical stakeholders identified as essential for project success, may have their roles, responsibilities, and applicable escalation processes defined.
███████ has developed a Master MECM SDLC Methodology RACI Matrix in Excel to provide clarity on the stakeholder roles and responsibilities for each process step in the SDLC (refer to Appendix C-1 for Master MECM SDLC Methodology RACI Matrix). For a given process step, the Master MECM SDLC Methodology RACI Matrix identifies stakeholder group(s) which will be responsible, accountable, consulted, and informed. This matrix will be maintained to accurately reflect the universe of stakeholders and roles and responsibilities over the course of the engagement.
For more details, reference the following guidelines set forth in SDLC:
Refer to Appendix C-1 for the Master MECM SDLC Methodology RACI Matrix
[bookmark: _Toc177119128][bookmark: _Toc185952649][bookmark: _Toc192874817][bookmark: _Toc149299272]Communications Management 
Developing a clear communications management plan that outlines how and when information will be shared with each stakeholder group is critical for effectively disseminating project updates and escalations across stakeholders of varying interests. Tailoring communication methods and messages to meet the needs of various stakeholders encourages transparency and builds trust amongst all parties involved.
███████ has developed a detailed Communications Management Plan (refer to Section 4) to define the communication approach, processes, and guidelines for the MECM system.
For more details, reference the following guidelines set forth in the Communications Management Plan:
[bookmark: _Toc145056096]Section 4.3.3 Guiding Principles of Communications
[bookmark: _Toc145056097]Section 4.3.6 Schedule of Communications Throughout Delivery Phases
[bookmark: _Toc145056098]Section 4.4.1 Project Status Reports (PSRs) Process Flow Narrative
Section 4.5.1 Communication Review and Approval Process Flow Narrative
[bookmark: _Toc149299273][bookmark: _Toc177119129][bookmark: _Toc185952650][bookmark: _Toc192874818]Governance Structure
The Governance Structure (refer to Section 1) establishes the processes, channels, and methods to support stakeholder engagement in informing and/or escalating items to various stakeholders and governing bodies across the MECM system. Effective stakeholder engagement enables project governance to drive accountability and decision-making with relevant parties to achieve business objectives.
[bookmark: _Toc147826926]███████ has developed the Governance Structure to outline the governance committees, roles, responsibilities, and individual committee members supporting the MECM implementation. 
For more details, reference the following guidelines set forth in the Governance Structure:
Section 1.3.1 Executive Governance
Section 1.3.2 Managerial Governance
Section 1.3.3 Project Administration and Execution
[bookmark: _Toc148095805]
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[bookmark: _Toc177119130][bookmark: _Toc185952651][bookmark: _Toc192874819]Communications Management Plan
[bookmark: _Toc144827619][bookmark: _Toc147240774][bookmark: _Toc149049783][bookmark: _Toc152089671][bookmark: _Toc152090560][bookmark: _Toc177119131][bookmark: _Toc185952652][bookmark: _Toc192874820]Introduction
The Communication Management Plan defines the overall communication strategy used to effectively disseminate communications throughout the MECM system. Disciplined communications management is critical to the overall success of the project because project communications will be distributed throughout the project life cycle.
[bookmark: _Toc144827620][bookmark: _Toc147240775][bookmark: _Toc149049784][bookmark: _Toc152089672][bookmark: _Toc152090561][bookmark: _Toc177119132][bookmark: _Toc185952653][bookmark: _Toc192874821]Purpose
The purpose of the Communications Management Plan is to define how project communications are planned, structured, monitored, and controlled for all stakeholders. The Communications Management Plan defines the specific recurring meetings, protocols, means, frequencies, and communication methods for the duration of the project. Delivery of the communication messages will be through mechanisms such as virtual and in-person meetings, project SharePoint site, presentations and reports, conference calls, and emails. 
The objective of this plan is to explain how all stakeholders will use project communications to:
Define the approach for individual project teams to manage communications
Standardize the regular communication processes and responsibilities
Describe how project communications are structured, monitored, and controlled
Establish methods of communication, including meeting minutes, agendas, and standards
[bookmark: _Toc144827622][bookmark: _Toc147240776][bookmark: _Toc149049785][bookmark: _Toc152089673][bookmark: _Toc152090562][bookmark: _Toc177119133][bookmark: _Toc185952654][bookmark: _Toc192874822]Communications Approach
The success of the MECM solution is not only dependent on its planning and execution but also on effective communication. This section outlines the communication approach for the project, describing the communication channels, communication types, guiding principles, virtual meeting communication guide, in-person meeting communication guide, and schedule of communications.
[bookmark: _Toc144827623][bookmark: _Toc147240777][bookmark: _Toc149049786][bookmark: _Toc152089674][bookmark: _Toc152090563][bookmark: _Toc177119134][bookmark: _Toc185952655][bookmark: _Toc192874823]Project Management Communication Channels
Communication channels describe how information will be sent or received. For Continuing Medicaid Eligibility Modernization, the communication channels include those detailed in the table below.
	Channel 
	Description

	E-mail
	E-mails will be used for several types of communications – minor announcements, invitations to MECM system project meetings, deliverable submissions, and updates on the New York DOH OHIP initiatives.

	Project Intranet (SharePoint)
	Project files including meeting minutes, deliverables, and meeting decks will be uploaded to the project SharePoint site.

	Collaboration Tools (the ALM tool, the requirements management tool)
	The ALM tool is used to manage issues, risks, activities, dependencies, schedule, and effort. Dashboards will help manage work and track specific items with identified owners and approvers. The change management control log, detailed in the Integrated Change Control Process (refer to Section 10) will be maintained and managed in the ALM tool. The requirements management tool produces requirements traceability matrix based on linkages to Software Development Life Cycle (SDLC) components in the ALM tool to keep track of project requirements, as outlined in the Requirements Management Plan (refer to Section 12) and reflects any changes that are requested. 

	In-Person/Virtual Meetings
	In-person and virtual meetings will be used for tasks such as conducting status reporting with DOH OHIP, finalizing project requirements and planned activities, troubleshooting issues affecting delivery, and feedback sessions for deliverables. 

	Responsible, Accountable, Consulted, and Informed (RACI)
	Document used to clarify and define roles and responsibilities for deliverables. Depending on the deliverable, a RACI may be required to provide additional guidance.


[bookmark: _Toc144828278][bookmark: _Toc147240613][bookmark: _Toc152090632][bookmark: _Toc192875170]Table 4‑1: Project Management Communication Channels
[bookmark: _Toc144812304][bookmark: _Toc144812412][bookmark: _Ref144142653][bookmark: _Toc144827624][bookmark: _Toc147240778][bookmark: _Toc149049787][bookmark: _Toc152089675][bookmark: _Toc152090564][bookmark: _Toc177119135][bookmark: _Toc185952656][bookmark: _Toc192874824]Project Management Communication Types
Communication types describe communications activities or documents. For Continuing Medicaid Eligibility Modernization, the communication types include those detailed in the table below.
	Communication Type
	Description
	Channel 

	Communication Management Plan 
	This Communication Management Plan describes how all project stakeholders communicate throughout the duration of the project, the frequency of communication, and with whom they communicate. Revisions to this plan can occur throughout the program to incorporate changes in personnel and/or refinements to program processes to improve the quality and efficiency of DOH OHIP and partner communication.
	SharePoint
RACI

	Status Reports 
	The Project Status Report (or other cadence as agreed to by all stakeholders) provides an executive view of the progress from the prior week and a summary of the planned tasks ahead for the team in the coming week. 
The Deloitte and DOS Project Management Offices (PMOs) will conduct a walkthrough of the PSR one business day prior to the PSR meeting. The Deloitte PMO will submit the updated PSR to the DOS PMO the morning of the PSR meeting for a final quality review. Upon dispositioning of any feedback received, the Deloitte PMO will distribute the PSR DOH OHIP at least 1 hour prior to the scheduled PSR meeting.
In addition to a summary of weekly achievements and upcoming planned activities, the Project Status Report covers the risks, issues, deliverable statuses, schedule updates, and open items escalated for management attention.
	Project Status Report meeting
The ALM tool 

	Monthly Compliance Report
	███████ sends a monthly report on compliance items and performance targets.
	E-mail

	Agenda and Meeting Materials
	███████ sends out an agenda and relevant meeting materials to meeting invitees 24 business hours in advance of a meeting. Based on the nature of the meeting, the runway leading up to the meeting, and the MECM system project priorities at the time, ███████ and DOH OHIP may mutually agree to share and review agendas and meeting materials in a shorter or longer timeframe than 24 business hours in advance of the meeting. Any expected deviations from the 24 business hours in advance for recurring or ongoing meetings must be logged as a decision issue type in the ALM tool. Materials for the JAD sessions will be distributed the week prior to the JAD session.
Agenda items will include any action items remaining from previous discussions to facilitate follow up discussion to resolve those action items.
	E-mail

	Meeting Minutes 
	Meeting minutes are provided by the ███████ PMO to meeting invitees within 24 business hours following the meeting occurrence. Meeting minutes will include action items identified during the meeting. Upon receipt of the meeting minutes, DOH OHIP reviews and provides additional feedback or clarification, as necessary. In the event updates are requested, ███████ PMO will update and resend the meeting minutes. 
	E-mail
SharePoint
The ALM tool

	Deliverable Review Submissions (Collaboration)
	Deliverables include those listed in the MSOW and subsequent ISOW. Deliverables are socialized and shared in a format that is previously agreed upon by DOH OHIP and the submitting partner. 
	E-mail
SharePoint

	Presentations
	Presentations may occur in-person or virtually and will be based on the MECM Solution PowerPoint Template as well as the Writing Style Guide. Similar to meeting materials, all presentations are provided to invitees beforehand for review. Presentations can come in the form of PowerPoint slides or other visual formats and can be used to workshop content, walkthrough timeline, and/or other applications. 
	E-mail
SharePoint
Meetings

	Deliverable Expectations Document (DED)
	Prepared in advance of each deliverable outlined in the MSOW and subsequent ISOWs, DEDs are used to obtain agreement on the purpose, content, and structure of the deliverable ███████ prepares for DOH OHIP’s evaluation and acceptance.
In the event that the DED and Deliverable are being worked on concurrently, Deliverables will be revised to align to the comments and feedback provided in the DEDs. 
	SharePoint

	Deliverables
	Defined by each respective ISOW, deliverable submissions specify the date of submission, the date a response to the deliverable acceptance request is due, and the files that are included with the deliverable submission.
Final sign-off approval by DOH OHIP and Deloitte is documented in accordance with the Deliverable Management Plan (refer to Section 5).
	E-mail
SharePoint

	Work Plan Updates
	The Work Plan is a Microsoft Project file that is used to track the completion of each task needed to complete the scope of work and address updates made on planned work activities.
If changes to the Work Plan are needed, refer to the Schedule Management Plan (refer to Section 11) and Integrated Change Control Process (refer to Section 10).
	E-mail
SharePoint

	Risk and Issue Log
	The Risk and Issue Log is a shared document to track potential risks and ongoing issues throughout the project life cycle. More detail can be found in the Project Controls Plan (refer to Section 9) specifically Sections 9.3 and 9.4. 
	SharePoint
The ALM tool

	Variance
	If project execution deviates from the Work Plan, a Variance is noted and shared in the Project Status Report.
	E-mail
SharePoint

	Lessons Learned
	Lessons learned will be tracked in the ALM tool throughout the project life cycle to enable iterative development. New lessons learned can be logged in the ALM tool by any team member. ███████ will log the lessons learned in the ALM tool which will be available for ongoing review. The ███████ and DOS PMOs will review the logged lessons learned on a quarterly basis. 
	SharePoint
Email
The ALM tool


[bookmark: _Toc144828279][bookmark: _Toc147240614][bookmark: _Toc152090633][bookmark: _Toc192875171]Table 4‑2: Project Management Communication Types
Additional project communications regarding change management and stakeholder engagement are defined in the Integrated Change Control Process (refer to Section 10) and Stakeholder Engagement Plan (refer to Section 3). 
[bookmark: _Toc177119136][bookmark: _Toc185952657][bookmark: _Toc192874825][bookmark: _Toc143612513][bookmark: _Toc144827625][bookmark: _Toc147240779][bookmark: _Toc149049788][bookmark: _Toc152089676][bookmark: _Toc152090565]Guiding Principles of Communications 
The communications approach is founded on several guiding principles. When consistently followed, they help a project team realize the most value from the efforts put into a communications effort. The table below outlines these guiding principles and the associated key activities or norms to achieve the results for successful communication.
	Guiding Principle
	Key Activities or Norms

	Use Existing Communication Channels
	Communicate using existing channels, especially those that are known to be effective. Where possible, use meetings already set aside on people’s calendars to show respect for everyone’s time.

	Push vs. Pull Channels 
	Communication through push channels will be used for meeting invites, agendas, meeting minutes, etc. Pull channels will be used for documentation requiring feedback and access to a larger audience (e.g., SharePoint).

	Use Multiple Communication Channels
	Provide stakeholders with multiple ways to receive information, ask questions, and get answers. Individuals vary in the way they like to receive and digest information. Project Management Communication Types (refer to Section 4.3.2) is used to determine how to use existing methods of communication. 

	Communicate in a Steady Cadence
	Communication will be employed using the “tell them three times” method. This is demonstrated by telling people once, telling them again, and then telling them repeatedly thereafter. Build expectations so that key events are well-anticipated by leaders and staff.

	Set and Manage Expectations
	Provide clear context for your communications indicating what information you are providing or asking for and why. Indicate any planned follow-up steps with associated timelines. 

	Keep It Simple
	Use simple and straightforward language to convey each message. Remove any unnecessary information to keep the communications focused and concise. 

	Leaders First
	Equip leadership with information and tools to enable them to be successful in their role as change advocates for their respective teams.

	Know the Target Audience
	Deliver communications from leaders that “speak the language” of and are targeted to specific stakeholder groups. Key messages must be customized for their intended stakeholder, and for levels within the group. 

	Keep the Message Consistent 
	Use consistent templates, logos, words, and actions in messages that are associated with the project. 

	Align Communications with Key Milestones
	Forecast communication needs to be based on key project timelines. Deliver messaging at the right time with a clear and accurate message. 


[bookmark: _Toc144828280][bookmark: _Toc147240615][bookmark: _Toc152090634][bookmark: _Toc192875172]Table 4‑3: Communication Approach Guiding Norms
[bookmark: _Toc143612514][bookmark: _Toc144827626][bookmark: _Toc147240780][bookmark: _Toc149049789][bookmark: _Toc152089677][bookmark: _Toc152090566][bookmark: _Toc177119137][bookmark: _Toc185952658][bookmark: _Toc192874826]Virtual Meeting Communication Guide
Meetings are conducted remotely and in person. The following table outlines the guiding principles for remote meeting facilitation.
	Guiding Principle
	Key Activities or Norms

	Define Technology
	███████ uses WebEx to host DOH OHIP meetings. All meetings include a WebEx connection with shared video and audio capability and are accessible via PC or by phone. 

	Define Purpose
	The purpose and agenda for any meeting is provided in advance where possible to confirm that the appropriate participants are included and allow for any preparation.

	Limit Background Noise
	Attendees mute their line when not in use to prevent background noise.

	Encourage Video Sharing
	Attendees are encouraged to show their video when able as long as there is no bandwidth limitation or technical issue.

	Clarify Rules
	The meeting facilitator introduces attendees and stakeholders at the beginning of the meeting and establishes guidelines for attending virtually (e.g., muting/unmuting lines, asking questions). Status of action items happens at the beginning and a review of action items and owners at the end of every meeting. 


[bookmark: _Toc144828281][bookmark: _Toc147240616][bookmark: _Toc152090635][bookmark: _Toc192875173][bookmark: _Toc143608356][bookmark: _Toc143612534]Table 4‑4: Virtual Meeting Guide
[bookmark: _Toc144812312][bookmark: _Toc144812420][bookmark: _Toc144827627][bookmark: _Toc147240781][bookmark: _Toc149049790][bookmark: _Toc152089678][bookmark: _Toc152090567][bookmark: _Toc177119138][bookmark: _Toc185952659][bookmark: _Toc192874827]In-Person Meeting Communication Guide
Meetings are conducted remotely and in person. The following outlines the guiding principles for in-person meeting activities.
	Guiding Principle
	Key Activities 

	Define Purpose
	A meeting purpose with adequate detail should be identified and provided in the meeting invite to confirm all attendees clearly understand the goal of the meeting and their role.

	Book an Appropriate Venue
	A location to accommodate all attendees should be identified in advance and shared in the meeting invite.

	Invite the Right Attendees
	The meeting invitees should generally be limited to key individuals to promote productivity.

	Share Meeting Agenda and Presentation Materials Ahead of Time
	An agenda and presentation materials should be developed prior to scheduling and attached to the meeting invite 24 hours in advance of the meeting unless otherwise agreed upon by ███████ and DOH OHIP. Agenda items should be time boxed whenever possible to keep everyone focused and complete meeting goals in the scheduled time.


[bookmark: _Toc144828282][bookmark: _Toc147240617][bookmark: _Toc152090636][bookmark: _Toc192875174]Table 4‑5: In-Person Meeting Guide
[bookmark: _Toc144812316][bookmark: _Toc144812424][bookmark: _Toc149049791][bookmark: _Toc149133676][bookmark: _Toc149562829][bookmark: _Toc149574866][bookmark: _Toc149575857][bookmark: _Toc149669347][bookmark: _Toc149670578][bookmark: _Toc149049792][bookmark: _Toc149133677][bookmark: _Toc149562830][bookmark: _Toc149574867][bookmark: _Toc149575858][bookmark: _Toc149669348][bookmark: _Toc149670579][bookmark: _Toc152090569][bookmark: _Toc149049793][bookmark: _Toc149133678][bookmark: _Toc149562831][bookmark: _Toc149574868][bookmark: _Toc149575859][bookmark: _Toc149669349][bookmark: _Toc149670580][bookmark: _Toc152090570][bookmark: _Toc149049794][bookmark: _Toc149133679][bookmark: _Toc149562832][bookmark: _Toc149574869][bookmark: _Toc149575860][bookmark: _Toc149669350][bookmark: _Toc149670581][bookmark: _Toc152090571][bookmark: _Toc149049795][bookmark: _Toc149133680][bookmark: _Toc149562833][bookmark: _Toc149574870][bookmark: _Toc149575861][bookmark: _Toc149669351][bookmark: _Toc149670582][bookmark: _Toc152090572][bookmark: _Toc149049796][bookmark: _Toc149133681][bookmark: _Toc149562834][bookmark: _Toc149574871][bookmark: _Toc149575862][bookmark: _Toc149669352][bookmark: _Toc149670583][bookmark: _Toc143612515][bookmark: _Toc144827629][bookmark: _Toc147240783][bookmark: _Toc149049797][bookmark: _Toc152089685][bookmark: _Toc152090574][bookmark: _Toc177119139][bookmark: _Toc185952660][bookmark: _Toc192874828]Schedule of Communications Throughout Delivery Phases
For detail on when and why particular communications are distributed across the project, refer to the following sections of the PMP:
Section 2.11.5: Phase Exit Criteria (SIT Phase)
Section 2.14.5: Phase Exit Criteria (UAT Phase)
Section 2.15.5: Phase Exit Criteria (Rollout Phase)
Section 4.3.2: Project Management Communication Types
Section 4.4.1: Project Status Report Process Flow Narrative
Section 7.3.7.1: Contract Compliance  
Section 8.3.4: Onboarding 
Section 8.3.5: Offboarding 
Section 9.3.6: Escalation Level 
Section 11.4.3: Variance 
[bookmark: _Toc147420823][bookmark: _Toc147420852][bookmark: _Toc147420887][bookmark: _Toc147420921][bookmark: _Toc143612518][bookmark: _Toc144827631][bookmark: _Toc147240785][bookmark: _Toc149049798][bookmark: _Toc152089686][bookmark: _Toc152090575][bookmark: _Toc177119140][bookmark: _Toc185952661][bookmark: _Toc192874829]Communications Processes
This section describes processes and guidelines for developing and distributing communications to the appropriate stakeholder groups prior to a meeting. For each method of communication, this section identifies the responsible parties for each process step leading up to and including publishing the communication for the intended audience. Roles and responsibilities may vary based on type of communication.


[bookmark: _Toc144814075][bookmark: _Toc144828257][bookmark: _Toc147240603][bookmark: _Toc152090631][bookmark: _Toc178152050][bookmark: _Toc192875065]Figure 4-1: Communications Process Flow
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Below is the process for communicating Project Status Report updates.
	Step #
	Process Step
	Description
	Stakeholder Group(s)

	1
	Develop Materials
	███████ PMO works with track leads and PMO liaisons to compile updates for the Project Status Report, which is used to relay updates to the team and guide discussion during weekly meetings.
More information about the contents of the Project Status Report can be found in Section 4.3.2 Project Management Communication Types.
	PMO
Impacted Stakeholder Group

	2
	Review Materials
	DOS PMO and relevant stakeholders review the Project Status Report before ███████ PMO distributes it to the meeting attendees.
DOH OHIP can provide additions or comments to the Project Status Report in the window between Deloitte’s dissemination of content and up to 2 hours in advance of the meeting. This provides time for Deloitte to make and Quality Assurance/Quality Control (QA/QC) updates as well as clarify updated with DOH OHIP. For the Project Status Report, this would be a window of 2.5 hours. 
	PMO
Impacted Stakeholder Group

	2.1
	Meeting Required?
	If during the review of the status report it is determined that a meeting with stakeholders is required to discuss the content, proceed to Step #3 Facilitate Meeting and Edit Materials as Needed
If a meeting is not required, proceed to Step #4 Distribute Final Materials
	PMO
Impacted Stakeholder Group

	3
	Facilitate Meeting and Edit Materials as Needed
	If a meeting is required, ███████ PMO facilitates a status report meeting with DOH OHIP stakeholder groups to discuss completed and planned activities and edit agenda and meeting materials.
	PMO
Impacted Stakeholder Group

	4
	Distribute Final Materials 
	███████ PMO attaches the finalized status report and relevant meeting materials to the invite.
	PMO
Impacted Stakeholder Group


[bookmark: _Toc144828283][bookmark: _Toc147240618][bookmark: _Toc152090637][bookmark: _Toc192875175]Table 4‑6: Project Status Report Process
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Below is the process for communicating Work Plan updates.
	[bookmark: _Toc143608359][bookmark: _Toc143612537]Step #
	Process Step
	Description
	Stakeholder Group(s)

	1
	Develop Materials
	███████ PMO collaborates with PMO liaisons to make updates to applicable items in the Work Plan. 
	PMO
Impacted Stakeholder Group

	2
	Review Materials
	███████ PMO then shares the revised Work Plan that incorporates additions. Relevant stakeholders have an opportunity to review the updated Work Plan and indicate any further suggestions.
	PMO
Impacted Stakeholder Group

	2.1
	Meeting Required?
	If during the review of the Work Plan updates it is determined that a meeting with stakeholders is required to discuss the content, proceed to Step #3 Facilitate Meeting and Edit Materials as Needed
If a meeting is not required, proceed to Step #4 Distribute Final Materials
	PMO
Impacted Stakeholder Group

	3
	Facilitate Meeting and Edit Materials as Needed
	If a meeting is needed, ███████ PMO reviews the Work Plan with track leads to discuss outstanding items. ███████ PMO then makes updates to the document.
	PMO
Impacted Stakeholder Group

	4
	Distribute Final Materials 
	███████ PMO saves a copy of the file on the project SharePoint site for team members to access on a weekly cadence. 
	PMO
Impacted Stakeholder Group


[bookmark: _Toc144828284][bookmark: _Toc147240619][bookmark: _Toc152090638][bookmark: _Toc192875176][bookmark: _Toc143612521][bookmark: _Toc143877686]Table 4‑7: Work Plan Updates
[bookmark: _Toc144812332][bookmark: _Toc144812440][bookmark: _Toc144827636][bookmark: _Toc147240788][bookmark: _Toc149049801][bookmark: _Toc152089689][bookmark: _Toc152090578][bookmark: _Toc177119143][bookmark: _Toc185952664][bookmark: _Toc192874832]SIT/UAT Test Metrics Process Flow Narrative
The process for communicating SIT/UAT test metrics during the SIT and UAT test phases is detailed in the Test Management Plan (DEL-09).
[bookmark: _Toc149133723][bookmark: _Toc149562876][bookmark: _Toc149574913][bookmark: _Toc149575904][bookmark: _Toc144812337][bookmark: _Toc144812445][bookmark: _Toc144827638][bookmark: _Toc147240789][bookmark: _Toc149049802][bookmark: _Toc152089690][bookmark: _Toc152090579][bookmark: _Toc177119144][bookmark: _Toc185952665][bookmark: _Toc192874833]Release Plans Process Flow Narrative
The process and schedule for communicating release plans are defined in the Release Management Plan (DEL-34).
[bookmark: _Toc149133761][bookmark: _Toc149562914][bookmark: _Toc149574951][bookmark: _Toc149575942][bookmark: _Toc144812342][bookmark: _Toc144812450][bookmark: _Toc143612523][bookmark: _Toc143877692][bookmark: _Toc144827640][bookmark: _Toc147240790][bookmark: _Toc149049803][bookmark: _Toc152089691][bookmark: _Toc152090580][bookmark: _Toc177119145][bookmark: _Toc185952666][bookmark: _Toc192874834]Technical Deployment Checklists Process Flow Narrative
The process for communicating technical deployment checklists is defined in the Release Management Plan (DEL-34).
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The process for communicating end-user training is defined in the Training Plan (DEL-10). 
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In addition to the planned communications, there are times when unplanned communications are required. These critical communications require expedited turnaround time, but they follow the same Communications Management process flow. 
	Step #
	Process Step
	Description
	Stakeholder Group(s)

	1
	Develop Materials 
	███████ PMO and stakeholders prepare unplanned communication requests for review.
The request also includes a proposed review and release timeline tailored to the urgency of the request.
	PMO
Impacted Stakeholder Group

	2
	Review Materials
	If turnaround time is longer than one (1) business day, review unplanned communication request and determine next steps.
If turnaround time is less than one (1) business day, review unplanned communication request and approve.
	PMO
Impacted Stakeholder Group

	2.1
	Meeting Required?
	If during the review of the communication it is determined that a meeting with stakeholders is required to discuss the content, proceed to Step #3 Facilitate Meeting and Edit Materials as Needed
If a meeting is not required, proceed to Step #4 Distribute Final Materials
	PMO
Impacted Stakeholder Group

	3
	Facilitate Meeting and Edit Materials as Needed
	PMO will facilitate a meeting with relevant stakeholders to review the draft communication and edit it, as needed, prior to distribution.
	PMO
Impacted Stakeholder Group

	4
	Distribute Final Materials
	Once the critical communication materials are finalized, they are transmitted to relevant parties.
	PMO
Impacted Stakeholder Group


[bookmark: _Toc144828288][bookmark: _Toc147240624][bookmark: _Toc152090639][bookmark: _Toc192875177]Table 4‑8: Critical Communication Process Flow Narrative
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[bookmark: _Toc149049807]Communications will be developed at specific times throughout the project to align with key milestones and events. All communications must be reviewed and approved prior to distribution. The review process for each communication will follow a structured approach to validate accuracy, quality, and consistency in messaging. This will be further defined in the Quality Management Plan (refer to Section 7). 
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The communication review process aims to promote timely development and delivery of communications. Note, the overall process may be repeated to involve multiple cycles of reviews, depending on the degree of feedback.
	Step #
	Process Step
	Description
	Stakeholder Group(s)

	1
	Develop Materials
	Draft communication in line with project standards for review.
	PMO
Impacted Stakeholder Group

	2
	Review Materials
	Validate accuracy, quality, and consistency in messaging of communication.
	PMO
Impacted Stakeholder Group

	2.1
	Meeting Required?
	If during the review of the communications it is determined that a meeting with stakeholders is required to discuss the content, proceed to Step #3 Facilitate Meeting and Edit Materials as needed
If a meeting is not required, proceed to Step #4 Distribute Final Materials
	PMO
Impacted Stakeholder Group

	3
	Facilitate Meeting and Edit Materials as Needed
	PMO will facilitate a meeting with relevant stakeholders to review the communication and edit it, as needed, prior to distribution.
	PMO
Impacted Stakeholder Group

	4
	Distribute Final Materials
	Once the communication materials are finalized, they are transmitted to relevant parties.
	PMO
Impacted Stakeholder Group


[bookmark: _Toc144828289][bookmark: _Toc147240625][bookmark: _Toc152090640][bookmark: _Toc192875178][bookmark: _Toc144812365][bookmark: _Toc144812473]Table 4‑9: Communication Review and Approval Process Flow Narrative
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Section 5 – Deliverable Management Plan


[bookmark: _Toc177119150][bookmark: _Toc185952671][bookmark: _Toc192874839]Deliverable Management Plan
[bookmark: _Toc151106824][bookmark: _Toc177119151][bookmark: _Toc185952672][bookmark: _Toc192874840]Introduction 
The Deliverable Management Plan outlines project guidelines and procedures for developing and steering deliverables through the DOH OHIP approval process, as well as the review and tracking processes between the ███████ PMO, DOS PMO, ███████ deliverable stakeholders, and DOH OHIP deliverable stakeholders. All deliverables tie directly to project scope tasks and satisfy project requirements, and deliverables are referenced in each respective Individual Statement of Work (ISOW). The iterative process described in this document includes review timelines, tracking procedures, and filing mechanisms to confirm deliverables meet project standards. Processes for deliverable management include the review, transmittal, and approval of Deliverable Expectation Documents (DEDs)/Deliverables, which are listed in the Baselined Work Plan (DEL-06) and referenced in each project ISOW. Additional quality-related processes in tandem with deliverable management, including deliverable transmittal and review, deliverable quality expectations, and others, are outlined in detail in the Quality Management Plan (QMP) (refer to Section 7).
[bookmark: _Toc151106825][bookmark: _Toc177119152][bookmark: _Toc185952673][bookmark: _Toc192874841]Purpose 
This document describes the processes, tools, and expectations to develop and manage project deliverables through DOH OHIP acceptance and which are referenced in each respective ISOW. The deliverable submission process is tracked using the Deliverable Management process for which more details are outlined in the QMP (refer to Section 7).
The objectives of this plan are to: 
Outline the deliverable review process and subsequent stakeholders’ roles 
Document the process for logging and tracking deliverables throughout the deliverable review cycle
Outline the Design Update process for Functional Design documents (FDDs) post transmittal approval
[bookmark: _Toc178350759][bookmark: _Toc178352603][bookmark: _Toc178354717][bookmark: _Toc178357526][bookmark: _Toc178359325][bookmark: _Toc178371521][bookmark: _Toc184747102][bookmark: _Toc185948844][bookmark: _Toc186884428][bookmark: _Toc187428170][bookmark: _Toc188450546][bookmark: _Toc188619438][bookmark: _Toc177119153][bookmark: _Toc185952674][bookmark: _Toc192874842]Deliverable Expectation Documents and Deliverables
This section describes the distinction between DEDs and Deliverables. Both DEDs and Deliverables are equally subject to the protocols surrounding collaboration, concurrence, and final approval by DOH. 
A DED is a template for a deliverable that contains defined review and/or acceptance criteria for the deliverable. Prior to deliverable submission, ███████ works with DOH OHIP to finalize the templates and expected content of the deliverables. A DED is created by tailoring ███████ methodologies and reference materials to meet project-specific needs and further refined in collaboration with the DOH OHIP team members responsible for review and sign-off of the deliverable acceptance criteria.
A Deliverable is directly tied to project scope tasks and meeting project requirements. All contractual deliverables are defined in the applicable ISOW for each project. 
. ISOW #1 Amendment contains the Continuing Medicaid Eligibility Modernization-specific list of deliverables 
. ISOW #2 contains the Appeals project-specific list of deliverables
. NOTE: Contractual deliverables may be subject to change based on ISOW amendments and deliverable revisions subject to change request approval
[bookmark: _Toc177051236][bookmark: _Toc177116847][bookmark: _Toc177117617][bookmark: _Toc177118387][bookmark: _Toc177119154][bookmark: _Toc178350761][bookmark: _Toc178352605][bookmark: _Toc178354719][bookmark: _Toc178357528][bookmark: _Toc178359327][bookmark: _Toc178371523][bookmark: _Toc184747104][bookmark: _Toc185948846][bookmark: _Toc186884430][bookmark: _Toc187428172][bookmark: _Toc188450548][bookmark: _Toc188619440][bookmark: _Toc185952675][bookmark: _Toc192874843][bookmark: _Toc151106826][bookmark: _Toc177119155]Non-Design Deliverable Management Approach
Non-design documents are deliverables that provide comprehensive documentation that supports non-functional requirements, project management, technology, security, and change management operations. This approach outlines the process for developing, reviewing, and managing non-design documents throughout the project lifecycle. The documents are crafted, collaboratively reviewed, and thoroughly updated to reflect associated content and feedback. By following a structured approach, the project team maintains high standards of quality and consistency, facilitating clear communication and alignment among all stakeholders. This section details the process flow, roles, and responsibilities involved in the submission and management of non-design documents, promoting an efficient workflow from initial planning to final approval.
The table below summarizes the types of Continuing Medicaid Eligibility Modernization non-design deliverables, as well as the organization structure, format, and general purpose each document type. 
	[bookmark: _Toc185952677]Non-Design Document Type
	Organized By
	Purpose

	Technology
	Track/System Module
	These documents describe the technical architecture, specifications, and operational procedures necessary to support the system’s functionality and performance. These documents also provide comprehensive details for the development and operations teams and may include release management processes for planning, scheduling, and controlling releases to production, with guidance for smooth deployment and issue management.

	Project Management
	Track/System Module
	These documents describe the processes and tools used to plan, execute, and monitor project activities. The documents may include the project management plan, workplan and schedule, project status report, and the risk register.

	Change Management 
	Track/System Module
	These documents describe the processes and procedures for managing changes to the project scope, requirements, or deliverables. The evaluation, approval, and implementation of changes in a controlled manner are facilitated, minimizing disruption, and maintaining project integrity.

	Security
	Track/System Module
	These documents describe the security measures, policies, and protocols implemented to protect the system and its data. Details are provided on how security requirements are met and how the system is safeguarded against threats and vulnerabilities.


[bookmark: _Toc192875179]Table 5‑1: Summary of Continuing Medicaid Eligibility Modernization Non-Design Documentation
[bookmark: _Toc192874844]DED/Deliverable Management Process Flow 
Link to Process Flow Diagram: DED/Deliverable Management Process
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The following table outlines the steps detailed in the diagram linked above.
	Step #
	Process
	Description
	Stakeholder Group(s)

	1.0
	Conduct meeting to align on expectations and QA/QC timeline for upcoming submission
	The ███████ track and ███████ PMO conduct meeting to align on expectations and QA/QC timeline for upcoming submission.
	███████ Tracks
Deloitte PMO


	2.0
	Complete DED/Deliverable draft 
	The ███████ track completes the DED/Deliverable draft.
	███████ Tracks

	3.0
	Conduct internal QA/QC, proofread, and fill out QA/QC Checklist 
	The ███████ track conducts internal QA/QC, proofreads, and fills out the QA/QC Checklist.

	███████ Tracks

	4.0
	Send email to PMO with link to DED/Deliverable and QA/QC Checklist
	The ███████ track sends an email to the ███████ PMO with the link to the DED/Deliverable and completed QA/QC Checklist. 
	███████ Tracks

	5.0
	Conduct QA/QC and fill out checklist
	The ███████ PMO conducts QA/QC and fills out the QA/QC Checklist.
	███████ PMO

	5.1
	Ready for collaboration?
	The ███████ PMO decides if the DED/Deliverable is ready for collaboration. 
If the DED/Deliverable is not ready for collaboration, proceed to Step #6 Address PMO QA/QC feedback
If the DED/Deliverable is ready for collaboration, proceed to Step #7 Initiate collaboration with DOH stakeholders
	███████ PMO

	6.0 
	Address PMO QA/QC feedback (as needed)
	The ███████ track addresses ███████ PMO’s QA/QC feedback.
	███████ Tracks

	7.0 
	Initiate collaboration with DOH stakeholders
	The ███████ track initiates collaboration with DOH stakeholders. 
If requested and agreed upon by Deloitte and DOH stakeholders, the collaboration phase may begin with a walkthrough of the DED/Deliverable (walkthroughs are conducted upon request by Deloitte or DOH). 
	███████ Tracks

	8.0
	Review DED/Deliverable and provide feedback to ███████
	DOH stakeholders review the DED/Deliverable and provide feedback to ███████.
	DOH Stakeholders

	9.0 
	Address DOH stakeholder feedback and update DED/Deliverable
	The ███████ track addresses DOH stakeholder feedback. 
	███████ Tracks

	10.0
	Review updated DED/Deliverable
	DOH stakeholders review the updated DED/Deliverable.
	DOH Stakeholders

	10.1
	Review completed?
	DOH stakeholders decide if the review of the DED /Deliverable is completed. This is based on the completion of the collaboration and review of the deliverable once all comments are addressed.
If the review of the DED/Deliverable is not completed, go back to Step #9 Address DOH stakeholder feedback and update DED/Deliverable
If the review of the DED/Deliverable is completed, proceed to Step #11 Create clean copy; send to PMO for final QA/QC
	DOH Stakeholders

	11.0
	Create clean copy; send to PMO for final QA/QC
	The ███████ track creates a clean copy and sends it to ███████ PMO for final QA/QC.
	███████ Tracks

	12.0
	Conduct QA/QC review
	The ███████ PMO conducts QA/QC review.
	███████ PMO

	12.1
	Ready for transmittal?
	The ███████ PMO determines if the DED/Deliverable is ready for transmittal. 
If the DED/Deliverable is not ready for transmittal, proceed to Step #11 Create clean copy; send to PMO for final QA/QC
If the DED/Deliverable is ready for transmittal, proceed to Step #13 Send via Transmittal
	███████ PMO

	13.0 
	Send via Transmittal
	The ███████ PMO sends the DED/Deliverable via transmittal. 
Refer to Section 7.4.1 Transmittal Management for more details on the transmittal process.
	███████ PMO


[bookmark: _Toc192875180][bookmark: _Toc143611327]Table 5‑2: DED/Deliverable Management Process Flow Narrative
[bookmark: _Toc177119160][bookmark: _Toc185952679][bookmark: _Toc192874846][bookmark: _Toc151106838][bookmark: _Toc151106831]Collaboration Review Cycle Oversight
As part of the DED/Deliverable Management Approach mentioned above, DOH OHIP and ███████ mutually agree on a review cycle as part of the collaboration approach based on the nature and complexity of the DED/Deliverable or the review cycle may be modified on a case-by-case basis as needed. 
The default (baseline) review cycle for DEDs/Deliverables is 5-5-3, however the respective ███████/DOH owner and/or Lead may agree on a review cycle that deviates from the standard (default) 5-5-3 review cycle for a given DED/Deliverable. The Work Plan will be updated with the latest agreed upon DED/Deliverable review cycles.
DOH OHIP has five (5) business days to review the initial DED/Deliverable submission and submit comments to ███████ via comments in the document
███████ has five (5) business days to provide a response to DOH OHIP’s comments and edit the document
DOH OHIP has three (3) business days to provide a response to ███████ indicating concurrence or providing additional comments. If additional DOH OHIP comments are provided, the respective ███████/DOH owner and/or lead will mutually determine the added review cycle response times for a given DED/Deliverable
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The collaboration process for DEDs/Deliverables specifies the roles, responsibilities, and timeline for the Continuing Medicaid Eligibility Modernization projects. 
The general collaboration process begins with the ███████ Deliverable Lead coordinating with the ███████ PMO for an initial quality review of the document prior to initiating collaboration with the designated stakeholders. Upon conclusion of the quality review, the ███████ Delivery Lead sends the deliverable to the designated stakeholders to initiate collaboration. 
The designated stakeholders review the deliverable and either indicate the deliverable is concurred and ready to proceed to transmittal or provide comments for ███████ to adjudicate. If comments are provided, the ███████ team addresses the comments, typically by updating the document and responding to the comments provided, and resubmits the deliverable for stakeholder review. The designated stakeholders review the responses and confirm whether all comments have been sufficiently addressed or if further updates are required. If no further comments are provided, DOH provides written confirmation that the deliverable is concurred, and all comments have been addressed. If further comments are provided, the review cycle repeats until the stakeholders have acknowledged that all comments have been sufficiently addressed.
Refer to Appendix G: Collaboration Process for DEDs/Deliverables that describes the collaboration process for Non-Design Document Deliverables.
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Following the conclusion of the collaboration review cycle, the ███████ team responsible for the deliverable provides a clean copy of the DED/Deliverable to the ███████ PMO for a final PMO QA/QC review prior to transmittal. 

[bookmark: _Toc192875066]Figure 5-1: PMO Review Following Completion of Collaboration Review Process
The steps outlined below are taken by the ███████ PMO and ███████ Track prior to transmittal once a DED/Deliverable is concurred:
	Step #
	Process
	Description
	Stakeholder Group(s)

	1.0
	Conduct Final QA/QC Review 
	The ███████ PMO conducts the final QA/QC review. The PMO uses the clean copy of the latest concurred DED/Deliverable version.
	███████ PMO

	1.1
	Are Updates Needed?
	The ███████ PMO determines if any additional updates are needed to the DED/Deliverable.
If the DED/Deliverable requires collaboration from the Deloitte track to address the QA/QC findings, proceed to Step #2.0 Engage Deloitte Track to Update the DED/Deliverable
If the Deliverable/DED QA/QC updates can be addressed by the Deloitte PMO, proceed to Step #3.0 Finalize Transmittal Version of DED/Deliverable
	███████ PMO

	2.0
	Engage ███████ Track to Update the DED/Deliverable
	The ███████ track reviews and addresses the QA/QC findings from the ███████ PMO and notifies the ███████ PMO once the associated updates have been completed.
	███████ Track

	3.0
	Finalize Transmittal Version of DED/Deliverable
	The ███████ PMO finalizes updates to the document in preparation for transmittal.
	███████ PMO

	3.1
	Are All Findings Addressed?
	The ███████ PMO determines if all the findings have been addressed by the team.
If all findings have been sufficiently addressed, proceed to Step #4.0 Approve Transmittal Submission
If further updates are required by the Deloitte PMO, proceed to Step #1.1 Are Updates Needed?
If further updates are required by the Deloitte track, proceed to Step #2.0 Engage Deloitte Track to Update the DED/Deliverable
	███████ PMO

	4.0
	Approve Transmittal Submission 
	The ███████ PMO leads do a final spot check of the updated DED/Deliverable and confirm whether it is ready for transmittal.
If the DED/Deliverable is ready for transmittal, the review process ends.
	███████ Track
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[bookmark: _Toc151106811][bookmark: _Toc151106835][bookmark: _Toc149817721][bookmark: _Toc149819771][bookmark: _Toc151106812][bookmark: _Toc151106836]The final review and disposition process of DEDs/Deliverables takes place via the transmittal process. Refer to Section 7 Quality Management Plan for more details on final dispositioning of DEDs/Deliverables. 
[bookmark: _Toc177119248][bookmark: _Toc185952687][bookmark: _Toc192874850]Modifying Deliverables Post Transmittal Approval
If a deliverable needs to be updated after being approved by DOH OHIP, the DED related to the deliverable will not be updated post transmittal approval. Only the updated deliverable will be re-submitted via transmittal. The updated deliverable will be accompanied by a change tracker indicating the updates made to the approved deliverable, including the section number, section title, original language/content, updated language/content, type of action performed (e.g., addition, removal, update), and change rationale. Refer to Appendix I for the template of the Change Tracker. 
Refer to Section 7 Quality Management Plan for more details on final dispositioning of DEDs/Deliverables. 
[bookmark: _Toc151106841][bookmark: _Toc177119249][bookmark: _Toc185952688][bookmark: _Toc192874851]Deliverable Approval Criteria
The following baseline criteria are used to determine the approval of deliverables. Further acceptance criteria may be referenced in the deliverable itself.
The deliverable should address and be consistent with the criteria identified in the DED as presented to and approved by DOH OHIP, in preparation for development of the deliverable
All required documentation, as specified by DOH OHIP is delivered according to the accepted Work Plan 
Deliverable documents should be organized in a structured manner and be professional in presentation
Deliverable documents should adhere to leading practices and be consistent in style and quality
The deliverable and related documents should undergo a thorough quality assurance review before submission
The DED/Deliverable shall be developed and submitted through the Formal Deliverable Review Process, as outlined in the PMP, and agreed upon by ███████ and DOH OHIP
[bookmark: _Toc192874852]Design Document Deliverable Management Approach 
Design documents are deliverables that provide comprehensive documentation that supports functional requirements. These documents enhance the system’s design, development, and operations. This approach outlines the process for developing, reviewing, and managing design documents within the project lifecycle. The documents are crafted, collaboratively reviewed, and thoroughly updated to reflect system requirements and feedback. By following a structured approach, the project team maintains high standards of quality and consistency, facilitating clear communication and alignment among all stakeholders. This section details the process flow, roles, and responsibilities involved in the submission and management of FDDs and related documentation, promoting an efficient workflow from initial planning to final approval.
The table below summarizes the types of MECM system design documentation, as well as the organization structure, format, and general purpose of each document type. 
	Design Document Type
	Organized By
	Format(s)
	Purpose

	Iteration 1 & 2 FDDs
	Track/System Module
	Word Docs
	These documents contain narrative and functional design specifications only for the scope belonging to a specific track within a specific iteration.

	Integrated JAD Topic FDDs
	Topic, as defined as a holistic, cross-track bundle approach
	Word Docs
	These documents contain narrative and functional design specifications for each business process. Each business process is described chronologically in the same order that users would experience the system, across every system track that supports the process.
This supports ease of understanding the holistic system design, the user experience, and outcomes in different business scenarios. These documents are more business focused than technical.

	Component-Level Specification Documents
	Track/System Module
	Excel, Word Docs
	These detailed specification documents are referenced in the FDDs and define how each individual component of the MECM system (e.g., each screen, notice, etc.) works in isolation.
This supports ease of development, maintenance, and operation of the system. These documents capture technical details that supplement the FDDs.

	Interface Control Documents (ICDs)
	System Interface
	Word Docs
	These documents describe the relationship between the MECM system and the designated trading partner interface. ICDs specify the interface requirements to be met by the participating systems and how those requirements will be implemented. The ICD also describes the concept of operations for the interface, defines the message structure and protocols that govern the interchange of data, and identifies the communication paths or modes along which the data is expected to flow.


[bookmark: _Toc192875182]Table 5‑4: Summary of MECM Design Documentation
[bookmark: _Toc192874853][bookmark: _Toc177119251][bookmark: _Toc185952690]Design Document DED/Deliverable Management Process Flow 
The Design Document DEDs follow the same process as Non-Design DEDs. Refer to Section 5.4.1 for the DED Management Process Flow. Design Document Deliverables deviate from this process flow and have different responsibilities as well. 
Link to Process Flow: Design Document Development Process
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Refer to Section 5.4.2 for the process flow narrative for Non-Design DED Management Process Flow for DEDs. The narrative for Design Document Deliverables is detailed further in Table 5-5:

	Step #
	Process
	Description
	Stakeholder Group(s)

	1.0
	Conduct meeting to align on expectations and QA/QC timeline for upcoming submission
	The ███████ track and ███████ PMO conduct a meeting to align on expectations and the QA/QC timeline for upcoming submission. 
	███████ PMO
Deloitte Track

	2.0
	Complete Design Document draft
	The ███████ track completes the design document draft.
	███████ Track

	3.0
	Conduct Internal QA/QC, Proofread, and Fill Out QA/QC Checklist
	The ███████ track conducts internal QA/QC, and proofreads, and fills outs the QA/QC Checklist.
	███████ Track

	4.0
	Send Email to PMO with Link to Design Document and QA/QC Checklist
	The ███████ track sends an email to the ███████ PMO with a link to the design document and accompanying QA/QC Checklist.
	███████ Track

	5.0
	Conduct QA/QC and Fill out Checklist
	The ███████ PMO conducts QA/QC and fills out the QA/QC Checklist.
	███████ PMO

	5.1
	Ready for Collaboration? 
	The ███████ PMO determines if the design document is ready for collaboration.
If the document is ready for collaboration, proceed to Step #7 Send Design Document and Other Related Documentation for Collaboration to DOS PMO
If the document is not ready for collaboration, proceed to Step #6 Address PMO QA/QC Feedback
	███████ PMO

	6.0
	Address PMO QA/QC Feedback
	The ███████ track addresses the QA/QC feedback from the ███████ PMO. 
	███████ Track

	7.0
	Send Design Document and Other Related Documentation for Collaboration to DOS PMO
	The ███████ PMO sends the design document (e.g., FDD and/or ICD) and other related documentation for collaboration to DOS PMO.
	███████ PMO

	8.0
	Receive Documents and Send to DOH Stakeholders 
	The DOS PMO receives the document and sends to the appropriate DOH stakeholders. 
	DOS PMO

	9.0
	Review Design Documents and Provide Feedback Back to DOS PMO
	The DOH stakeholders review the FDD and provide feedback to ███████ via the DOS PMO.
	DOH Stakeholders

	9.1
	Does DOH provide feedback on the Design Documents?
	DOH stakeholders determine whether to provide feedback on the FDD. 
If DOH stakeholders provide feedback, proceed to Step #10 Receive Feedback and Send to Deloitte PMO
If DOH stakeholders do not provide feedback, proceed to Step #9.2 Does DOH Concur that All Comments Have Been Addressed
	DOH Stakeholders

	9.2
	Does DOH Concur that All Comments Have Been Addressed?
	The DOH stakeholders decide if they concur that all comments have been addressed. 
Once we have reached concurrence, Deloitte does not expect to receive any DOH comments impacting development.
If the FDD is not concurred, proceed to Step #9.1 Does DOH Provide Feedback on FDD
If the FDD is concurred, proceed to Step #13 Request Clean Copy from Deloitte
	DOH Stakeholders

	10.0
	Receive Feedback and Send to ███████ PMO 
	The DOS PMO receives feedback and sends it to the ███████ PMO. 
	DOS PMO

	11.0
	Receive Feedback, Save New Version, and Share with ███████ Track
	The ███████ PMO receives feedback, saves a new version of the file, and shares it with the appropriate ███████ track.
	███████ PMO

	12.0
	Address DOH Stakeholder Feedback
	The ███████ track addresses DOH stakeholder feedback.
	███████ Track

	13.0
	Request Clean Copy from ███████ 
	The DOS PMO requests a clean copy from ███████.
	DOS PMO

	14.0
	Save New Version, and Send Clean Copy Request to ███████ Track 
	The ███████ PMO sends clean copy request to the ███████ track.
	███████ PMO

	15.0
	Create Clean Copy; Send to ███████ PMO
	The ███████ track creates a clean copy and sends it to the ███████ PMO.
	███████ Track

	16.0
	Send Clean Copy to DOS PMO
	The ███████ PMO sends the clean copy to the DOS PMO.
	███████ PMO

	17.0
	Review Design Document Clean Copy
	DOS PMO reviews the design document clean copy.
	DOS PMO

	17.1
	Review Complete?
	DOS PMO decides if FDD review is complete. 
If the FDD review is not complete, proceed to Step #18 Receive Feedback and Share with Deloitte Track
If the FDD review is complete, proceed to Step #20 Conduct Final QA/QC
	DOS PMO

	18.0
	Receive Feedback and Share with ███████ Track
	The ███████ PMO receives feedback and shares it with the appropriate ███████ track.
	███████ PMO

	19.0
	Complete Requested Updates on Clean Copy; Send to ███████ PMO
	The ███████ track completes the requested updates and sends the updated document back to the ███████ PMO.
	███████ Tracks

	20.0
	Conduct Final QA/QC 
	The ███████ PMO conducts final QA/QC.
	███████ PMO

	20.1
	Ready for Transmittal?
	The ███████ PMO decides whether the FDD is ready for transmittal.
If the FDD is not ready for transmittal, proceed to Step #21 Update the Design Document and Send Back to Deloitte PMO
If the FDD is ready for transmittal, proceed to Step #22 Initiate Transmittal Process  
	███████ PMO

	21.0
	Update the Design Document and Send Back to ███████ PMO
	The ███████ Track completes the requested updates and sends it back to the Deloitte PMO for a final QA/QC.
	███████ Tracks

	22.0
	Initiate Transmittal Process
	The ███████ PMO initiates the transmittal process. 
Refer to Section 7.4.1. Transmittal Management for more details on the transmittal process. 
	███████ PMO
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Design Document Deliverables follow the same collaboration review cycle as Non-Design Deliverables. Refer to Section 5.4.3 for details. 
[bookmark: _Toc177119254][bookmark: _Toc185952693][bookmark: _Toc192874856]Collaboration Process for Design Document DEDs/Deliverables
Refer to Appendix G: Collaboration Process for DEDs/Deliverables that describes the collaboration process for Design Document Deliverables.
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The final review and disposition of DEDs/Deliverables takes place via the transmittal process. Refer to Section 7 Quality Management Plan for more details on final dispositioning of DEDs/Deliverables.
[bookmark: _Toc185952695][bookmark: _Toc192874858]Modifying Design Deliverables Post Transmittal Approval or Post Concurrence
After a design document reaches concurrence, there are several events or sources that can cause a design document to require further revisions across the project lifecycle. The majority of post concurrence design updates will result from one or more of the following source categories:
· Defects that result in changes to system code and/or associated design documentation
· Observations or JAD-related discussions to provide confirmation or additional clarity to designs
· Solution Exploration Observations resulting in changes to system code and/or design documentation
· Design Update Management (DUM) meeting items that result in design update decisions. DUM meetings are held between ███████ and DOH to discuss parking lot items from JADs and other meetings that require further discussion. As part of the DUM meeting, the updates are evaluated to determine if the update is necessary and if it needs to be routed to the Integrated Change Control Process (ICCP)
When a design document requires post concurrence updates, the document approval status needs to be evaluated before changes are made to the design document. If the design documents are transmittal approved, the ICCP must be completed before the changes to the design document are made and sent for review. If the post collaboration design document has not yet been approved via transmittal, the design update can be submitted without an accompanying CR (unless the update is out of scope and requires a change request to be initiated). 
The table below indicates whether ICCP approval is required to implement a design update for an FDD, Design Component, or ICD. 
	Design Document Status
	Design Update is in Scope?
	ICCP Approval Required Before Updates are Made?

	Transmittal Approved
	Yes
	Yes

	Transmittal Approved
	No
	Yes

	Concurred
	Yes
	No

	Concurred
	No
	Yes


[bookmark: _Toc192875184]Table 5‑6: ICCP Approval for Design Documentation
[bookmark: _Toc192874859][bookmark: _Toc185952696]Design Updates to FDD Post Transmittal Approval Diagram
Link to process flow diagram: Post Transmittal Approval Post Concurrence Design Update Process Flow
[bookmark: _Toc192874860]Design Updates to FDD Post Transmittal Approval Narrative
The following table details the steps outlined in the link to the diagram mentioned above.

	Step #
	Process
	Description
	Stakeholder Group(s)

	1.0
	Design Document Needs Updates
	Design documents could be requiring post transmittal approval/concurrence for several reasons. Common examples include defects, Solution Exploration Observations, JAD sessions, DUM process, etc. 
	███████ Functional team
DOH OHIP

	1.1
	Change Request Required?
	If ███████ and DOH OHIP determine that a Change Request is necessary for the design update and/or the design update is already transmittal approved, then the ICCP process is followed to make the design update.
If the update requires a change request, proceed to Step #1.2 Follow ICCP to Initiate Design Update
If the update does not require a change request, proceed to Step #1.3 System Code Change Required?
	███████ Functional team
DOH OHIP

	1.2
	Follow ICCP to Initiate Design Update
	Create CR ticket, documentation, and follow ICCP to initiate the design update.
	███████ Functional team

	1.3
	System Code Change Required?
	Determine whether the design update will result in a system code change. 
If the update to the design document will result in a system code change, proceed to Step #2 Create Design Update (Doc + Code) the ALM tool Ticket
If the design update does not require a system code update, proceed to Step #3 Create Document Update (Doc only) the ALM tool Ticket
	███████ Functional team

	2.0
	Create Design Update (Doc + Code) the ALM tool Ticket
	The ███████ Functional team creates a Design Update (Doc + Code) ALM tool ticket and fills out the relevant fields. The team links the ticket to the source ticket and corresponding design artifact (i.e., Design Document, Design Component, or ICD).
	███████ Functional team

	3.0
	Create Document Update (Doc Only) the ALM tool Ticket
	The ███████ Functional team creates a Document Update (Doc only) ALM tool ticket and fills out the relevant fields. The team links the ticket to the source ticket and corresponding design artifact (i.e., Design Document, Design Component, or ICD).
	███████ Functional team

	4.0
	Update ALM tool status to Triaged
	The ███████ Functional team updates status of ticket to ‘Triaged’ while analyzing the updates required.
	███████ Functional team

	5.0
	Initiate Design Updates
	The ███████ Functional team obtains the latest version of the design document from either the ADR (if approved via transmittal) or the CDR (if concurred, but not yet approved). 
Changes are made to the design document with tracked changes turned on, and the version history is advanced by .1 with a description indicating the source of the update and summarizing changes made. 
	███████ Functional team

	6.0
	Save Document in Designated DOH SharePoint Location
	The ███████ Functional team saves the design document with tracked changes on while design updates are ongoing in the designated DOH SharePoint folder. Design documents are temporarily stored in this folder throughout the review cycle between DOH and ███████. The hyperlink to the document should be included in the ALM tool ticket.
	███████ Functional team

	7.0
	Complete Design Update Changes
	The ███████ Functional team makes changes to the design document to complete the design update. 
	███████ Functional team

	8.0
	Conduct QA Review of Updated Document
	The ███████ Functional team performs QA checks on the updated design document before it is shared with DOH. 
The ALM tool status is updated to QA Review in Progress. 
	███████ Functional team

	9.0
	Assign to DOH Reviewer
	Once ███████ completes the QA review, and the design document is ready to be shared with DOH, ███████ update the ALM tool status to DOH Review. 
Deloitte notifies and re-assigns the ticket to the designated DOH reviewer. The Target Close Date is updated in the ticket so that Deloitte and DOH can target finishing the review of the design update.
	███████ Functional team

	10.0
	Conduct Design Update Document Review
	DOH OHIP reviews the assigned design update document. 
	DOH OHIP

	10.1
	Comments/Feedback Provided by DOH?
	DOH OHIP determines whether to provide any feedback/comments for ███████ to address 
If there are comments/feedback for Deloitte to address, proceed to Step #11 Provide Comments/Feedback 
If there are no comments or feedback for Deloitte to address and the design update is approved, proceed to Step #12.0 Update ALM tool status to DOH Approval
	DOH OHIP

	11.0
	Provide Comments/Feedback
	DOH OHIP posts comments and feedback directly in the design document. DOH OHIP updates the ALM tool status to Comment Response Pending and reassigns the ALM tool ticket to ███████ to review.
	DOH OHIP

	11.1
	Address DOH Comments/Feedback
	The ███████ Functional team reviews and addresses DOH feedback in the design document, with tracked changes on. 
For each review cycle, the file version is rounded up to the next 0.1 version 
(e.g., 1.1 version updated to 1.2).

Steps # 9.0, 10.0, 10.1, 11.0 and 11.1 are repeated until Deloitte addresses all comments in the document.
	███████ Functional team

	12.0
	Update ALM tool status to DOH Approval
	DOH OHIP notifies ███████ and updates the ALM tool status to DOH Approval.
	DOH OHIP

	13.0
	Update ALM tool status to ADR File Sync In Progress
	███████ updates the ALM tool status to ADR File Sync in Progress. 
	███████ Functional team

	14.0
	Create Clean Copy and Store in CDR/ADR
	The ███████ Functional team prepares the associated clean copies and stores them in the respective DOH SharePoint folders.
The Deloitte Functional team loads a copy of the latest DOH Approved document (with tracked changes/comments) into the designated location on DOH SharePoint. If there was a previous version in the folder, it is placed in an archive folder.
The team next creates a clean copy of the latest approved design, which involves accepting/removing tracked changes/comments and advancing the document version to the next whole number. This version is loaded into the CDR folder if the design document status is concurred, or the ADR if the design document that was updated was transmittal approved. Previous versions are archived.  
	███████ Functional team

	15.0
	Design Update Resulted in System Code Impact?
	The ███████ Functional team updates the corresponding ALM tool status depending on whether the design update had a system code impact. 
If the design update did not result in a system code impact, proceed to Step #16.0 Update ALM tool status to Document Only Update Completed
If the design update resulted in a system code impact and the design needs to be added to the development backlog, proceed to Step #17.0 Update ALM tool status to Ready for Development 
	███████ Functional team

	16.0 
	Update the ALM tool status to Document Only Update Completed
	The ███████ Functional team updates the ALM tool status to Document Only Update Completed.
	███████ Functional team

	17.0
	Update the ALM tool status to Ready for Development
	The ███████ Functional team updates ALM tool status to Ready for Development to add updated design to ███████’s development backlog as it is ready for development.
	███████ Functional team

	17.1
	Update the ALM tool status to Development in Progress
	The ███████ Development team works on the system code changes and updates ticket status to Development in Progress.
	███████ Development team

	17.2
	Complete Code Change and Update the ALM tool status to Ready for SIT
	Once development is completed, the design update is ready for System Integration Testing (SIT) in testing environment. The ███████ Development team updates the ALM tool status to Ready for SIT.
	███████ Development team

	17.3
	Conduct SIT and Update the ALM tool status to SIT In Progress
	███████ conducts SIT and updates ticket status to SIT In Progress.
	███████ Testing team

	17.4
	Update the ALM tool status to Ready for UAT
	Once ███████ completes SIT, the design update is ready for UAT. The ███████ Testing team updates the ALM tool status to Ready for UAT.
	███████ Testing team


[bookmark: _Toc192875185]Table 5‑7: Design Updates Post FDD Approval Narrative
[bookmark: _Toc192874861]Storing Design Documentation in DOH SharePoint
The DOH SharePoint is used to store, update, and collaborate on design documentation. 
Refer to Appendix H: Design Document Storage on DOH SharePoint for details regarding folder types used to store design documents throughout the design lifecycle. 
[bookmark: _Toc185949320][bookmark: _Toc186884904][bookmark: _Toc187428646][bookmark: _Toc188451022][bookmark: _Toc188619916][bookmark: _Toc185952699][bookmark: _Toc192874862]Deliverable Approval Criteria
Design Document Deliverable approval criteria mirrors Non-Design Document Deliverable approval criteria. Refer to Section 5.4.8 for details.
[bookmark: _Toc185949324][bookmark: _Toc186884908][bookmark: _Toc187428650][bookmark: _Toc188451026][bookmark: _Toc188619920][bookmark: _Toc177119258][bookmark: _Toc185952700][bookmark: _Toc192874863]Work Products
Work products are documents created in support of the project that are not considered contractual deliverables and therefore are not subject to the standard deliverable approval processes. If ███████ and DOH OHIP determine that a work product should be submitted via transmittal or requires formal feedback, ███████ and DOH OHIP stakeholders will mutually agree to the expected review timelines and whether formal approval is needed. 
[bookmark: _Toc151106843][bookmark: _Toc177119259][bookmark: _Toc185952701][bookmark: _Toc192874864]Application Lifecycle Management (ALM) Tools
The ALM tool is the standard ALM tool for tracking review and approval processes for all DED/Deliverable types. For additional detail on ALM tool statuses, configuration, and roles and responsibilities, refer to Section 2.20 the ALM tool.
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Section 6 – Budget Management Plan


[bookmark: _Toc177119261][bookmark: _Toc185952703][bookmark: _Toc192874865]Budget Management Plan
[bookmark: _Toc152089317][bookmark: _Toc177119262][bookmark: _Toc185952704][bookmark: _Toc192874866]Introduction 
The Budget Management Plan includes the processes needed to manage, track, and report project costs within the project budget. The initial project budget is set forth in the MSOW. Upon delivery of the first ISOW, an ISOW budget will be created, reviewed, and baselined. 
[bookmark: _Toc152089318][bookmark: _Toc177119263][bookmark: _Toc185952705][bookmark: _Toc192874867]Purpose 
The Continuing Medicaid Eligibility Modernization project is expected to be delivered within the available project budget as defined in the MSOW. The project objectives, high level scope, and timeline defined in the MSOW were used to estimate the initial project budget, but that estimate will be refined as the project progresses through the creation and execution of each ISOW. 
Over the term of this project, ███████ and the New York State DOH OHIP will draft and implement ISOWs. Each ISOW will be allocated a portion of the overall budget to provide the services and deliverables specified in each ISOW. For this reason, the project budget must be managed carefully. 
The objective of the Budget Management Plan is to provide a budget management process that achieves the following:
The overall project budget management approach, including initial budget tracking, budget adjustment, and payment process
Identification of a process for budget and invoice reporting
[bookmark: _Toc144998724][bookmark: _Toc144999037][bookmark: _Toc144999164][bookmark: _Toc144998725][bookmark: _Toc144999038][bookmark: _Toc144999165][bookmark: _Toc144379744][bookmark: _Toc152089319][bookmark: _Toc177119264][bookmark: _Toc185952706][bookmark: _Toc192874868]Budget Management Approach
Budget management includes the creation of the initial ISOW budget and the management of that budget throughout the project. Events that can initiate the budget management process include annual or periodic budget reviews, the creation of new ISOWs that need to draw down from the project budget, and changes that occur via the Integrated Change Control Process (refer to Section 10) that may result in project budget impacts. 
[bookmark: _Toc152089320][bookmark: _Toc177119265][bookmark: _Toc185952707][bookmark: _Toc192874869]Initial Budget Allocation Process
The MSOW contains an overall budget for the MECM system based on an initial estimation of the effort and associated fees to complete the services outlined in the contract. DOH OHIP and ███████ expect this initial budget to be sufficient to deliver Wave 1. In each ISOW, the budget will be refined and allocated to a specific scope.
[bookmark: _Toc151405150][bookmark: _Toc152073101][bookmark: _Toc152089321][bookmark: _Toc151405151][bookmark: _Toc152073102][bookmark: _Toc152089322][bookmark: _Toc151405152][bookmark: _Toc152073103][bookmark: _Toc152089323][bookmark: _Toc151405153][bookmark: _Toc152073104][bookmark: _Toc152089324][bookmark: _Toc151405154][bookmark: _Toc152073105][bookmark: _Toc152089325][bookmark: _Toc151405155][bookmark: _Toc152073106][bookmark: _Toc152089326][bookmark: _Toc151405156][bookmark: _Toc152073107][bookmark: _Toc152089327][bookmark: _Toc151405157][bookmark: _Toc152073108][bookmark: _Toc152089328][bookmark: _Toc151405158][bookmark: _Toc152073109][bookmark: _Toc152089329][bookmark: _Toc151405159][bookmark: _Toc152073110][bookmark: _Toc152089330][bookmark: _Toc151405160][bookmark: _Toc152073111][bookmark: _Toc152089331][bookmark: _Toc152089332][bookmark: _Toc177119266][bookmark: _Toc185952708][bookmark: _Toc192874870]Budget Allocation Process Flow Diagram
The following diagram depicts the initial budget allocation process for the Continuing Medicaid Eligibility Modernization project. The diagram conveys an overview of responsibilities across ███████ Leadership, DOH OHIP, and MECM Quality Assurance. 


[bookmark: _Toc150786449][bookmark: _Toc152089346][bookmark: _Toc178152051][bookmark: _Toc192875067]Figure 6-1: Initial Budget Allocation Process Flow Diagram
[bookmark: _Toc152089333][bookmark: _Toc177119267][bookmark: _Toc185952709][bookmark: _Toc192874871]Initial Budget Allocation Process Flow Narrative
The following table describes each process step illustrated above.
	Step #
	Process Step
	Description
	Stakeholder Group(s)

	1
	MSOW and Master Budget Established
	███████ Leadership and DOH OHIP establish the MSOW and the Master Budget for each Wave. This also establishes the Master ISOW Integrated Project Schedule (see 4.1 Terms and Definitions). 
	███████ Leadership
DOH OHIP

	2
	Vendor Submits ISOW to DOH OHIP 
	For each new trigger (e.g., change in scope, budget, schedule, etc.), an ISOW must be developed detailing the scope of services, timeline, staffing model, deliverables, payment schedule, and payment trigger conditions.
	███████ Leadership

	3
	QA / DOH OHIP Reviews ISOW
	DOH OHIP reviews the draft ISOW for alignment with DOH OHIP priorities and applicable expectations and regulations. DOH OHIP can provide feedback, in the form of comments and questions, for ███████ to address prior to approval.
The ISOW is then returned to Deloitte Leadership for updates. The QA process may require multiple iterations or working sessions.
	MECM QA
DOH OHIP

	3.1
	Is the ISOW approved?
	If DOH OHIP approves the ISOW without any outstanding comments or questions, proceed to Step #4 Budget Established and Executed
If the ISOW is not approved, return to Step #2 Vendor Submits ISOW to DOH OHIP to update the ISOW in preparation for another submittal
	MECM QA
DOH OHIP

	4
	Budget Established and Executed
	Once the ISOW is approved, ███████ and DOH OHIP establish a mutually accepted budget plan based on the approved ISOW. The Master ISOW Integrated Project Schedule will be updated to reflect change. 
Deloitte can then proceed to invoicing, outlined in Section 6.3.2 Invoicing.
	███████ Leadership
DOH OHIP


[bookmark: _Toc152089350][bookmark: _Toc192875186]Table 6‑1: Initial Budget Allocation Process Narrative
[bookmark: _Toc177119268][bookmark: _Toc185952710][bookmark: _Toc192874872]Budget Maintenance 
After initial budget allocation, ███████ will monitor and maintain the budget for each ISOW on an ongoing basis. ███████ will maintain an ISOW Invoice Catalog in Excel (a component of the Master ISOW Integrated Project Schedule) representing the status of all ISOW invoices. Additionally, ███████ will leverage the Project Status Report PowerPoint document to report on the project budget, including total contract amount, percent complete of deliverables, project costs (planned vs. actual), and financial change request details, as required by the MSOW.
[bookmark: _Toc152089334][bookmark: _Toc177119269][bookmark: _Toc185952711][bookmark: _Toc192874873]Invoicing 
Each ISOW will be organized by service area, each of which will be categorized as fixed fee or variable fee costs. The fixed fee costs will remain as-is during execution of the project once they are established through the execution of an ISOW. These fixed fee costs will be tracked through invoice and payment tracking of each ISOW. Variable fee costs will require additional tracking and periodic review to assess trends and potential impacts to the project budget as these costs are based on actual progress, which can vary from the initial estimate used to budget for the variable costs.
As part of budget tracking, the ███████ PMO, Business Operations, and MECM QA will conduct regular reviews of the budget and funding availability. During this meeting, the ███████ PMO and MECM QA will discuss upcoming deliverable submissions, subsequent invoicing, the availability of funding for the invoices, and revise budgets and purchase orders, as necessary and as mutually agreed upon between ███████ and DOH OHIP.
[bookmark: _Toc152089335][bookmark: _Toc177119270][bookmark: _Toc185952712][bookmark: _Toc192874874]Invoicing Process Flow Diagram
The following diagram depicts the invoicing process for the Continuing Medicaid Eligibility Modernization project. The diagram conveys an overview of responsibilities across the ███████ PMO and DOH OHIP. 

[bookmark: _Toc144910032][bookmark: _Toc144973612][bookmark: _Toc144973647][bookmark: _Toc144974691][bookmark: _Toc150786450][bookmark: _Toc152089347][bookmark: _Toc178152052][bookmark: _Toc192875068]Figure 6-2: Invoicing Process Flow Diagram
[bookmark: _Toc152089336][bookmark: _Toc177119271][bookmark: _Toc185952713][bookmark: _Toc192874875] Invoicing Process Flow Narrative
The following table describes each step of the process illustrated above.
	Step #
	Process Step
	Description
	Stakeholder Group(s)

	1
	Project Event or Milestone Completion Occurs Triggering Invoice 
	When ███████ completes a project event or milestone (based on the Master ISOW Integrated Project Schedule), it will trigger an invoice to be delivered to DOH OHIP (see Appendix C-5 Budget Management Roles & Responsibilities).
	███████ PMO

	2
	Invoice is Generated Based on Invoice Catalog from Master ISOW Integrated Project Schedule
	Following DOH OHIP approval, ███████ generates an invoice for the deliverable by leveraging the Claim for Payment (refer to Section 6.5 State Of New York Claim for Payment). 
	███████ PMO

	3
	Transmit Invoice Draft to DOH for Disposition
	Upon compiling an invoice, the ███████ PMO will transmit the draft invoice with DOH OHIP for review and discussion prior to formally transmitting the invoice for payment.
	███████ PMO

	4
	Review Transmitted Invoice
	Upon receipt of the draft invoice, DOH OHIP will review the draft invoice for accuracy and completion.
	MECM QA
DOH OHIP 

	4.1
	Transmittal Approved?
	DOH OHIP will review draft invoice and add any comments, questions, or edits if necessary.
If the invoice is approved without any changes, proceed to Step #6 Submit Approved Invoice to Accounts Payable
If the invoice is not approved and requires further updates, proceed to Step #5 Update Invoice 
	MECM QA
DOH OHIP

	5
	Update Invoice
	Address DOH OHIP feedback and concerns. Proceed to Step #4 Review Transmitted Invoice.
	███████ PMO

	6
	Submit Approved Invoice to Accounts Payable
	███████ submits the invoice via the Transmittal Process-Inbound process per the Quality Management Plan (refer to Section 7.4.1.1). Upon approval from DOH OHIP via transmittal, ███████ submits the invoice and Claim for Payment via email, as instructed in the OHIP Invoice Submission FAQ (refer to Section 6.6). After the invoice is paid, ███████ updates the Invoice Catalogue to reflect funding drawdowns. 
	███████ PMO


[bookmark: _Toc192875187][bookmark: _Toc152089337][bookmark: _Toc144379745]Table 6‑2: Invoicing Process Flow Narrative
[bookmark: _Toc177119272][bookmark: _Toc185952714][bookmark: _Toc192874876]Budget Reporting
As outlined in the MSOW and subsequent ISOWs, ███████ will include budget updates in the weekly Project Status Report (PSR). It will include the following details: 
Total contract amount
Percent complete of deliverables
Project costs (planned vs. actual)
Financial change request details
Topline MSOW figure with subsequent breakout of ISOWs
[bookmark: _Toc152089338][bookmark: _Toc177119273][bookmark: _Toc185952715][bookmark: _Toc192874877]Budget Adjustments
Adjustments may be made to the initial project budget based on mutual agreement between DOH OHIP and ███████ using the contract amendment process. This may be required if additional scope, schedule, or resource needs are identified and agreed upon beyond what is documented within the initial project budget as defined in the MSOW or ISOWs. 
When this occurs, ███████ will update the ISOW budget with the newly available project budget, including the identification of new ISOWs, and if applicable, within the Master ISOW Integrated Project Schedule and facilitate a review of the new ISOW budget. The remainder of the budget management process steps will be followed to complete the process.


[bookmark: _Toc149654373][bookmark: _Toc149722230][bookmark: _Toc149722316][bookmark: _Toc149722401][bookmark: _Toc149725017][bookmark: _Toc149654381][bookmark: _Toc149722238][bookmark: _Toc149722322][bookmark: _Toc149722409][bookmark: _Toc149725025][bookmark: _Toc177119274][bookmark: _Toc185952716][bookmark: _Toc192874878]Tool and Descriptions 
	Tool
	Format
	Description

	ISOW Invoice Catalog
	Excel
	Document representing the status of all ISOW invoices. This is a component of the Master ISOW Integrated Project Schedule. 

	Project Status Report
	PowerPoint
	Document distributed weekly, including project updates for discussion during regular meetings between DOH OHIP and ███████ teams. The PSR will report on the project budget, including total contract amount, percent complete of deliverables, project costs (planned vs. actual), and financial change request details, as required by the MSOW. 


[bookmark: _Toc192875188]Table 6‑3: Tools and Descriptions
[bookmark: _Toc152089341][bookmark: _Toc177119275][bookmark: _Toc185952717][bookmark: _Toc192874879]State Of New York Claim for Payment Form
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[bookmark: _Toc152089348][bookmark: _Toc178152053][bookmark: _Toc192875069]Figure 6-3: State Of New York Claim for Payment Form
[bookmark: _Toc151405171][bookmark: _Toc152073122][bookmark: _Toc152089342][bookmark: _Toc149654384][bookmark: _Toc149722241][bookmark: _Toc149722325][bookmark: _Toc149722412][bookmark: _Toc149725028][bookmark: _Toc152089343][bookmark: _Toc177119276][bookmark: _Toc185952718][bookmark: _Toc192874880]OHIP Invoice Submission FAQ
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[bookmark: _Toc177119277][bookmark: _Toc185952719][bookmark: _Toc192874881][bookmark: _Toc153278072]Quality Management Plan
[bookmark: _Toc177119278][bookmark: _Toc185952720][bookmark: _Toc192874882]Introduction
The QMP outlines project guidelines and procedures for assessing and confirming the quality of project deliverables, DEDs, and processes. The QMP establishes a shared understanding of quality standards, verification processes, and project controls to be implemented and managed throughout the project lifecycle. 
[bookmark: _Toc153278073][bookmark: _Toc177119279][bookmark: _Toc185952721][bookmark: _Toc192874883]Purpose
The purpose of the QMP is to define the objectives, processes, tools, and roles and responsibilities required to manage quality throughout the project lifecycle. The QMP provides consistency across the project through adherence to project methods, processes, templates, and tools. The scope of the QMP applies to the quality control of deliverables and work products to help confirm they meet project requirements. In addition, the QMP scope applies to the quality assurance processes, standards, tools, and techniques used to create those subsequent work products. 
The ███████ team will leverage the QMP to enhance teamwork, organizational efficiency, and commitment to quality at every stage of the project. An example of the QMP being utilized is within the SDLC Roles and Responsibilities. To support and promote quality in every stage of the project, ███████ includes in Appendix C-1 SDLC Roles and Responsibilities and an accompanying RACI matrix that outlines stakeholder group(s) involved in quality assurance activities. 
The objectives of this QMP are to:
Define the approach to effectively use project processes, checklists, style guides, and tools to support the project team in delivering quality throughout the project 
Define the approach to verify that deliverables are meeting project standards and quality expectations to match the needs of DOH OHIP
[bookmark: _Toc143601251][bookmark: _Toc140529193]Define what additional groups outside the core project team will be supporting the project to help achieve these quality objectives
Establish processes for continuous improvement, which draws on lessons learned throughout the life cycle of the project to continue to drive the highest project standards and quality expectations 
[bookmark: _Toc143601256][bookmark: _Toc153278074][bookmark: _Toc177119280][bookmark: _Toc185952722][bookmark: _Toc192874884]Quality Assurance Approach
The Quality Assurance Approach section of the QMP provides detail on the internal quality review process and the escalation process. It also summarizes how lessons learned are incorporated into future quality planning. This quality management document is focused on deliverables, associated documentation, and other project work products. Quality management approaches associated with test management activities are supported by the Test Management Plan (DEL-09).
███████ will designate a QA/QC Lead to collaborate with the QA/QC counterpart from the DOS PMO to plan, manage, and monitor quality processes across the ███████ team. The QA/QC Lead will help confirm that project-defined processes, cadences, and expectations around quality are implemented and followed throughout the duration of the project. As part of their role, the QA/QC Lead will oversee the rollout and implementation of key process-defining documents, such as the PMP, Test Management Plan, and ISD. In addition, the QA/QC Lead will leverage the SDLC RACI to define and hold accountable stakeholder group(s) that are also involved in QA tasks throughout the SDLC phases. The QA/QC Lead and relevant stakeholders will leverage processes, tools, and standards referenced in the QMP to drive continuous quality improvement. Additional roles can be found in Appendix C-6 Quality Management Plan Roles and Responsibilities.
[bookmark: _Toc143601253][bookmark: _Toc153278075][bookmark: _Toc177119281][bookmark: _Toc185952723][bookmark: _Toc192874885]Implementing the Quality Management Plan
Successful implementation of the QMP is the shared responsibility of the entire project team. Every member of the project team is responsible for following the quality standards, processes, and requirements identified in this QMP. It is the responsibility of the Quality Assurance stakeholder group to identify and implement required revisions to the project’s QMP to keep it current and relevant.
Additionally, the reviewers assigned at each deliverable submission, or resubmission, review the revised document. The QMP will be maintained on and uploaded to the DOH SharePoint along with other DOH OHIP-approved deliverables.
[bookmark: _Toc153278076][bookmark: _Toc177119282][bookmark: _Toc185952724][bookmark: _Toc192874886]Quality Management to Meet State and Federal Regulations
Successful implementation of the QMP also requires that the entire project team meet State and Federal regulations. The NextGen based solution, implemented as part of MECM, supports DOH OHIP’s need to satisfy the requirements of the Affordable Care Act (ACA) and the Centers for Medicare and Medicaid Services (CMS) 7 Standards and Conditions including Medicaid Information Technology Architecture (MITA) and federal security compliance requirements. 
The NextGen solution is an Enterprise Platform, built on a flexible and modular technical architecture, and is based upon open standards and Service Oriented Architecture (SOA) leading practices as well as the MITA 3.0 framework. 

As part of ███████’s effort to align to MITA 3.0, which reflects new and recently updated legislation, including: Health Information Technology for Economic and Clinical Health Act (HITECH), Children’s Health Insurance Program Reauthorization Act (CHIPRA), Affordable Care Act (ACA), and Health Insurance Portability and Accountability Act (HIPAA), the ███████ team performs the following: 
Provide technical resources with knowledge of CMS’s MITA 3.0 standards to support the technical services within this ISOW
Review the Enterprise and Solution Architecture deliverables for alignment with CMS MITA 3.0 standards
Demonstrate to DOH OHIP the alignment of the MECM Enterprise and Solution Architecture with CMS MITA 3.0 standards
Address CMS requirements as part of the System a Plan (SSP)
Adhere to CMS Outcome-Based Certification (OBC) requirements 
Confirm data quality meets Transformed Medicaid Statistical Information System (T-MSIS) standards
[bookmark: _Toc143601257][bookmark: _Toc153278077][bookmark: _Toc177119283][bookmark: _Toc185952725][bookmark: _Toc192874887]Quality Assurance Reviews
Quality assurance reviews will be performed to evaluate the major project processes. These reviews may include both project management processes (e.g., risk management, deliverable management) and technology processes (e.g., requirements management, test case development). Relevant stakeholder groups will perform quality assurance reviews to confirm that the project team follows the processes and standards. These reviews will focus on addressing whether the documented processes are being followed, are working, and are efficient. ███████ and DOH OHIP align early on as part of this review process. As quality assurance reviews are performed, the project team will evaluate the results and determine what, if any, actions should be taken. Actions might include additional training, process enforcement, or process refinements. 
███████ places a strong emphasis on continuous improvement through regular reviews and lessons learned sessions. These sessions would be conducted at the conclusion of each project phase, serving as a core element of our iterative and collaborative process. These reviews may take the form of internal assessments conducted by our project team or external sessions involving stakeholder participation. 
During these sessions, ███████ will identify areas for improvement and acknowledge successes – activities to sustain. Lessons learned encompass a broad spectrum of knowledge, ranging from process efficiencies and leading practices to specific challenges and solutions. This comprehensive approach promotes a holistic view of the project’s journey. The accrued knowledge and insights are documented and integrated into our project management tool, the ALM tool. This step is instrumental in preserving the institutional memory of the projects and enables easy retrieval and reference in the future. Each new phase or iteration/bundle begins with a review of these lessons, so past experiences inform our future actions. This iterative approach confirms that we actively incorporate our insights into our processes, leading to increased efficiency, effectiveness, and ultimately, a higher level of quality and project satisfaction.
[bookmark: _Toc143601259][bookmark: _Toc153278078][bookmark: _Toc177119284][bookmark: _Toc185952726][bookmark: _Toc192874888]Project Quality Standards
The purpose of this section is to define the project’s plans for performing quality assurance reviews. Quality standards are the basis for measuring quality on a project, and they help the team determine whether project deliverables meet pre-defined criteria regarding content presentation.
Quality standards can be defined by different sources, including:
Stakeholder Defined Standards – Approved standards specific to DOH OHIP and/or the project
Industry Standards – Globally accepted and applied standards in a particular domain 
███████ Standards – Standards developed based on relevant experience and applicable industry standards
Although many standards apply across most technology projects, it is important to define standards specific to the Continuing Medicaid Eligibility Modernization project to meet project-specific requirements. Standards will continue to be added, removed, and redefined throughout the course of the project.
███████’s quality framework is built around two core sets of standards, which are listed below. 
Project Management Institute’s (PMI) Project Management Body of Knowledge (PMBOK®) – PMI is the world’s leading not-for-profit membership association for the project management profession and provides global project management standards, including the PMBOK® guide. PMBOK focuses on three primary components of quality management: overall quality philosophy, quality assurance, and quality control. ███████’s project-level PMP draws upon the core tenets of these components
███████ Enterprise Value Delivery for Systems Integration (EVD for SI) – Based on the Software Engineering Institute’s (SEI) Capability Maturity Model Integration (CMMI®) and PMBOK®, the EVD for SI method supports all activities that are executed during the project life cycle, from project initiation and planning to deployment of the final product and project closure. The EVD for SI is compliant to CMMI Level 3 process maturity expectations, which a focus on being proactive, rather than reactive. ███████’s SDLC Methodology (refer to Section 2) is based on and adherences to standards outlined in the EVD for SI
All quality management standards outlined in the QMP and implemented on the Continuing Medicaid Eligibility Modernization project will be mutually agreed upon by ███████ and DOH OHIP through the review and approval of this document. The project will use quality checklists and review cycles to adhere to contract requirements; industry standard tools to drive consistency and uniformity across the project; and thorough cycles of quality planning, assurance, monitoring, and support to get feedback that promotes continuous improvement.
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Defined standards in documentation will be maintained on the DOH SharePoint site; any updates to the documentation will be tracked as decisions to update these documentation standards. Once the initial standards for the project are defined, an approach will be specified to measure each standard and verify that it is met. The project will use the following definitions for standard verification:
	Term
	Description

	Standard
	The documented source of guidelines, criteria, or specifications established to provide a common framework for executing and assessing project-related activities

	Standard Reference
	The source of the standard, including a reference number, if applicable

	Wave
	The phase of the project that the standard applies to; some standards may apply to all phases

	Process/Product
	Identifies if the standard is a process standard (e.g., Integrated Change Control Process) or a product standard (e.g., Requirements Management Plan)

	Product/Process Name
	The name of the product or process 

	Verification Method
	The method that will be used to verify the standard

	Verification Checklist
	The name of the checklist that will be used in the verification process, if applicable

	When Verification Performed
	The timing of the verification (e.g., weekly, when a document is complete)

	Information Required (Tracking Mechanism)
	The information that is required to verify the standard, and the way the information is tracked (e.g., the ALM tool/the requirements management tool)

	Metric to Track
	The metric that will be tracked for the standard

	Standard/Verification Owner
	The person responsible for ensuring that the standard is verified


[bookmark: _Toc153278128][bookmark: _Toc192875189]Table 7‑1: Standard Verification
The project will use the following verification methods, based on ███████’s internal leading practices:
Inspection – An independent inspection or measurement of a product or work process. In software, for example, quality control personnel can perform (or observe others performing) tests on system functionality. Inspections and measurements are generally recorded to provide an audit trail
Document Review – A document review that applies project quality standards. A document review can and should be performed at all stages of document development, so that standards can be verified early in the document development process. Document reviews are performed at all levels of the project organization, and the required reviewers will be defined for each deliverable
The different types of document reviews are listed in the table below.
	Type
	Description
	Timeframe

	Pre-Collaboration Review

	███████ Draft Review
	███████ conducts internal QA/QC review(s) of the document draft ahead of DOH OHIP collaboration. 
	Iterative process until document is ready for DOH OHIP collaboration 

	Initial Draft Review Prior to Collaboration 
	███████ submits the initial draft document for DOH OHIP review and feedback.
Note: This typically applies to FDDs and ICDs.
	As needed for the creation of document

	Pre-Collaboration ███████ QA/QC
	███████ reviews the deliverable against the applicable checklist(s) to prepare for collaboration.
	Immediately prior to the initiation of collaboration

	Collaboration with DOH OHIP
	███████ updates the document to incorporate any feedback or input received from DOH OHIP to make the document ready for review by DOH OHIP or other designated stakeholders.
The collaboration phase may start with an informal walkthrough (optional and conducted as needed).
	All deliverables require DOH OHIP collaboration 

	Informal Walkthrough 
	If requested and agreed upon by ███████ and DOH OHIP stakeholders, the collaboration phase starts with an informal walkthrough (optional) as requested to facilitate document content alignment.
This review is conducted by the deliverable owner or designee.
	The timing of informal walkthroughs is mutually agreed by ███████ and DOH OHIP stakeholders

	Post Collaboration Review

	Formal QA/QC Review
	███████ creates a clean copy of the document after collaboration is completed and conducts QA/QC review ahead of drafting transmittal for final document approval.
	After collaboration is completed but prior to initiating transmittal

	Submit Transmittal for DOH OHIP Review
	███████ confirms the document is ready for transmittal.
The final review and approval of documents takes place via the transmittal process.
	Once all comments and feedback are addressed and DOH OHIP consider the review of the document complete

	DOH OHIP Final Review During Transmittal
	The DOS PMO completes a QA/QC review using established quality checklists and provides a disposition recommendation to DOH OHIP.
	As agreed to by DOH OHIP/███████ and specified in the transmittal. This is typically 5 business days


[bookmark: _Toc153278129][bookmark: _Toc192875190]Table 7‑2: Document Review Types
Code Review – A review of the system code that applies project quality standards. Code reviews occur as part of unit testing and are done in accordance with project approved Unit Test Checklists. The details on how when code reviews occur will be defined in the Test Management Plan (DEL-09)
Process Review – A review of a project process that applies project quality standards. Processes, like products (e.g., documents and code), need to be controlled. Processes on the project will be required to meet defined standards
[bookmark: _Toc143601261][bookmark: _Toc153278080][bookmark: _Toc177119286][bookmark: _Toc185952728][bookmark: _Toc192874890]Standard Verification Checklists
A verification checklist is a common and effective way to control document quality. Checklists are used as part of any of the verification methods and are incorporated from the very beginning of product development (document or code) or a controlled process.
The product author/process owner and the relevant stakeholders discuss what standards apply to each product or process at the beginning of the planning stage for each product/process. 
The verification checklists for DEDs/Deliverables can be found in Appendix E: DED/Deliverable Quality Checklists.
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The output of quality assurance reviews will be a set of suggested actions. Once these actions are identified, the project team will discuss at the project status meeting and mutually determine which, if any, actions will be undertaken. Actions that are approved for implementation will be documented in the ALM tool (Risk, Action Item, Issue, Decision (RAID) Log Dashboard) and tracked to completion according to the Project Controls Plan (refer to Section 9).
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The ███████ team includes a dedicated Contract Manager who will assume the responsibility of managing and monitoring our contractual obligations. This role is critical in confirming that ███████ upholds commitments, maintain compliance, and foster a collaborative and transparent relationship. The Contract Manager will reference the M&O Run Book and track Service Level Agreements (SLA’s) as part of contract compliance.
To maintain open and ongoing communication, ███████ will institute a structured meeting with the Change Advisory Board on a mutually agreed upon cadence. These meetings are designed to provide a platform for robust and transparent discussions surrounding our contractual obligations. By adhering to this proactive governance structure, ███████ aims to address any emerging issues, align on project milestones, and explore opportunities for continuous improvement.
[bookmark: _Toc153278083][bookmark: _Toc177119289][bookmark: _Toc185952731][bookmark: _Toc192874893]Evaluation of Standards
When completing quality assurance and quality control, the ███████ team may use several different industry standards to measure standards: 
	Method
	Description

	Adherence to Requirements 
	Assess the extent to which project activities, processes, and deliverables comply with specified requirements and standards

	Quality of Deliverables
	Evaluate the quality of project deliverables and work products by measuring the occurrence of defects, errors, or deviations from established standards

	Timeline and Schedule Adherence
	Measure how well the project adheres to the established schedule and timeline outlined in the baselined project plan

	Stakeholder Satisfaction
	Collect feedback from project stakeholders to gauge their satisfaction with project outcomes, communication, and agreed-upon standards


[bookmark: _Toc192875191]Table 7‑3: Methods of Measuring Standards
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███████ manages continuous process improvement and quality improvement processes in projects through a Quality Management Framework that includes practices to manage project delivery standards, monitor results, and identify improvement actions. Standard metrics for measuring project delivery on time and on budget will be included in regular reviews with DOH OHIP. ███████ has a process for delivery standardization, which allows for the application of the latest standards and leading practices. Furthermore, ███████ identifies opportunities for increased standardization through internal quality reviews. With these tools, along with lessons learned sessions at the end of each phase, ███████ will provide continuous learning in process improvement and skills enhancement to maintain standards and quality for the project.
As part of continuous process improvement, ███████ will conduct a lesson learned session with DOH OHIP at the end of each phase of the SDLC. ███████ will present and be ready to discuss lessons learned from the previous phase and will drive to confirm that those lessons learned are applied in the next phase as well as next wave, as applicable. 
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Quality control involves monitoring project-specific results for quality, and identifying corrective, preventive, or improvement actions when results are unsatisfactory or do not meet expected standards and requirements. This section of the QMP identifies the project quality standards, describes the verification approach and methods, supplies the project quality methods, and provides the process for addressing quality issues. 
Note that ███████’s overall testing strategy, approach to performing solution testing, identifying and managing defects, and providing UAT support is discussed in detail in the Test Management Plan (DEL-09).
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Transmittal management is the set of activities the project uses to review and obtain appropriate levels of DOH OHIP approval for project deliverables and work products subject to the transmittal process. ███████ and DOH OHIP will transfer or “transmit” work products and deliverables, and the artifacts associated with the deliverables according to the transmittal process mentioned below. The DOS PMO oversees the final review and disposition via email transmittal. 
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The following diagram depicts the inbound transmittal flow for the Continuing Medicaid Eligibility Modernization project.
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The following table describes each process step illustrated above.
	Step # 
	Process Step 
	Description 
	Stakeholder Group(s) 

	1 
	Upload Transmittal and Add to Tracker 
	Upon receipt of a transmittal, MECM QA will upload the transmittal to the Transmittal Repository, which is a folder used for storing and dissemination transmittals between ███████ and DOH OHIP and is located on the DOH SharePoint. ███████ will add the transmittal to the Transmittal Tracker Spreadsheet, which is an Excel file that tracks details of transmittals, including time and date, between DOH OHIP and ███████. 
	MECM QA 

	2 
	Send Transmittal to DOS for Review and Response 
	After the document has been uploaded to the Transmittal Repository and added to the Transmittal Tracker Spreadsheet, MECM QA will notify DOH OHIP Leadership to review and respond to the transmittal. 
	MECM QA 

	3 
	Review and Respond 
	DOH OHIP Leadership will initiate the review process and begin QA, in accordance with the timelines identified in the Deliverable Management Plan (refer to Section 5) and will develop/gather feedback to be included in the response to MECM QA. 
	DOH OHIP Leadership 

	4 
	Draft Response Transmittal Letter and Send for Review and Approval 
	Using the input from DOH OHIP Leadership, MECM QA will draft a response letter to ███████. The letter will include relevant QA feedback and suggestions from DOH OHIP Leadership and other DOH OHIP stakeholders involved in the QA. 
	MECM QA 

	5 
	Review for Approval 
	DOH OHIP Leadership will review and approve the draft response letter before MECM QA sends the draft response letter to ███████. 
	DOH OHIP Leadership 

	6 
	Decision to Approve or Reject 
	DOH OHIP Leadership will either approve or reject the draft response letter. 
If DOH OHIP Leadership rejects the letter, proceed to Step #6.1 Update Letter based on Feedback and Resend for Review
If DOS Leadership approves the letter, proceed to Step #7 Assign Transmittal Number and Add to Tracker 
	DOH OHIP Leadership 

	6.1 
	Update Letter Based on Feedback and Resend for Review 
	If DOH OHIP Leadership rejects the letter, MECM QA will update the draft response letter to incorporate the feedback provided by DOH OHIP Leadership. 
Once the edits are completed, proceed to Step #5 Review for Approval.  
	MECM QA 

	7 
	Assign Transmittal Number and Add to Tracker 
	If DOH OHIP Leadership approves the letter, MECM QA will assign the draft response letter a transmittal number and add it to the Transmittal Tracker Spreadsheet. 
	MECM QA 

	8 
	Upload to SharePoint Site Transmittal Folder 
	MECM QA will then upload the completed transmittal to the Transmittal Repository. 
	MECM QA 

	9 
	Send to Vendor 
	MECM QA will send the transmittal to ███████ via email link to the Transmittal Repository. 
	MECM QA 


[bookmark: _Toc192875192]Table 7‑4: MECM Transmittal Process - Inbound Flow Narrative
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The following diagram depicts the outbound transmittal flow for the Continuing Medicaid Eligibility Modernization project.
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[bookmark: _Toc153278090][bookmark: _Toc177119296][bookmark: _Toc185952738][bookmark: _Toc192874900]Transmittal Process – Outbound Process Flow Narrative
The following table describes each process step illustrated above.
	Step # 
	Process Step 
	Description 
	Stakeholder Group(s) 

	1 
	Review For Approval 
	DOH OHIP Leadership will review the transmittal letter developed by MECM QA. Once the review has been completed, DOH OHIP Leadership will either approve or reject the letter. 
	DOH OHIP Leadership 

	2 
	Decision to Approve or Reject 
	DOH OHIP Leadership will approve or reject the draft response letter as written. 
If DOH OHIP Leadership rejects the letter, proceed to Step #2.1 Update Letter based on Feedback and Resend for Review
If DOH OHIP Leadership approves the letter, proceed to Step #3 Assign Transmittal Number and add to Tracker 
	DOS Leadership 

	2.1 
	Updated Letter Based on Feedback and Resend for Review 
	MECM QA will update the letter based on feedback provided by DOH OHIP Leadership. Once the edits are completed, proceed to Step #2 Decision to Approve or Reject. 
	MECM QA 

	3 
	Assign Transmittal Number and Add to Tracker 
	After the letter has been approved, MECM QA will assign the transmittal letter a transmittal number and add the transmittal letter to the Transmittal Tracker Spreadsheet.  
	MECM QA 

	4 
	Upload to SharePoint Site Transmittal Folder 
	MECM QA will then upload the completed transmittal letter to the Transmittal Repository on the DOH SharePoint site. 
	MECM QA 

	5 
	Send to Vendor 
	MECM QA will then send the completed transmittal to the vendor. 
	MECM QA 


[bookmark: _Toc192875193]Table 7‑5: MECM Transmittal Process - Outbound Flow Narrative
[bookmark: _Toc177119489][bookmark: _Toc185952787][bookmark: _Toc192874901]Components of DED/Deliverable Quality Reviews
Table 7-6 lists key elements that a reviewer verifies when conducting a review of a given deliverable/DED. These checks must be verified in addition to all the items listed in the Deliverable Checklist outlined in Appendix E: DED/Deliverable Quality Checklists of this document.
	Action
	Description

	Verify content aligns with contract
	Verify that the content of a deliverable satisfies the requirements in the MSO) and the ISOW

	Verify content aligns with DED
	Verify that the content of a deliverable aligns with the respective DED

	Verify content complete
	Verify the completeness of the deliverable content

	Verify project standards
	Verify that a deliverable meets project standards (for example, using the right template), as well as any deliverable-specific or custom requirements. Additionally, verifying that it meets the following project standards for:
Professional appearance
Appropriate terms for reader(s)
Clarity and consistency
Organization
Readability
Spelling, grammar, punctuation, and pagination


[bookmark: _Toc192875194][bookmark: _Toc153278134]Table 7‑6: Deliverable Review Process Components
[bookmark: _Toc143601267][bookmark: _Toc153278095][bookmark: _Toc177119490][bookmark: _Toc185952788][bookmark: _Toc192874902]Approval Process
The DOS PMO oversees the final review and disposition of DEDs/Deliverables via the transmittal process. ███████ submits a formal transmittal of the finalized deliverable. Upon review, the DOS PMO provides approval to ███████ via the transmittal process. If the DED/Deliverable is approved, it is posted to the DOH SharePoint site. 
The ███████ PMO emails the transmittal for a given DED/Deliverable to DOS PMO, then posts the document(s) in the DOH SharePoint. 
The review period to determine the disposition of the transmittal begins the next business day after the transmittal submission date. The review period for the transmittal is indicated within the transmittal email. During the designated review period, the DOS PMO reviews and documents feedback within a comments matrix. The DOS PMO coordinates, manages, and monitors the review as well as acts as a central body for consolidating comments from DOH OHIP staff. 
The DOS PMO oversees the final review and approval, or notice of rejection, via transmittal. The transmittal consists of the following statuses for final decision/disposition of a given DED/Deliverable:
Approved
Approved with Comments
Rejected
[bookmark: _Toc177119491][bookmark: _Toc185952789][bookmark: _Toc192874903]Approved
If the deliverable is Approved, no further updates to the deliverable are required by ███████ or DOH OHIP. The DOS PMO stores the approved deliverable documentation within the designated location in DOH SharePoint.
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If the Deliverable/DED is Approved with Comments, ███████ makes updates to the deliverable and resubmits it to the DOS PMO within 5 business days. Upon resubmission, the DOS PMO reviews the updates and confirms whether all of the comments have been sufficiently addressed. If so, the DOS PMO responds with approval via email (outside of the transmittal process). 
Note: This status is not applicable for Invoice transmittals.
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If the deliverable is Rejected, the DOS PMO and ███████ work together to determine the appropriate timeline for ███████ to modify/update the deliverable to meet acceptance criteria. Deliverable rejections are accompanied by a comments matrix identifying specific components of the deliverable that do not confirm with the deliverable acceptance criteria. 
The cycle will continue until the DOS PMO provides an approval transmittal for the deliverable. If there are multiple cycles, it may be necessary to conduct a walkthrough of the deliverable to gain clarity on expectations for the deliverable and walk stakeholders through changes to gain consensus for resolution. Once consensus is reached, the transmittal process will be reinitiated. 
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The table below provides a summary of the tools that are utilized for the quality management process:
	#
	Tool 
	Value

	1
	Microsoft Project
	Used to build project Work Plan which provides the project schedule and timeline for DED/Deliverable reviews as well as the schedule and timeline for planned QA and QC activities. 

	2
	The ALM tool
	The ALM tool streamlines quality control through its versatile workflow management and tracking capabilities. The ALM tool enables the Continuing Medicaid Eligibility Modernization project to promote quality standards throughout the project life cycle. In addition, the ALM tool provides the ability to create quality-related reports and dashboards including, but not limited to, action item resolution, risk and issue reporting, and defect resolution. 

	3
	Project Checklists
	Checklists provides guidelines on how documents, reports, presentations, work products, DEDs/Deliverables, and other project-related materials should be formatted to drive, consistency in appearance and structure. In addition, checklists provide direction on version control and document management. During quality control reviews, checklists serve as a reference to check if products conform to the established standards. These guides will evolve over time based on lessons learned from previous phases.

	4
	MECM Templates Repository
	The templates repository will streamline the implementation of the quality plan by offering standardized, efficient, and compliance document structures. It enforces adherence to quality standards, helps teams work more effectively, and helps confirm that documentation meets or exceeds the established quality criteria. The templates repository will be based on templates, designs, and styles provided by DOH OHIP. 

	5
	Confidential Information Management Plan (CIMP)
	The Continuing Medicaid Eligibility Modernization CIMP defines a method for effectively mitigating confidentiality risks pertaining to the project. It outlines leading practices and processes to prevent, detect, and respond to potential confidentiality incidents. It defines technical, administrative and physical safeguards for the project to protect stakeholder data throughout the SDLC.


[bookmark: _Toc192875195][bookmark: _Toc153278135]Table 7‑7: Quality Control Tools
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In addition to the quality assurance and quality control activities planned for the project, additional project reviews will occur across the delivery timeline. These reviews will include specific support personnel that will aid in the review of these projects. These individuals will have specialist support or outside expertise to assist in the refinement of the quality reviews. These activities include:
Engagement Review Program
Delivery Excellence (DE) Program 
Guest Star Program
External Training / Tool Support
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███████ will perform internal quality project reviews, which are formal, objective reviews to evaluate the status of the project in six categories:
Project Leadership
Solution and Deliverables
Estimation, Planning, and Timeline
Project Staffing
Monitor & Control
Approach
These reviews and this process are standard across all ███████ projects. Additional details about each of the six categories are included in the figure below.
[image: ]
[bookmark: _Toc192875073]Figure 7-3: Six Categories of Project Review
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███████ project leadership will engage on a recurring agreed upon cadence, with other ███████ leaders for insights related to specific subject matter. Given the complexity and multi-faceted nature of the Continuing Medicaid Eligibility Modernization project, ███████ project leadership will look to solicit insights and reviews from subject matter advisors (SMAs) related to specific areas, including design, development, testing, and Go-Live activities of the project. 
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The Continuing Medicaid Eligibility Modernization project will leverage guest stars or specialists periodically to augment the project team. These highly skilled resources provide deep industry knowledge about a specific topic or technology and will be available to the project for short durations, or periodically based upon identified needs. This section describes the plan for leveraging specialists on this project.
The guest stars support plan for the project is defined in the table below.
	#
	Specialist Area
	Frequency
	Objectives

	1
	Policy / Functional Advisors
	During requirements and design
	Provide Subject Matter Experts (SMEs) to assist in requirements validation and design validation sessions

	2
	Technical / Infrastructure
	During design
	Provide SMEs to assist in technical requirements validation and design validation sessions

	3
	Implementation / Go- Live
	During planning for Go-Live
	Provide SMEs to help with implementation and Go-Live planning


[bookmark: _Toc192875196][bookmark: _Toc153278136]Table 7‑8: Guest Star Support Plan
Guest stars will be used in other areas of the project and are brought on to assist the ███████ team in recognizing national impacts and to assist with project execution. 
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Quality support includes quality training for project staff and the implementation of quality tools to support Section 7.4 Quality Control Plan and Section 7.3 Quality Assurance Approach. This section describes the approach to quality training and how project tools are used for quality management.
The following training sessions and learning opportunities will be provided as needed for the team to train staff on project-specific quality processes:
Industry Training – Although not specifically about quality, the project team may be required to take industry training courses that are relevant to the Continuing Medicaid Eligibility Modernization project, such as the Eligibility and Enrolment (EE) Bootcamp. The EE Bootcamp is a 4-day program to equip ███████ practitioners with deep foundational knowledge of Health and Human Services programs, such as various Public Assistance programs, their features, benefits, and funding sources to deliver a quality complex EE solution. Trainings, such as the EE Bootcamp and others, help improve quality by giving the staff a greater understanding of the subject matter
███████ EVD for SI Method –Technology consultants at ███████ are up-to-speed on the latest version of ███████’s EVD for SI. Many of the standards specified in the EVD for SI will be utilized on the Continuing Medicaid Eligibility Modernization project, specifically in the development of the SDLC Methodology. EVD is ███████’s framework for consistently delivering value on business transformation and technology implementation engagement. EVD for SI encompasses leading practices in project management, change management, requirements and design, development, testing, deployment, and support and is aligned with CMMI and PMBOK
Project Management Professional (PMP) Certification – Several of the ███████ staff on the Continuing Medicaid Eligibility Modernization project are PMP-certified with PMI. The PMP certified professionals are adept at the ever-changing requirements of project management including quality management
[bookmark: _Toc141346721][bookmark: _Toc141348586][bookmark: _Toc141348788][bookmark: _Toc177119514][bookmark: _Toc185952812][bookmark: _Toc192874912]DED Checklist
The DED checklist is used to verify the quality of the DED for the project. The DED checklist is an evolving document and continuously refined. Any expected deviations from the DED checklist or standards will be documented in the transmittal letter.
The latest version of the DED checklist can be found in Appendix E.
[bookmark: _Toc143601289][bookmark: _Toc153278121][bookmark: _Toc177119515][bookmark: _Toc185952813][bookmark: _Toc192874913]Deliverable Quality Checklist
The Deliverable checklist is used to verify the quality of the deliverables for the Continuing Medicaid Eligibility Modernization project. The Deliverable checklist is an evolving document and continuously refined. Any expected deviations from the Deliverable checklist or standards will be documented in the transmittal letter.
The latest version of the Deliverable checklist can be found in Appendix E.
[bookmark: _Toc185950165][bookmark: _Toc186885748][bookmark: _Toc187429490][bookmark: _Toc188451866][bookmark: _Toc188620760][bookmark: _Toc185950166][bookmark: _Toc186885749][bookmark: _Toc187429491][bookmark: _Toc188451867][bookmark: _Toc188620761][bookmark: _Toc153278122][bookmark: _Toc177119517][bookmark: _Toc185952814][bookmark: _Toc192874914]References
The Quality Management Plan has project-wide implications and applicability. As such, it relies on several other sections of the PMP and Deliverables. The following section outlines the various PMP sections and deliverables referenced in the QMP.
1.1.1 [bookmark: _Toc153278123][bookmark: _Toc185952815][bookmark: _Toc192874915]SDLC Methodology
The SDLC Methodology (refer to Section 2) defines the SDLC approach to be used for the implementation of the MECM solution. It defines how the Continuing Medicaid Eligibility Modernization project will operate throughout the life cycle across each of its phases including the scope, inputs, outputs, roles and responsibilities. This deliverable includes an SDLC RACI Matrix, which defines stakeholder group(s) involved in QA activities across the life cycle of the project. 
1.1.2 [bookmark: _Toc153278124][bookmark: _Toc185952816][bookmark: _Toc192874916]Deliverable Management Plan 
The Deliverable Management Plan (refer to Section 5) describes the processes, tools, and expectations to develop and manage project deliverables through DOH OHIP acceptance. For the purposes of the QMP, it defines review cadences for DEDs/Deliverables to which ███████ and DOS Leadership adhere. 
1.1.3 [bookmark: _Toc185952817][bookmark: _Toc192874917]Project Controls Plan
The Project Controls Plan (refer to Section 9) defines the overall strategy and methodology used to manage risks, issues, action items, and decisions throughout the course of the Continuing Medicaid Eligibility Modernization project. One output of quality assurance reviews will be a set of suggested actions. Once these actions are identified, the project team will discuss at the project status meeting and mutually determine which, if any, actions will be undertaken. Actions that are approved for implementation will be documented in the ALM tool and tracked to completion according to the Project Controls Plan (refer to Section 9).
1.1.4 [bookmark: _Toc153278126][bookmark: _Toc185952818][bookmark: _Toc192874918]Test Management Plan
The Test Management Plan (DEL-09) outlines the approach that will be employed to test the MECM system and evaluate the results of that testing. Quality management approaches associated with test management activities will be supported by the Test Management Plan. ███████’s approach to identifying and managing defects, UAT support, and overall testing strategy is discussed in detail in this deliverable.
1.1.5 [bookmark: _Toc153278127][bookmark: _Toc185952819][bookmark: _Toc192874919]Maintenance and Operations Run Book
The M&O Run Book (DEL-33) describes standard operating procedures for batches, interfaces, notices, deployments, and data activities (e.g., data fixes, data extracts). In addition, it lists production defect and incident management processes, security management process, and the approach to performing technical maintenance. This deliverable will outline how ███████ will track, compile source data, and report findings to DOH OHIP on SLA compliance.
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[bookmark: _Toc177119518][bookmark: _Toc185952820][bookmark: _Toc192874920]Resource Management Plan
[bookmark: _Toc149312332][bookmark: _Toc177119519][bookmark: _Toc185952821][bookmark: _Toc192874921]Introduction 
The Resource Management Plan identifies the staffing requirements and processes per the Continuing Medicaid Eligibility Modernization ISOWs. The Resource Management Plan outlines the procedures and processes to onboard, offboard, and transition resources as needed throughout the project.
[bookmark: _Toc149312333][bookmark: _Toc177119520][bookmark: _Toc185952822][bookmark: _Toc192874922]Purpose 
The Resource Management Plan identifies the preliminary and ongoing staffing and monitoring processes, including future staff needs and associated decisions for release or renewal of personnel. The objective of this plan is to provide a guideline for the below items:
Describe the process for staffing considerations, including initial and ongoing project resource needs, resource levels and assignments, number of key and non-key personnel, and information on how personnel will be deployed throughout the project
Describe the staff management process to onboard, offboard, train, and transition staff members on the project 
Provide an overview of the initial staff planning and roster maintenance processes
[bookmark: _Toc143602022][bookmark: _Toc149312334][bookmark: _Toc177119521][bookmark: _Toc185952823][bookmark: _Toc192874923]Organizational Structure
The Project Team has developed an organizational structure for the team. While changes in project staffing may occur over the project life cycle, the organizational structure will remain constant. The primary components of the organizational structure are:
Project Executive: Leads the Continuing Medicaid Eligibility Modernization project with input from other members of project leadership who have relevant expertise
Project Director: Oversees all project tracks, which include Implementation and Change Management, Technical, PMO, Test, and Functional
Managers: Managers will be responsible for their respective project track deliverables and accompanying tasks. Managers will lead staff in support of the execution of work products
Staff: Staff will be responsible for performing day-to-day tasks and activities to support their managers in the delivery of their respective tracks
[bookmark: _Toc149312335][bookmark: _Toc177119522][bookmark: _Toc185952824][bookmark: _Toc192874924]Resource/Staff Management Approach
The following section outlines how ███████ will initiate staffing and manage resources throughout the project.
[bookmark: _Toc149312336][bookmark: _Toc177119523][bookmark: _Toc185952825][bookmark: _Toc192874925]Staffing Process
Effective resource management requires a process to identify and appropriately fill evolving staffing needs. This section defines the approach.
[bookmark: _Toc149312337][bookmark: _Toc177119524][bookmark: _Toc185952826][bookmark: _Toc192874926]Staffing Process Flow Diagram
The diagram below outlines the staffing process.


[bookmark: _Toc149312350][bookmark: _Toc178152066][bookmark: _Toc192875074]Figure 8-1: Staffing Process Flow Diagram
[bookmark: _Toc149312338][bookmark: _Toc177119525][bookmark: _Toc185952827][bookmark: _Toc192874927]Staffing Process Flow Narrative
[bookmark: _Toc143602024]The steps identified below document this process and the responsible stakeholder group(s), as defined by DOH OHIP.
	Step #
	Process
	Description
	Stakeholder 
Group(s)

	1
	Identify the Role
	Project leads identify the need for the role. Prior to initiating a resource search, project leads must clearly define the responsibilities of that role.
	Impacted Stakeholder Group(s)

	2
	Search
	The ███████ PMO leads the search to find appropriate candidates. The ███████ PMO looks across the national ███████ staff resource pool with a focus and emphasis on local State of New York resources.
	███████ PMO

	2.1
	Candidate Screening
	The ███████ PMO and the track leads conduct interviews (in-person or virtual) for the candidates identified in Step #2 Search.
	███████ PMO
Impacted Stakeholder Group(s)

	3
	Department Screening?
	For key personnel and subcontractors, DOH OHIP must screen candidates. This is outlined in Step #3.1 Department Screening. ███████ will submit the key personnel through the Transmittal Process-Inbound Flow defined in Section 7.4.1. The DOS PMO will engage in candidate credentialing as part of the OHIP screening of candidate  
For non-key personnel, DOH OHIP has the option to screen or review the resume, but if it is determined that it is not necessary, the Deloitte PMO and Impacted Stakeholder Group(s) can make the candidate an offer, which is outlined in Step #3.3 Offer Accepted?.
	███████ PMO
DOS PMO
Impacted Stakeholder Group(s)

	3.1
	Department Screening
	For key personnel and subcontractors, DOH OHIP Managerial Governance must review the candidate’s resume and assess the candidate’s fit for the role. In addition, candidates may be subject to credentialing and interviews by DOH OHIP. 
	Managerial Governance

	3.2
	Department Approved?
	If DOH OHIP Managerial Governance approves the key personnel candidate or subcontractor, proceed to Step #3.3 Offer Accepted?. DOH OHIP Managerial Governance will send the transmittal based on the Transmittal Process-Outbound Flow
If DOH OHIP Managerial Governance does not approve the key personnel or subcontractor candidate, return to Step #2 Search. DOH OHIP Managerial Governance will send the transmittal based on the Transmittal Process-Outbound Flow defined in Section 7.4.1
	Managerial Governance

	3.3
	Offer Accepted?
	If the selected individual, whether key personnel and non-key personnel, accepts the offer, proceed to Step #4 Begin Onboarding 
If the selected individual does not accept the offer, return to Step #2 Search, and the Deloitte PMO will initiate another search of the Deloitte talent pool
	███████ PMO
Impacted Stakeholder Group(s)

	4
	Begin Onboarding
	After the individual accepts the offer, the ███████ PMO onboards them to the team. Follow the onboarding procedure outlined in Section 8.3.4 Onboarding.
	███████ PMO


[bookmark: _Toc149312366][bookmark: _Toc192875197]Table 8‑1: Staffing Process Flow Narrative
[bookmark: _Toc149312339][bookmark: _Toc177119526][bookmark: _Toc185952828][bookmark: _Toc192874928]Staffing Management
███████ will develop and maintain a project roster, which includes initial and ongoing project resource needs, resource levels and assignments, number of key and non-key personnel, and information on how personnel will be deployed throughout the project. The project roster includes team roll-on and roll-off schedules to forecast upcoming resourcing needs and a Paid Time Off (PTO) tracker to mitigate absence of resources and coordinate coverage when needed. ███████ will also develop and maintain a Key Staff Resumes file, which will be uploaded to the DOH SharePoint. ███████ will maintain, update, and share the project roster and Key Staff Resumes file with DOH OHIP at least once per quarter and as requested by DOH OHIP.
Once onboarded, resources report to the relevant track lead who oversees their work and manages their performance. Any performance issues flagged by DOH OHIP or ███████ track leads are addressed immediately. If there are performance issues with a Continuing Medicaid Eligibility Modernization resource, a new member is onboarded immediately, and a thorough knowledge transfer takes place to promote a seamless transition.
[bookmark: _Toc143602026][bookmark: _Toc149312340][bookmark: _Toc177119527][bookmark: _Toc185952829][bookmark: _Toc192874929]Personnel Transition
Staffing levels will be monitored and adjusted throughout the project life cycle so that they are closely aligned with the project’s needs. The ███████ team will address changes and turnover on an ongoing basis and conduct knowledge transfer when needed. Relevant project leads and ███████ leadership, in collaboration with DOH OHIP, authorize resource changes. As such, personnel are expected to roll on and roll off as the project progresses through its different Waves in accordance with the guidelines outlined in Section 8.3.1 Staffing Process.
[bookmark: _Toc148974974][bookmark: _Toc148975063][bookmark: _Toc149116297][bookmark: _Toc148974975][bookmark: _Toc148975064][bookmark: _Toc149116298][bookmark: _Toc148974976][bookmark: _Toc148975065][bookmark: _Toc149116299][bookmark: _Toc148974977][bookmark: _Toc148975066][bookmark: _Toc149116300][bookmark: _Toc148974978][bookmark: _Toc148975067][bookmark: _Toc149116301][bookmark: _Toc148974979][bookmark: _Toc148975068][bookmark: _Toc149116302][bookmark: _Toc148974981][bookmark: _Toc148975070][bookmark: _Toc149116304][bookmark: _Toc148974982][bookmark: _Toc148975071][bookmark: _Toc149116305][bookmark: _Toc148974983][bookmark: _Toc148975072][bookmark: _Toc149116306][bookmark: _Toc148974984][bookmark: _Toc148975073][bookmark: _Toc149116307][bookmark: _Toc148974986][bookmark: _Toc148975075][bookmark: _Toc149116309][bookmark: _Toc148974987][bookmark: _Toc148975076][bookmark: _Toc149116310][bookmark: _Toc148974988][bookmark: _Toc148975077][bookmark: _Toc149116311][bookmark: _Toc148974989][bookmark: _Toc148975078][bookmark: _Toc149116312][bookmark: _Toc148974990][bookmark: _Toc148975079][bookmark: _Toc149116313][bookmark: _Toc148974991][bookmark: _Toc148975080][bookmark: _Toc149116314][bookmark: _Toc148974992][bookmark: _Toc148975081][bookmark: _Toc149116315][bookmark: _Toc148974993][bookmark: _Toc148975082][bookmark: _Toc149116316][bookmark: _Toc148974994][bookmark: _Toc148975083][bookmark: _Toc149116317][bookmark: _Toc148974996][bookmark: _Toc148975085][bookmark: _Toc149116319][bookmark: _Toc148974997][bookmark: _Toc148975086][bookmark: _Toc149116320][bookmark: _Toc148974998][bookmark: _Toc148975087][bookmark: _Toc149116321][bookmark: _Toc148974999][bookmark: _Toc148975088][bookmark: _Toc149116322][bookmark: _Toc148975000][bookmark: _Toc148975089][bookmark: _Toc149116323][bookmark: _Toc148975002][bookmark: _Toc148975091][bookmark: _Toc149116325][bookmark: _Toc148975003][bookmark: _Toc148975092][bookmark: _Toc149116326][bookmark: _Toc148975004][bookmark: _Toc148975093][bookmark: _Toc149116327][bookmark: _Toc148975005][bookmark: _Toc148975094][bookmark: _Toc149116328][bookmark: _Toc148975007][bookmark: _Toc148975096][bookmark: _Toc149116330][bookmark: _Toc148975008][bookmark: _Toc148975097][bookmark: _Toc149116331][bookmark: _Toc148975009][bookmark: _Toc148975098][bookmark: _Toc149116332][bookmark: _Toc148975010][bookmark: _Toc148975099][bookmark: _Toc149116333][bookmark: _Toc148975011][bookmark: _Toc148975100][bookmark: _Toc149116334][bookmark: _Toc148975013][bookmark: _Toc148975102][bookmark: _Toc149116336][bookmark: _Toc143602028]According to the MSOW, ███████ may not substitute key personnel, other than by extraordinary circumstances, without the prior written approval of DOH OHIP. To replace any key personnel, ███████ shall submit an explanation of the reasons for the substitution request and the resumes of the proposed substitute personnel. ███████ shall make this submission at least two weeks prior to the substitution. 
[bookmark: _Toc149312341][bookmark: _Toc177119528][bookmark: _Toc185952830][bookmark: _Toc192874930]Onboarding
Once a suitable resource is identified, interviewed, and confirmed, they are formally allocated to the relevant team in the Continuing Medicaid Eligibility Modernization project, and the onboarding process is executed. Onboarding is critical to the success of stakeholders, especially project team members.
The Continuing Medicaid Eligibility Modernization project onboarding processes include collaboration with the appropriate liaisons to troubleshoot issues and continue to implement leading practices to improve the onboarding process. The resources are tracked against key onboarding milestones, which include paperwork submission, DOH email and SharePoint access, and badging (as needed). Resources undergoing onboarding receive helpful materials that are managed and stored in the ███████ SharePoint site. Onboarding materials include: 
Onboarding Deck
Project Overview
Project Related Training Support 
Overview of Project Tools
Project Logistics
Project Process Overview 
Project Contract Overview
Confidential Information Management Plan and Training 
As resources begin work on the project, the ███████ PMO will communicate their role, team, physical and logical security needs, and contact information to the DOS PMO. The ███████ PMO will adjust capacity and task assignments as the team changes throughout the project.
[bookmark: _Toc143602029][bookmark: _Toc149312342][bookmark: _Toc177119529][bookmark: _Toc185952831][bookmark: _Toc192874931]Offboarding
Track leads will communicate any personnel offboarding to the ███████ PMO. When personnel roll off, the ███████ PMO will provide notice to the DOS PMO and MECM QA via email within 24 hours of the individual’s last day for purposes of decommissioning DOH emails and SharePoint access. In addition, the ███████ PMO will initiate a security rights expiration and reassign resources, as necessary. The ███████ PMO will notify DOH OHIP logistics and copy the DOS PMO to return badges. The ███████ PMO will then collect badges and return to the DOS PMO. Offboarding activities will be tracked and captured in the staff roster maintained by ███████ PMO. 
[bookmark: _Toc148975017][bookmark: _Toc148975106][bookmark: _Toc149116340][bookmark: _Toc148975018][bookmark: _Toc148975107][bookmark: _Toc149116341][bookmark: _Toc148975019][bookmark: _Toc148975108][bookmark: _Toc149116342][bookmark: _Toc148975050][bookmark: _Toc148975139][bookmark: _Toc149116373][bookmark: _Toc149312343][bookmark: _Toc177119530][bookmark: _Toc185952832][bookmark: _Toc192874932][bookmark: _Toc144881887]Application Lifecycle Management Tools
Project resources will be required to use a variety of ALM tools to achieve the objectives of the Continuing Medicaid Eligibility Modernization project. During onboarding, project resources will gain access and training to the ALM tools. For an overview of the ALM tools utilized, their purposes, and affiliated roles and workflows required to effectively operationalize each tool, refer to the Software Development Life Cycle Methodology Section 2.17 ALM tools.
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[bookmark: _Toc177119531][bookmark: _Toc185952833][bookmark: _Toc192874933]Project Controls Plan
[bookmark: _Toc153277016][bookmark: _Toc177119532][bookmark: _Toc185952834][bookmark: _Toc192874934]Introduction 
The Project Controls Plan defines the overall strategy and methodology used to manage risks and issues, as well as action items and decisions, throughout the course of the Continuing Medicaid Eligibility Modernization project. Project risks and issues may become apparent at any point during the project life cycle and disciplined management of those risks and issues is critical to the overall success of the project. Action items and decisions capture the planned mitigations to risks and relative resolutions to issues. Action items also capture project activities needed to support delivery of the project. Decisions log conclusions, responses to questions, and judgments made during the course of project delivery. 
[bookmark: _Toc153277017][bookmark: _Toc177119533][bookmark: _Toc185952835][bookmark: _Toc192874935]Purpose
The purpose of the Project Controls Plan is to define how risks and issues will be identified, evaluated, reported, managed, mitigated and/or resolved. The plan also defines the process to manage action items and decisions. In addition, the Risk Management Approach outlines how risk management activities will be performed, recorded, and monitored throughout the project and provides templates and practices for prioritizing risks to confirm that they are escalated appropriately and resolved in a timely manner. 
The ALM tool will be used as the tool for maintaining the risk log as a component of the RAID Log. The project management tool includes functionality for tracking, reporting, and dashboarding the RAID management process.
Objectives of the Continuing Medicaid Eligibility Modernization Controls Plan include:
[bookmark: _Toc143696781][bookmark: _Toc143697011][bookmark: _Toc143697763][bookmark: _Toc143700163]Establish the review cadence and roles and responsibilities for project RAID management
Illustrate the workflow associated with entering and managing RAID items throughout their life cycles
Outline the procedures including meetings, stakeholders, and reports involved to proactively monitor RAID
Define how risks and issues associated with the project are identified, evaluated, reported, managed, and mitigated
[bookmark: _Toc144460803]Identify the key attributes, including probability and impact, used in the ALM tool to document risks and issues
[bookmark: _Toc153277018][bookmark: _Toc177119534][bookmark: _Toc185952836][bookmark: _Toc192874936]Risk Management Approach
The following section illustrates how risks associated with the project will be identified, evaluated, reported, managed, and mitigated going forward. It outlines how risk management activities will be performed throughout the life cycle of the project using the ALM tool.
A risk is defined as an event or a condition that might occur in the future. If a risk does occur, it can negatively impact a project.​
[bookmark: _Toc153277019][bookmark: _Toc177119535][bookmark: _Toc185952837][bookmark: _Toc192874937]Risk Management Process Summary
The ALM tool is the tool to manage the Risk Management Approach. The risk management process includes:
Identify Risk – A team member raises a risk. Anyone from either team can raise a risk for documentation and discussion. When logging the risk, team member will analyze the risk severity on a scale of Low to High and the score is based on multiplying Impact by Probability to produce a numerical measure on severity. The probability, impact, and overall risk severity will be included for the risks included in the PSR and reported to project leadership
Document Risk – The identifier of the risk as well as risk stakeholders then work with the PMO to log the risk status in the ALM tool 
Address Risk – A risk response plan and associated mitigation strategies are required as part of risk management/mitigation. A risk response plan contains the actionable steps to manage the risk, as well as a contingency plan, and indicates if the risk will be mitigated, accepted, or transferred. The PMO will work with the Risk Owner and respective track to produce and socialize the risk response plan to the applicable stakeholder(s). PMO includes open risks in the PSR and discusses the open risks during Project Status meetings with ███████ and DOH OHIP. The team defines the action items required to resolve the risk and develops, socializes, and executes a risk response plan and associated management/mitigation plan (as applicable)
Monitor Risk – The PMO maintains the ALM tool RAID Log with appropriate risk status and updates the PSR prior to meetings with changes
Resolve Risk – A risk is resolved when the issue or challenge posed by the risk has been adequately manage or mitigated, which means that measures have been implemented to reduce the likelihood or impact of the risk. This may involve implementing mitigation strategies, preparing contingency plans, or accepting the risk
Cancel Risk – This occurs when it is determined that the risk is no longer applicable or relevant. This may also occur if the conditions that initially led to the identification of the risk have changed, or if the risk is found unlikely to occur or have significant impact. If a risk cannot be mitigated and will likely result in adverse impacts, the risk may be transferred to a third party. Once the risk is transferred, it is considered cancelled
Escalate Risk – If after review, the risk is determined to be high priority and unmitigated, it should be escalated and converted to an issue and go through the issue resolution process
Resolve (Close) Risk – Once the risk has been mitigated, transferred, or avoided, it is considered resolved (closed)
The process outlined in Section 9.3.2 and 9.3.3 below show the current process.
[bookmark: _Toc153277020][bookmark: _Toc177119536][bookmark: _Toc185952838][bookmark: _Toc192874938]Risk Management Process Flow Diagram
The following diagram depicts the risk management the ALM tool workflow for the Continuing Medicaid Eligibility Modernization project. The diagram conveys an overview of responsibilities across the ███████ functional, business, and technical stakeholders, and the PMO, which includes the ███████ PMO and DOS PMO teams. 

[bookmark: _Toc149672597][bookmark: _Toc178152067][bookmark: _Toc192875075]Figure 9-1: Risk Management Process Flow
[bookmark: _Toc153277021][bookmark: _Toc177119537][bookmark: _Toc185952839][bookmark: _Toc192874939]Risk Management Process Flow Narrative
The following table describes each process step illustrated above.
	Step #
	Process Step
	Description
	Stakeholder Group(s)

	1
	ID Risk
	The designated PMO, along with the Risk Identifier, logs the item in the ALM tool, which serves as the project tracking software. Anyone from the project team can raise a risk for documentation and discussion.
	███████/DOS PMO
Risk Identifier

	2
	ID Owner
	The designated PMO and Risk Identifier coordinate to identify a Risk Owner (Assignee), who will manage/address the risk process for the item through to close.
	███████/DOS PMO
Risk Identifier

	3
	Validate Risk
	All risks must be reviewed for their probability of occurrence, estimated impact to project scope and/or budget, and mitigation approach. A valid risk is characterized by one or more of the following attributes:
Likelihood: Does the risk have a reasonable chance of occurring?
Impact: If a risk does materialize, does it have the potential to cause negative consequences?
Identifiability: Can the risk be clearly defined, described, and documented?
Manageability: Can a mitigation strategy or response plan be developed to reduce the likelihood or impact?
	Risk Owner

	3.1
	Is the risk valid?
	If after review, a risk is considered invalid, it transitions to the “Risk Not Valid” status
If after review, a risk is considered valid, the Risk Owner and Stakeholders will proceed to Step #3.2 Can the risk be mitigated? 
	Risk Owner
Risk Stakeholders

	3.2
	Can the risk be mitigated?
	If a risk cannot be mitigated and will result in adverse impacts on the project, the risk is escalated and transitioned to the “Risk Closed, Turned to Issue” status. Escalation will create transparency and help confirm that risks are handled at an adequate decision-making level. Managerial Governance will develop a Risk Response of Mitigate, Accept or Transfer. The ESC will be informed of the risk, as necessary and applicable. 
If a risk cannot be mitigated but will not result in adverse impacts on the project, the risk will be accepted and reflect an “Open” status in the ALM tool
If a risk cannot be mitigated and will likely result in adverse impacts, the risk may be transferred to a third party. Transferring the risk gives another party responsibility for its management it does not eliminate it. For example, the DOH OHIP may purchase warranties to cover risks after purchase of a tool or system. If a risk is transferred, the Risk Owner transitions the risk to “Risk Cancelled” status
If a risk can be mitigated, then the appropriate risk response will be defined
	Risk Owner

	4
	Risk Response Action Items Define
	A risk response plan is required as part of risk mitigation. A risk response plan contains the actionable steps to mitigate the risk, as well as a contingency plan. The response also indicates if the risk will be mitigated, accepted or transferred. The designated PMO will work with the Risk Owner and respective track to produce and socialize the risk response plan to the applicable stakeholder(s). Mitigation steps will be monitored weekly during the Project Status meeting. 
	███████/DOS PMO
Risk Owner
Risk Stakeholders

	5
	Assigned Owner Monitors Action Items to Closure
	The Stakeholders continue to monitor the risk according to the risk response plan. The risk response plan is monitored to closure.
Upon the closure of the risk response plan, the risk is closed (resolved).
	Risk Owner
Risk Stakeholders

	5.1
	Has the risk materialized into an issue?
	If a risk has been realized, it is transitioned to an issue and the Risk Owner initiates the Issue Resolution Approach (outlined in Section 9.4). A risk may become an issue when certain conditions occur including the following scenarios: 
Risk has been materialized and becomes an issue
Risk severity, meaning the threshold, for the impact/consequences has been surpassed
Risk cannot be effectively managed or mitigated with current management plan. 
If the risk has not materialized into an issue, the Risk Owner and Stakeholders continue to monitor the risk through resolution. Proceed to Step #5.2 Has the risk been sufficiently addressed to be Resolved?
	Risk Owner
Risk Stakeholders

	5.2
	Has the risk been sufficiently addressed to be Resolved?
	If the risk has been sufficiently addressed through the prescribed action items, the Risk Owner and Stakeholders will proceed to Step #6 Risk Resolved.
If the risk has not been sufficiently addressed, proceed to Step #5 Assigned Owner Monitors Action Items to Closure and the team continues to monitor the risk through resolution.
	Risk Owner
Risk Stakeholders

	6
	Risk Resolved
	Once a risk is addressed through the response plan or is cancelled, the Risk Owner updates the status in the ALM tool to “Risk Resolved”.
	Risk Owner


[bookmark: _Toc149672601][bookmark: _Toc192875198]Table 9‑1: Risk Management Process Flow Narrative
[bookmark: _Toc153277022][bookmark: _Toc177119538][bookmark: _Toc185952840][bookmark: _Toc192874940]Risk Status
[bookmark: _Toc143509842]Risk status indicates the risk’s current point in the risk management process. Depending on the risk status, the risk owner takes respective actionable steps to manage the risk to closure. The following table describes the risk statuses used in the risk management process.
	Risk Status
	Description

	Risk Cancelled
	If the triage process determines that the risk does not meet one or more of the characteristics of a valid risk, or that it is no longer relevant, then the risk will not be addressed further, and the risk is cancelled. 

	Risk Open
	This is the initial status a risk assumes when it is first entered into the ALM tool. A risk assumes this status when it has been identified and accepted as a risk to the project. The risk is either monitored (if low priority) and left in “Open” status or a risk response/mitigation strategy is developed and reviewed with DOH OHIP.

	Risk On Hold
	A risk assumes this status if there is uncertainty or a lack of information that needs to be addressed before making decision on how to address the risk. This also means that mitigation efforts have been paused for a specific reason.

	Risk Closed, Turned to Issue 
	If, after review, the risk is determined to be high priority and unmitigated, it is closed and should be converted to an issue that requires further attention and is escalated through the Issue Resolution Approach (outlined in Section 9.4).

	Risk Resolved
	A risk assumes this status if the risk is Mitigated which means it was successfully managed and measures have been implemented to reduce the likelihood or impact of the risk; if the risk is Transferred or Accepted; or if the risk is overtaken by other events and is no longer applicable. 


[bookmark: _Toc149672602][bookmark: _Toc192875199]Table 9‑2: Risk Status
[bookmark: _Toc143509843][bookmark: _Toc153277023][bookmark: _Toc177119539][bookmark: _Toc185952841][bookmark: _Toc192874941]Risk Attributes, Types, and Tracks 
The most updated attributes used for Risks in the ALM tool can be found in the ALM Tool Reference Guide in the following location: The ALM tool

[bookmark: _Toc149134807][bookmark: _Toc149136433][bookmark: _Toc149639903][bookmark: _Toc149646985][bookmark: _Toc149666479][bookmark: _Toc149671159][bookmark: _Toc149671494][bookmark: _Toc149672574][bookmark: _Toc149672629][bookmark: _Toc153277024][bookmark: _Toc149134808][bookmark: _Toc149136434][bookmark: _Toc149639904][bookmark: _Toc149646986][bookmark: _Toc149666480][bookmark: _Toc149671160][bookmark: _Toc149671495][bookmark: _Toc149672575][bookmark: _Toc149672630][bookmark: _Toc153277025][bookmark: _Toc149134809][bookmark: _Toc149136435][bookmark: _Toc149639905][bookmark: _Toc149646987][bookmark: _Toc149666481][bookmark: _Toc149671161][bookmark: _Toc149671496][bookmark: _Toc149672576][bookmark: _Toc149672631][bookmark: _Toc153277026][bookmark: _Toc149134810][bookmark: _Toc149136436][bookmark: _Toc149639906][bookmark: _Toc149646988][bookmark: _Toc149666482][bookmark: _Toc149671162][bookmark: _Toc149671497][bookmark: _Toc149672577][bookmark: _Toc149672632][bookmark: _Toc153277027][bookmark: _Toc149134811][bookmark: _Toc149136437][bookmark: _Toc149639907][bookmark: _Toc149646989][bookmark: _Toc149666483][bookmark: _Toc149671163][bookmark: _Toc149671498][bookmark: _Toc149672578][bookmark: _Toc149672633][bookmark: _Toc153277028][bookmark: _Toc149134812][bookmark: _Toc149136438][bookmark: _Toc149639908][bookmark: _Toc149646990][bookmark: _Toc149666484][bookmark: _Toc149671164][bookmark: _Toc149671499][bookmark: _Toc149672579][bookmark: _Toc149672634][bookmark: _Toc153277029][bookmark: _Toc149134813][bookmark: _Toc149136439][bookmark: _Toc149639909][bookmark: _Toc149646991][bookmark: _Toc149666485][bookmark: _Toc149671165][bookmark: _Toc149671500][bookmark: _Toc149672580][bookmark: _Toc149672635][bookmark: _Toc153277030][bookmark: _Toc149134814][bookmark: _Toc149136440][bookmark: _Toc149639910][bookmark: _Toc149646992][bookmark: _Toc149666486][bookmark: _Toc149671166][bookmark: _Toc149671501][bookmark: _Toc149672581][bookmark: _Toc149672636][bookmark: _Toc143509847][bookmark: _Toc153277032][bookmark: _Toc177119540][bookmark: _Toc185952842][bookmark: _Toc192874942]Escalation Level 
Under the Risk Management Approach, risks are addressed by Management Level (Project Administration and Execution teams) by default, as defined in the Governance Structure (refer to Section 1) because risks impact individual components or functional areas and do not pose an immediate impact to operations or policies. The types of escalation levels include the following: 
· Management – Items we are managing day to day at the project level
· Leadership – Items requiring project leadership awareness/input which are items with high severity that will be flagged at the project status report level 
· Executive – Items requiring executive project leadership awareness/input at the steering committee level
If the risk cannot be mitigated or resolved by the project team, it must be escalated to an issue and proceed with the Issue Resolution Approach outlined in Section 9.4.
A risk may be escalated to an issue when certain conditions or events occur. One or more of the following scenarios may trigger the escalation.
Risk Materialization – A risk may be escalated to an issue if the event or condition that was originally identified as a risk has occurred. When a potential risk becomes a reality, it is no longer a risk but an issue that needs to be addressed
Risk Severity – If the impact or consequences of the risk increase beyond a predefined threshold, it may be escalated to an issue. This can happen when the potential harm or disruption becomes significant
Manageability – A risk may be escalated to an issue if it is determined that the risk cannot be effectively managed or mitigated within the current risk management approach
Risks are communicated in the PSR and discussed during recurring PSR meetings. Upon review of the escalated risks, ███████ and DOH OHIP will identify those that would need discussion in the upcoming ESC meeting. If the escalated risk poses an immediate negative impact and cannot wait until the next scheduled ESC meeting, the track lead will contact the Managerial Governance group to review the escalated risk on an emergency basis and determine a recommended course of action.
[bookmark: _Toc143509848][bookmark: _Toc153277033][bookmark: _Toc177119541][bookmark: _Toc185952843][bookmark: _Toc192874943]Risk Probability, Impact, and Severity
The values and definitions in the following table will be used to assign the probability of risks occurring:
	Probability Value
	Description

	1-Low (0-33%)
	Very unlikely to occur

	2-Medium (34-66%)
	Some chance of occurring

	3-High (67-99%)
	Very likely to occur


[bookmark: _Toc149672605][bookmark: _Toc192875200]Table 9‑4: Probability Values of Risks
The table below describes the impact values ascribed to the various risks identified in the project:
	Impact Value
	Description

	1-Low
	Insignificant impacts to timescale and cost, some re-planning may be necessary

	2-Medium
	Substantial delay increases cost; key resources/deliverable impacted

	3-High
	Inability to deliver; objectives cannot be achieved


[bookmark: _Toc149672606][bookmark: _Toc192875201]Table 9‑5: Impact Values of Risks
When risks are identified, they will be qualitatively analyzed in terms of impact and probability. Impact will be assessed on a range of 1 – 3, with 1 being Low, 2 being Medium, and 3 being High. Similarly, probability will be assessed on a range of 1 – 3, with 1 indicating low probability of occurring, 2 indicating medium probability of occurring, and 3 indicating high probability of occurring. 
The two values will then be multiplied by the ALM tool to compute an overall risk severity. The probability, impact, and overall risk severity will be included for the risks included in the PSR. 
The table below outlines the complete set of values and the risk severity level for each combination.
	  Impact
	Probability

	
	
	1 – Low
	2 – Medium
	3 – High

	
	3 – High
	Low (3)
	Medium (6)
	High (9)

	
	2 – Medium
	Low (2)
	Medium (4)
	Medium (6)

	
	1 – Low
	Low (1)
	Low (2)
	Low (3)



	Score
	Severity

	1 – 3
	Low

	4 – 6
	Medium

	7 – 9
	High


[bookmark: _Toc149672607][bookmark: _Toc192875202]Table 9‑6: Impact x Probability Matrix to Calculate Risk Severity
[bookmark: _Toc143509849][bookmark: _Toc153277034][bookmark: _Toc177119542][bookmark: _Toc185952844][bookmark: _Toc192874944]Risk Monitoring and Reporting 
Open risks tagged at the leadership escalation level will be tracked and published in the PSR. 
the ALM tool’s dashboard feature will be used to support the PMO in facilitating the recurring Project Status meeting. The dashboards in the ALM tool will allow the Project team to review risks in real time. The objectives of the risk review of the Project Status meeting are to:
Validate new risks
Determine/update the risk owner, priority, probability and impact, or risk response as necessary
Approve submitted risk response plans
Determine if, or when, a risk needs to be escalated; risks will be discussed as part of the PSR meetings and participants both from ███████ and DOH OHIP will discuss the need to escalate open risks during this time 
The following risk dashboard panels will be provided in the risk dashboard in the ALM tool to monitor and control project risks:
Cumulative Risks by Status
Risks by Severity and Status
Open Risks by Severity
Open Risk Aging by Severity
Below is an example dashboard which displays the number of risks categorized by status. Note that the dashboard was created using test data. ███████ will collaborate with DOH OHIP to generate and modify dashboards to meet DOH OHIP expectations. Upon agreement on dashboard format and data, ███████ will include the dashboards in the PSR. 
[image: ]
[bookmark: _Toc149672598][bookmark: _Toc178152068][bookmark: _Toc192875076]Figure 9-2: Sample Risk Dashboard
[bookmark: _Toc149134818][bookmark: _Toc149136444][bookmark: _Toc177119543][bookmark: _Toc185952845][bookmark: _Toc192874945]Lessons Learned
███████ promotes continuous improvement through regular reviews and lessons learned sessions. These sessions will be conducted at the conclusion of each project phase, serving as a core element of our iterative and collaborative process. A log of all project risks, mitigation plans applied, and lessons learned are documented and integrated into our project management tool, the ALM tool. The documented lessons learned will be shared with DOH OHIP on a quarterly basis. 
Using this information, ███████ will identify areas for improvement and acknowledge successes – activities to sustain. Lessons learned encompass a broad spectrum of knowledge, ranging from process efficiencies and leading practices to specific challenges and solutions. This comprehensive approach helps promote a holistic view of the project’s journey. 
[bookmark: _Toc153277035][bookmark: _Toc177119544][bookmark: _Toc185952846][bookmark: _Toc192874946]Issue Resolution Approach
The following section illustrates how issues associated with the project are identified, evaluated, reported, managed, and mitigated. It outlines how issue resolution activities will be performed throughout the life cycle of the project using the ALM tool as an IT enabler.
[bookmark: _Toc153277036][bookmark: _Toc177119545][bookmark: _Toc185952847][bookmark: _Toc192874947]Issue Identification Summary
A risk may be escalated to an issue when certain conditions or events occur. One or more of the following scenarios may trigger the escalation.
Risk Materialization – A risk may be escalated to an issue if the event or condition that was originally identified as a risk has occurred. When a potential risk becomes a reality, it is no longer a risk but an issue that needs to be addressed
Risk Severity – If the impact or consequences of the risk increase beyond a predefined threshold, it may be escalated to an issue. This can happen when the potential harm or disruption becomes significant
Manageability – A risk may be escalated to an issue if it is determined that the risk cannot be effectively managed or mitigated within the current risk management approach
[bookmark: _Toc153277037][bookmark: _Toc177119546][bookmark: _Toc185952848][bookmark: _Toc192874948]Issue Resolution Process Summary
███████ and DOH OHIP has established the ALM tool to manage the Issue Resolution Process including identifying and resolving project issues. 
The issue resolution process includes:
Document Issue – ███████ or DOH OHIP team member identifies issue among project activities or from existing risk. The identifier of the issue as well as the issue stakeholders then work with the PMO to update item status in the ALM tool 
Address Issue – The PMO includes issues in PSR and discusses them during Project Status meeting with ███████ and DOH OHIP. During the Project Status meeting, ███████ and DOH OHIP create a plan for addressing issues
Monitor Issue –The PMO maintains the ALM tool with appropriate issue status and updates the PSR prior to meetings with changes
The process uses the ALM tool for logging and tracking issues. The process outlined in Sections 9.4.3 and 9.4.4 below explain the Issue Resolution Process Flow and Narrative.
[bookmark: _Toc153277038][bookmark: _Toc177119547][bookmark: _Toc185952849][bookmark: _Toc192874949]Issue Resolution Process Flow Diagram
The following diagram depicts the issue resolution process for the project. The diagram conveys an overview of responsibilities across the ███████ functional, business, and technical stakeholders, and the PMO, which includes the ███████ and DOS PMO teams. 

[bookmark: _Toc149672599][bookmark: _Toc178152069][bookmark: _Toc192875077]Figure 9-3: Issue Resolution Process Flow
[bookmark: _Toc153277039][bookmark: _Toc177119548][bookmark: _Toc185952850][bookmark: _Toc192874950]Issue Resolution Process Flow Narrative
The following table describes each process step illustrated above.
	Step #
	Process Step
	Description
	Stakeholder Group(s)

	1
	Identify Issue
	Stakeholders a raise new issue, or existing risk is realized and escalated to issue.
	███████
DOH OHIP

	2
	Enter Issue in the ALM tool
	If it is a new issue, 
Log the issue in the ALM tool and populate issue entry data fields
Identify an Issue Owner
If it is a realized risk:
Update the status of the risk item to “Risk Closed, Turned to Issue”. Link the new issue and risk and log the item in the ALM tool
Leverage details and data fields from risk item to populate the issue entry 
Validate all data fields to promote accuracy. For example: Is the owner of the issue the same as the risk owner? Has the priority changed? 
Identify an Issue Owner, if different from the Risk Owner
	███████
DOH OHIP

	3
	Raise Issue to Managerial Governance (default)
	Issue is automatically tagged by default to the Managerial Governance group as part of the escalation level.
The Issue Owner adds the Issue to the PSR for weekly discussion and review if the item is escalated to the Leadership Governance group as part of the project status meeting. The Issue remains on the PSR until it is resolved. If the Leadership Governance group is unable to resolve the issue, the issue is then escalated to the Executive level. 
	Issue Owner

	4
	Define Issue Resolution Plan
	An Issue Resolution Plan contains the actionable steps to address the issue. The PMO will work with the Issue Owner to produce and socialize the issue resolution plan to the applicable stakeholder(s).
	Issue Owner
Deloitte/DOS PMO
Issue Stakeholders

	5
	Implement Issue Resolution Plan
	The Issue Owner works with relevant stakeholders to complete action items outlined in the issue resolution plan.
	Issue Owner
Issue Stakeholders

	5.1
	Has the issue been resolved?
	If an issue is not resolved, the item remains open to be reviewed and discussed weekly until resolution. Proceed to Step #3 Raise Issue to Managerial Governance (Default)
If the issue is resolved, then proceed to Step #6 Issue Resolved
	Issue Owner
Issue Stakeholders
Managerial Governance

	6
	Issue Resolved
	The Issue Owner updates the status in the ALM tool to “Issue Resolved”.
	Issue Owner


[bookmark: _Toc149672608][bookmark: _Toc192875203]Table 9‑7: Issue Resolution Process Flow Narrative
[bookmark: _Toc153277040][bookmark: _Toc177119549][bookmark: _Toc185952851][bookmark: _Toc192874951]Issue Status
Issue status indicates the current point the issue is in the issue resolution process. Depending on the issue status, the issue owner takes respective actionable steps to manage the issue to closure. The following table describes the issue statuses used in the issue resolution process.
	Issue Status
	Description

	Issue Open
	An issue is in an open state when initially logged in the ALM tool, indicating that it has been identified and logged, but has not yet been resolved.
An issue can also assume this status when it has been transitioned from a risk to an issue and work begins pursuant to resolving the issue.

	Issue On-Hold
	An issue can be temporarily on hold, meaning work to address issue is delayed, paused or disrupted for a specific reason and requires that an issue be placed on hold.

	Issue Resolved
	An issue assumes this status if the issue is closed, meaning that the root cause has been identified and addressed, and any necessary corrective actions have been implemented. 

	Issue Reopened
	When an issue is resolved in error, it can be reopened by project members. This will then be reviewed for validity and follow the normal issue workflow. A reason for reopening must be provided.

	Issue Cancelled
	An issue is cancelled when it will not be addressed further, or it is no longer relevant.


[bookmark: _Toc149672609][bookmark: _Toc192875204][bookmark: _Toc153277041]Table 9‑8:Issue Status
[bookmark: _Toc177119550][bookmark: _Toc185952852][bookmark: _Toc192874952]Issue Attributes, Types, and Tracks 
The most updated attributes used for Issues in the ALM tool can be found in the ALM Tool Reference Guide in the following location: The ALM tool

[bookmark: _Toc177119551][bookmark: _Toc185952853][bookmark: _Toc192874953][bookmark: _Toc153277043]Escalation Level 
Escalation Level details the process that escalates a risk into an issue. This happens when the event that was originally identified occurs (Risk Materialization); if the impact of the risk increases beyond a predefined threshold (Risk Severity); or if the risk cannot be effectively managed within the current risk management approach (Manageability).
When a risk becomes an issue and a new ALM tool ticket is created, a reconciliation will occur to confirm details are carried from the risk over to the newly opened issue. 
As part of the Issue Resolution Approach, the Leadership Governance group discusses escalated issues during the PSR meetings until the issues are resolved. If the Leadership Governance group is unable to resolve the issue, the issue is then escalated to the Executive level. The types of escalation levels include the following: 
· Management – Items we are managing day to day at the project level
· Leadership – Items requiring project leadership awareness/input which are items with high severity that will be flagged at the project status report level 
· Executive – Items requiring executive project leadership awareness/input at the steering committee level
Issues escalated to the ESC will be first discussed in recurring ESC meetings. If the escalated issue poses an immediate negative impact and cannot wait until the next scheduled ESC meeting, the Continuing Medicaid Eligibility Modernization PM will contact the ESC to review the issue on an emergency basis and determine a recommended course of action.
[bookmark: _Toc153277044][bookmark: _Toc177119552][bookmark: _Toc185952854][bookmark: _Toc192874954]Issue Monitoring and Reporting 
Open issues that require project leadership attention will be tracked and published in the PSR. 
the ALM tool’s dashboard feature will be used to support the PMO in facilitating the recurring PSR review meeting. The dashboards in the ALM tool will allow the Project team to review issues in real time. The objectives of the issue review of the Project Status meeting are to:
Validate new issues
Determine/update the issue owner, priority and impact, or issue resolution as necessary
Secure Project Executive Committee (PEC) approval of submitted issue resolution plans
Determine if, or when, an issue needs to be escalated
The following issue dashboard panels are provided in the issue dashboard in the ALM tool and are used to monitor and control project issues:
Cumulative Issues by Status
Issues by Severity and Status
Open Issues by Severity
Open Issues Aging by Severity
Below is an example dashboard which displays the number of risks categorized by status. Note that the dashboard was created using test data. ███████ will collaborate with DOH OHIP to generate and modify dashboards to meet DOH OHIP expectations. Upon agreement on dashboard format and data, ███████ will include the dashboards in the PSR.
[image: ]
[bookmark: _Toc149672600][bookmark: _Toc178152070][bookmark: _Toc192875078]Figure 9-4: Sample Issue Dashboard
[bookmark: _Toc185952855][bookmark: _Toc192874955]Action Item (AI) Management
This section documents the process and tools the project will use to log action items and manage them to closure throughout the life of the project. 
The Continuing Medicaid Eligibility Modernization project will use the ALM tool, a project tracking software tool, to manage action items, track action items, and generate action item reports and dashboards. 
[bookmark: _Toc185952856][bookmark: _Toc192874956]Action Item Management Process Flow
Action items arise when a specific task or action needs to be undertaken to address an issue, complete a project phase, or achieve a goal. The action item life cycle describes the allowed states and workflow for action items. The timely address of action items is critical for maintaining project standards and quality. The following process flow describes the status changes of action items through the life cycle of the project. 

[bookmark: _Toc178152071][bookmark: _Toc192875079]Figure 9-5: Action Item Management Process Flow Diagram
[bookmark: _Toc185952857][bookmark: _Toc192874957]Action Item Management Process Flow Narrative
The following narrative describes the status changes of action item through the life cycle of the project.
	Step #
	Process 
	Description 
	Stakeholder Group(s) 

	1
	Identify AI
	AI Identifier, through project delivery, identifies an AI. 
	AI Identifier

	2
	Document AI in the ALM tool and Populate All Fields
	The designated PMO will work with the AI Identifier to log the item in the ALM tool and confirm that an AI Owner is identified. 
	███████/DOS PMO
AI Identifier

	3
	Address AI
	AI Owner performs necessary steps to complete the action item and make the updates needed in the ALM tool.
Under certain circumstances, the AI Owner may not be able to complete the tasks required to close the action item. In this scenario, the AI Owner escalated the item to receive additional resources.
	AI Owner

	3.1
	Is the AI Complete?
	If the AI Owner completes the AI, proceed to Step #4 Verify AI is Complete and close out in the ALM tool
If the AI owner does not complete the AI, proceed to Step #3.2 Is Escalation Required? 
	AI Owner

	3.2
	Is Escalation Required?
	If the AI Owner is unable to complete the tasks, the designated PMO must determine if escalation is required. 
If escalation is required, proceed to Step #3.4 Log AI as New Risk
If the AI owner does not complete the AI but does not require escalation, proceed to Step #3.3 Include AI in Project Status Report (PSR) and Flag to AI Owner
	███████/DOS PMO

	3.3
	Include AI in Project Status Report (PSR) and Flag to AI Owner
	If the AI requires escalation, the designated PMO includes the unresolved AI in the PSR, notifies the AI Owner of its inclusion, and continues to monitor the item. 
This item will remain on the PSR and discussed during Project Status Report meetings until it is resolved.
	███████/DOS PMO

	3.4
	Log AI as New Risk
	If the AI Owner is not able to address the AI and requires escalation to another Stakeholder Group or member of project leadership, the designated PMO logs a new risk, and the new risk follows the Risk Management process. 
	███████/DOS PMO

	4
	Verify AI is Complete
	Once the AI is completed, the designated PMO verifies that the AI is complete before it is closed out in the ALM tool.
	███████/DOS PMO


[bookmark: _Toc192875205]Table 9‑9: Action Item Management Process Flow Narrative
When the action item is submitted, the creator must select an assignee and manually add any stakeholders to be informed by email notification. The notification contains high-level details of the action item, as well as a hyperlink to the action item itself for the assignee to take proper action. 
[bookmark: _Toc185952858][bookmark: _Toc192874958]Action Item Attributes
[bookmark: _Toc185952859]The most updated attributes used for Action Items in the ALM tool can be found in the ALM Tool Reference Guide in the following location: The ALM tool
[bookmark: _Toc192874959]Action Item Types
An action item can be categorized in the following ways:
	Action Item Type
	Action Item Type Description

	Contract 
	Any action item related to the contracts of the project (such as a signed agreement between ███████ and the State or subcontractors)

	External
	Any action item related to environmental factors largely outside the control of the project (such as cultural, legal, or regulatory)

	Financial 
	Any action item related to the budget or cost structure of the project (e.g., increase or decrease in the budget)

	Functional
	Any action item related to the overall function of the product (such as requirements or design) being developed by the project

	Quality
	Any action item related to the quality requirements of the project

	Organization
	Any action item related to internal, State, or third-party organizational or business changes (such as Executive Leadership role changes)

	Performance
	Any action item associated with the performance of the application (such as response time, stress testing, and development environments)

	Project Management 
	Any action item related to the management of the project (such as communications, status reporting, and issues management)

	Resource 
	Any action item related to project resources (such as the addition or removal of resources)

	Schedule 
	Any action item related to the Work Plan and related tasks (such as extensions or reductions of the project timeline)

	Scope 
	Any action item related to project scope (such as process, module, and development objects)

	Technical 
	Any action item related to software or hardware, including infrastructure related to the project

	General 
	Any action item that cannot be categorized into one of the above categories


[bookmark: _Toc192875206]Table 9‑11: Action Item Types
[bookmark: _Toc185952860][bookmark: _Toc192874960]Action Item Priorities
Action items can be prioritized through the following categories:
High – The action item must be addressed immediately or in an expedited manner to prevent negative impacts to the project outcomes or objectives (e.g., cost overruns or milestone delays) 
Medium – The action item will be addressed, monitored, and controlled following regular project action item management processes
Low – The action item will be addressed as cost and schedule permits
[bookmark: _Toc185952861][bookmark: _Toc192874961]Action Item Status
An action item status can be categorized in the following ways:
	Action Item Type
	Action Item Type Description

	Open
	This is the initial status a proposed action item assumes when it is first entered into the ALM tool.

	In Progress
	An action item assumes this status when it has been accepted as required for the project and is being worked on by the responsible party. The action item is continuously monitored, and status and comments are updated accordingly.

	Cancelled
	An action item is cancelled when the triage process determines that the action item is not required for the project.

	Complete
	An issue assumes this status once PMO verifies that the action item has been completed.

	On Hold
	The action item has been put on hold. 


[bookmark: _Toc192875207]Table 9‑12: Action Item Status
[bookmark: _Toc185952862][bookmark: _Toc192874962]Close Action Item
An action item must be confirmed as resolved before it can be closed in the ALM tool. The following actions and checks are carried out as part of the resolution confirmation process. 
MECM system project will confirm that the action item steps have been completed satisfactorily during project status meeting
The appropriate stakeholder(s) identified for the action item should help confirm the issue resolution
For action items where resolution is confirmed, set the status to “Complete” in the ALM tool
Action items where the resolution results were not confirmed will go back to “In Progress” status and assigned back to the owner so that they can successfully complete the required action
Action items that were closed in error can be reopened by any project member
[bookmark: _Toc185952863][bookmark: _Toc192874963]Action Item Monitoring and Reporting
Open action items (any status that is not “Cancelled” or “Complete”) will be tracked and published in the PSR and the monthly executive steering committee report, both of which are stored on the Continuing Medicaid Eligibility Modernization SharePoint site.
[bookmark: _Toc185952864][bookmark: _Toc192874964]Decision Management
Managing decisions includes identifying, documenting, prioritizing, assigning, and tracking the results of decisions throughout the phases of the project. This section documents the process and tools the project will use to log and manage day-to-day decisions, as well as formal project decisions. 
Day-to-day decisions are decisions that project management deems necessary to document and track for future reference. Formal decisions are decisions that impact project schedule and/or scope. The decision criteria for making a formal decision versus a day-to-day decision must be understood by team members. 
Any decisions impacting the scope of the project will be referred to the Review Board for evaluation of impact on the scope, cost, schedule, and quality of the project.
The Continuing Medicaid Eligibility Modernization project will utilize the ALM tool, an issue and project tracking software tool, to manage and track project decisions. The ALM tool has built-in reporting and dashboard functionality.
[bookmark: _Toc185952865][bookmark: _Toc192874965]Decision Management Process Flow Diagram
The workflow below summarizes the project’s decision management process.


[bookmark: _Toc178152072][bookmark: _Toc192875080]Figure 9-6: Decision Management Process Flow
[bookmark: _Toc185952866][bookmark: _Toc192874966]Decision Management Process Flow Narrative
The narrative below summarizes how the project’s decision management process is completed.
	Step # 
	Process 
	Description 
	Stakeholder Group(s) 

	1
	Decision is Made 
	Decision Stakeholders discuss an open item and decide to address the open item.
	Decision Stakeholders

	2
	Record the Decision in the ALM tool as Open
	Decision Stakeholders log the decision in the ALM tool and with the status to ‘Open’.
	Decision Stakeholders

	3
	Review Decision for Completeness
	The designated PMO reviews the decision entered by the Decision Stakeholders and confirms whether there is enough information available to confirm the decision.
	███████/DOS PMO

	3.1
	Are All Required Fields Populated?
	If the decision is not complete, return to Step #2 Record the decision in the ALM tool as Open to re-assess decision and gather additional input to complete all fields
If the decision is complete, proceed to Step #4 Record the decision in the ALM tool as Complete
	███████/DOS PMO

	4
	Record the Decision in the ALM tool as Complete
	The designated PMO updates the decision status to ‘Complete’ and closes out the open action item for the decision to be made, as applicable. 
	███████/DOS PMO


[bookmark: _Toc192875208]Table 9‑13: Decision Management Process Flow Narrative
[bookmark: _Toc185952867][bookmark: _Toc192874967]Decision Attributes
The most updated attributes used for Decisions in the ALM tool can be found in the ALM Tool Reference Guide in the following location: The ALM tool

[bookmark: _Toc185952868][bookmark: _Toc192874968]Decision Monitoring and Reporting
Open decisions (any status that is not “Cancelled” or “Complete”) will be tracked and published in the PSR, which will be uploaded to the DOS SharePoint site. Open decisions will be monitored daily by PMO; the PMO will engage Decision Stakeholders for updates, clarifications, and next steps as part of the decision monitoring. 
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[bookmark: _Toc177119553][bookmark: _Toc185952869][bookmark: _Toc192874969]Integrated Change Control Process
[bookmark: _Toc141248313][bookmark: _Toc146296917][bookmark: _Toc177119554][bookmark: _Toc185952870][bookmark: _Toc192874970]Integrated Change Control Overview
The ICCP defines the overall strategy and methodology for managing scope via the integrated change control process throughout the course of the Continuing Medicaid Eligibility Modernization project. This document also describes the technology-specific change control activities, processes, and procedures. 
Project changes can occur at any point during the project life cycle. Disciplined management of these project changes is critical to the overall success of the project and helps to reduce risk across the project timeline. 
[bookmark: _Toc146296918][bookmark: _Toc177119555][bookmark: _Toc185952871][bookmark: _Toc192874971]Introduction and Purpose
The ICCP defines a framework for the project to plan and control changes to the scope, schedule, resources, budget, objectives, or baselined documentation. The change control process includes the criteria for requesting a change, the change control process, prioritization guidelines, categorization to determining governance, and the tools that support the ICCP. The change control process is at the heart of this plan and establishes an orderly and effective procedure for tracking the submission, prioritization, review, evaluation, categorization, and approval for release of all changes to the project baselines. These baselines may include contract documents (e.g., MSOW and ISOWs), deliverables, or controlled project working documents (e.g., the Master ISOW Integrated Project Schedule).
A common use case for change control includes modifications to system requirements and, over time, modifications to the MECM solution. While the baseline requirements provide a starting point for defining and building the MECM solution, changes are also identified during the SDLC process. Changes during the SDLC may be driven by legislation or policy, incorporating new opportunities for optimization, items that arise from reviews of legacy documentation, or business-requested functionality changes. Although not all changes of this nature are approved, it is important that changes can be requested. The ICCP provides a process to manage change throughout the project. 
Every change request in the project triggers the change control process. A change can be for scope, resources, and project schedule. A change request must capture key information on the proposed change such as, but not limited to, the reason for change, description of change, financial impact, and associated risks/issues. Once a change to the project is identified, the change control process is initiated to evaluate, track, manage, and disposition the change. These changes are submitted to the ███████ and DOS PMOs for analysis and review. The PMOs mutually agree on which change requests are eligible to be presented to the CRB after analyzing the impact on scope, schedule, level of effort, associated business benefit, and whether they are a business driver. The CRB evaluates change requests and renders a disposition, which can be approved, rejected, placed on hold, or additional information is needed.
[bookmark: _Toc141248315][bookmark: _Toc146296919][bookmark: _Toc177119556][bookmark: _Toc185952872][bookmark: _Toc192874972]Objectives
The ICCP focuses on the following objectives to support the program goals:
Defines processes and procedures that determine how project change is defined, documented, verified, managed, and controlled 
Validates that all scope updates are escalated appropriately and addressed in a timely manner
Establishes the process to identify the scope baseline and the procedures used if there are any potential changes to the baseline identified 
Defines processes and procedures to manage and control changes, including the roles and responsibilities of the CRB 
[bookmark: _Toc141248316][bookmark: _Toc146296920][bookmark: _Toc177119557][bookmark: _Toc185952873][bookmark: _Toc192874973]Integrated Change Control Process Roles and Responsibilities
The Integrated Change Control Process Roles and Responsibilities table can be found in Appendix C-9. This table identifies the roles and responsibilities associated with the ICCP.
[bookmark: _Toc146296921][bookmark: _Toc192874974][bookmark: _Toc177119558][bookmark: _Toc185952874]Integrated Change Control Process 
The ICCP establishes an orderly and effective procedure for tracking the submission, prioritization, review, evaluation, categorization, and approval of all changes to the project’s baselines. The ICCP is designed so as to apply a consistent approach that each change introduced is analyzed and vetted by DOH OHIP, ███████, and the CRB prior to implementation. Documents related to Change Requests (CRs) and ICCP are stored and maintained in the following location in the DOH SharePoint: Change Requests. 
The link to the diagram ‘Integrated Change Control Process Flow’ mentioned below depicts the change control process for the Continuing Medicaid Eligibility Modernization project. The diagram conveys an overview of responsibilities across the Requestor, ███████ Tracks/Stakeholders, and the PMO, which includes the ███████ PMO and DOS PMO teams. The diagram also shows responsibilities for the CRB. The CRB evaluates, reviews, and approves all proposed changes to the project that would impact the project scope, schedule, resources, budget, and objectives. The ARB reviews and approves technical and security changes in the MECM environments that do not initiate a change request. Any changes that result in impacts to the project will be routed through the ICCP. More information can be found in Section 1 Governance Structure. 
The ███████ and DOS PMOs determine the appropriate target audience to review each change request based on the proposed CR impacts and funding source.
Depending on the cost, scope, and budget impacts of the CR, the PMOs may recommend that the CR be directed to executive stakeholders following consultation and confirmation with project leadership according to the governance level as defined in Section 1 Governance Structure. 
CRs fall into four different funding sources: 
Cost: Any CR that requires additional funds not otherwise allocated within an ISOW to implement
No Cost: Any CR that will be delivered at no cost – meaning it is not utilizing any reserve or enhancement hours from an ISOW
No Cost ISOW: Any change request that utilizes reserve hours from the respective system change’s ISOW
No Cost Future Wave: Any change request that utilizes enhancement hours from a planned future wave
Link to Change Request Process flow diagram: Change Request Process Diagram
[bookmark: _Toc141248318][bookmark: _Toc146296922][bookmark: _Toc177119560][bookmark: _Toc185952876][bookmark: _Toc192874975]Identifying and Requesting Changes
A change is defined initially as any variance from the scope finalized as a part of the baselined requirements. As the project progresses, the definition of change incorporates any variance from a previously approved (“Accepted”) project document. This includes the following examples: contract documents (MSOW or ISOW), project deliverables, and project working documents (e.g., Master ISOW Integrated Schedule). 
Although change typically impacts the solution design or project activities, a requested change might impact schedule, effort, budget, resources, or objectives and must be evaluated and approved through this formal process prior to dispositioning and implementation, if applicable. Changes can be identified at any time after requirement validation including in design, development, testing phases, and production. The change control process helps control unapproved change to avoid scope creep, costly delays, and decreased quality in the solution. 
Any project stakeholder may submit a change request through the ALM tool which triggers the ICCP process. A CR is completed by the member(s) of the project team and distributed to the ███████ PMO or DOS PMO teams for review. 
In addition to logging a CR ticket in the ALM tool, the project stakeholder initiating the change will also complete and submit a corresponding Change Request Approach and Impact form. When initiating the change request, the requestor will complete the Solution Approach tab of the form. Once the change request is reviewed by the ███████ and DOS PMOs, if the CR is valid, then the requestor will provide the relevant impact information on the Impact Analysis tab in the same linked form.
The most updated Change Request Approach and Impact form can be accessed here: TEMPLATE_Change Request Approach and Impact.
The CR form and associated reference materials are uploaded to and maintained in a CR-specific folder in the Change Request folder within the DOH SharePoint site. The link to the corresponding CR folder will be posted in the CR ticket in the ALM tool. The CR folder will contain the Change Request Approach and Impact form as well as any applicable supplementary materials.
Once all of the CR initiation materials are drafted, the ███████ PMO drafts an accompanying CR Summary slide. This slide serves as a supplemental file to the CR submission to provide an overview of the CR when it is presented to the CRB. It summarizes key information provided in the ALM tool, reference materials, and the Change Request Approach and Impact form. The slide also has placeholders to capture comments and/or questions arising during the CR review session and a CR disposition if the CRB chooses to disposition the CR during the review session.
The table below describes the process steps for initiation and identification of changes to Change Requests.
	Step # 
	Process Step 
	Description 
	Stakeholder Group(s) 

	1 
	Log Change Request in the ALM tool and Assign to Corresponding PMO Lead 
 
	The requestor logs the Change Request capturing the high-level information for the proposed change in the ALM tool and assigns to corresponding PMO Lead
A requestor can be any Deloitte/DOH stakeholder 
Status of change request is set to “Opened” 
	Requestor (███████/DOH Stakeholders) 

	2 
	Review CR and Coordinate with Requestor to Provide Any Missing Details 
	The ███████ and DOS PMOs conduct an initial assessment of the CR and coordinate with the requestor to provide any missing details.
	███████/DOS PMOs 

	2.1 
	Additional Information Required? 
	The ███████ and DOS PMOs determine whether additional information is required for the CR.
If additional information is required, proceed to Step #3 Update CR Based on Feedback
If additional information is not required, proceed to Step #4 Review CR and Confirm Readiness and Completeness of the ALM tool ticket and Solution Approach(es)
	███████/DOS PMOs 

	3 
	Update CR Based on Feedback 
	The requestor updates the CR (ALM tool ticket and/or Change Request Approach and Impact form) based on feedback. 
	Requestor (███████/DOH Stakeholders) 

	4 
	Review CR and Confirm Readiness and Completeness of the ALM tool ticket and Solution Approach(es) 
	The ███████ and DOS PMOs review the CR and confirm readiness and completeness of the ALM tool ticket and supporting documentation. 
	███████/DOS PMOs 

	4.1 
	Initial Assessment of CR Complete? 
	The ███████ and DOS PMOs determine whether the initial assessment of the CR is complete.
If the initial assessment of the CR is not complete, proceed to Step #3 Update CR Based on Feedback
If the initial assessment of the CR is complete, proceed to Step #5 Review and Confirm Validity to Proceed with CR 
	███████/DOS PMOs 

	5 
	Review and Confirm Validity to Proceed with CR 
	The ███████ and DOS PMOs assess the CR documentation, confirm whether the CR is valid and determine whether the CR should proceed to the impact assessment activities. 
	███████/DOS PMOs 

	5.1 
	CR Ready for Impact Assessment? 
	The ███████ and DOS PMOs decide whether the CR is ready for impact assessment. 
If the CR is not ready for impact assessment, proceed to Step #6.1 Update CR Status to Ready for Impact Assessment and Set Assessment Due Date to Future Date
If the CR is ready for impact assessment, proceed to Step #6 Update CR Status to Ready for Impact Assessment and Set Assessment Due Date to 10 Business Days 
	███████/DOS PMOs 


[bookmark: _Toc192875209]Table 10‑1: Process Steps for Initiation/Change Identification of Change Requests
The table below describes the process steps for evaluating Change Requests.
	Step # 
	Process Step 
	Description 
	Stakeholder Group(s) 

	5.1 
	CR Ready for Impact Assessment? 
	The ███████ and DOS PMOs decide if the CR is ready for impact assessment. 
If the CR is ready for impact assessment, proceed to Step #6 Update CR Status to Ready for Impact Assessment and Set Assessment Due Date to 10 Business Days 
If the CR is not ready for impact assessment, proceed to Step #6.1 Update CR Status to Ready for Impact Assessment and Set Assessment Due Date to Future Date
	███████/DOS PMOs 

	6.0 
	Update CR Status to Ready for Impact Assessment and Set Assessment Due Date to 10 Business Days 
	The ███████ PMO updates CR status to Ready for Impact Assessment and sets assessment due date to 10 business days
	███████ PMO 

	6.1 
	Update CR Status to Ready for Impact Assessment and Set Assessment Due Date to Future Date 
	The ███████ and DOS PMOs update CR status to Ready for Impact Assessment and set assessment due date to future date
	███████/DOS PMOs 

	6.2 
	CR Ready for Impact Assessment? 
	The ███████ and DOS PMOs decide if the CR is ready for impact assessment.  
If the CR is not ready, proceed to Step #6.3 Keep CR Status as Ready for Impact Assessment and Revise Assessment Due Date as Needed 
If the CR is ready, proceed to Step #7 Gather Information to Complete Impact Assessment. Update CR Status to Impact Assessment In Progress 
	███████/DOS PMOs 

	6.3 
	Keep CR Status as Ready for Impact Assessment and Revise Assessment Due Date as Needed 
	███████/DOS PMOs keep CR status as Ready for Impact Assessment and revise assessment due date as needed
	███████/DOS PMOs 

	7 
	Gather Information to Complete Impact Assessment. Update CR Status to Impact Assessment In Progress 
	The ███████ Track gathers information to complete the impact assessment and updates the CR status to Impact Assessment In Progress
	███████ Track 

	8 
	Complete Impact Assessment and Submit Associated Documentation 
 
	The ███████ Track completes impact assessment and submits associated documentation
	███████ Track 

	9 
	Review Impact Assessment and Update CR Status to Impact Assessment Review in Progress 
	The ███████ PMO reviews the impact assessment and updates the CR Status to Impact Assessment Review in Progress
	███████ PMO 

	9.1 
	Ready for Review with DOS PMO? 
	The ███████ PMO decides if the CR is ready for review with DOS PMO.  
If the CR is not ready for DOS PMO review, proceed to Step #9.1.1 Update CR Form and the ALM tool Based on Feedback 
If the CR is ready for DOS PMO review, proceed to Step #10 Review Solution Approach(es) and Impact Assessment Draft 
	███████ PMO 

	9.1.1 
	Update CR Form and the ALM tool Based on Feedback 
	The ███████ Track updates the CR Form and the ALM tool based on feedback. 
	███████ Track 

	10 
	Review Solution Approach(es) and Impact Assessment Draft 
	The ███████ and DOS PMOs review the Change Request Approach and Impact form. 
	███████/DOS PMO 

	10.1 
	Ready for CRB Review? 
	The ███████ and DOS PMO decide if the CR is ready for CRB review. 
If the CR is not ready for CRB review, proceed to Step #9.1.1 Update CR Form and the ALM tool Based on Feedback
If the CR is ready for CRB review, proceed to Step #11 Schedule Review with CRB (if needed) and Send CR Materials to CRB 
	███████/DOS PMOs 

	11 
	Schedule Review with CRB (if needed) and Send CR Materials to CRB
	· The ███████ and DOS PMOs schedule review with CRB (if needed) and send CR materials to CRB. 
	███████/DOS PMOs 

	12 
	Review CR and Supporting Documents, and Determine Disposition of CR 
	· The Review Board assess the CR and supporting documents, and determines the disposition of the CR. 
	Review Board 

	12.1 
	Additional Information Required? 
	The Review Board decides if additional information required. 
If additional information is required, proceed to Step #12.1.1 Set CR Status to Information Pending and Update Comments to Reflect Information Requested 
If additional information is not required, proceed to Step #12.2 Put CR On Hold?
	Review Board 

	12.1.1 
	Set CR Status to Information Pending and Update Comments to Reflect Information Requested
	· The ███████/DOS PMOs set CR status to Information Pending and update comments to reflect information requested. 
	███████/DOS PMOs 

	12.2 
	Put CR On Hold? 
	The Review Board decides if the CR should be placed on hold.  
If the CR is placed on hold, proceed to Step #12.2.1 Set CR Status to Change On Hold and Specify Revisit Date 
If the CR is not placed on hold, proceed to Step #12.4 Approve CR? 
	Review Board 

	12.2.1 
	Set CR Status to Change On Hold and Specify Revisit Date 
	· The ███████ and DOS PMOs set the CR status to Change On Hold and specify the date to revisit the CR.
	███████/DOS PMOs 

	12.3 
	Reopen CR? 
	The ███████ and DOS PMOs decide if CR should be reopened.  
If the CR is not opened, proceed to Step #12.3.1 Keep CR On Hold 
If the CR is opened, proceed to Step #12.3.2 Set CR Status as Information Pending and Review and Update CR As Needed 
	███████/DOS PMOs 

	12.3.1 
	Keep CR On Hold 
	· ███████/DOS PMOs decide to CR On Hold. 
	███████/DOS PMOs 

	12.3.2 
	Set CR Status as Information Pending and Review and Update CR As Needed 
	· The ███████ Track sets CR status as Information Pending and review and update CR as needed. 
	███████ Track 

	12.4 
	Approve CR? 
	The Review Board decides if CR should be approved.  
If the CR is not approved, proceed to Step #13 Record CRB Decision and Update CR Status to Change Rejected 
If the CR is approved, proceed to Step #14 Record CRB Decision and Update CR Status to Change Approved
	Review Board 

	13 
	Record CRB Decision and Update CR Status to Change Rejected 
	· The ███████ and DOS PMOs record the CRB decision and update CR Status to Change Rejected.
	███████/DOS PMO 

	14 
	Record CRB Decision and Update CR Status to Change Approved 
	· The ███████ and DOS PMOs record the CRB decision and update CR Status to Change Approved.
	███████/DOS PMO 


[bookmark: _Toc192875210]Table 10‑2: Process Steps for Change Request Evaluation
The table below describes the process steps for implementing Change Requests.
	Step # 
	Process Step 
	Description 
	Stakeholder Group(s) 

	15 
	Perform Updates to Work Plan/the ALM tool/Etc. to Implement CR 
	The ███████ Track performs updates to Work Plan/the ALM tool/Etc. to Implement CR. 
	███████ Track 

	16 
	Update CR Status to Closed 
	Upon closure of all associated action items and incorporation of updates into the Work Plan, the ███████ PMO updates the CR Status to Closed, which ends the process. 
	███████ PMO 


[bookmark: _Toc192875211]Table 10‑3: Change Request Implementation Process
[bookmark: _Toc146296923][bookmark: _Toc177119561][bookmark: _Toc185952877][bookmark: _Toc192874976]Prioritizing Change Requests for Impact Assessment and Decision
The task of assessing a CR may require project staff to reassess the planned activities in the Baselined Work Plan and Schedule. Therefore, one of the roles of the ███████ and DOS PMOs is to review and prioritize which CRs undergo an impact assessment. The review is completed leveraging the CR business case included in its submission and the general knowledge that the ███████ and DOS PMO teams have for a particular change request. The ███████ PMO also obtains input from ███████ leadership regarding the capacity available to perform the impact assessment. The decision to prioritize change requests for impact assessment is a mutual ███████ and DOS PMO decision and, if approved for impact assessment, the ███████ PMO will coordinate with the appropriate stakeholders to initiate the assessment.
[bookmark: _Toc146296924][bookmark: _Toc177119566][bookmark: _Toc185952878][bookmark: _Toc192874977]Change Request Statuses
A CR can take on different statuses throughout its life cycle, as shown in the table below.
	Change Request Status
	Description

	Opened
	The CR has been logged within the ALM tool, but the PMO team has not started their initial review.

	Ready for PMO Review
	The CR is ready for the PMO team to begin its initial review or review has already begun. 

	Ready for Impact Assessment
	The CR has been validated and is ready for the impact assessment to be initiated.

	Impact Assessment in Progress
	The impact assessment to define impacts to items such as cost, effort, and schedule is in progress.

	Impact Assessment Review in Progress
	The PMO team is assessing the details of the impact assessment and confirming whether the CR is ready for the CRB to review and disposition.

	Ready for CRB

	The PMO team has determined that the change request is ready for the CRB to review and disposition or the CR is currently being evaluated by the CRB, but no additional information has been requested. 

	Information Pending
	Additional information has been requested and the CR owner must provide this information.

	Change Approved
	The change request has been approved by the CRB. Project baselines can now be updated, and activities required to implement the CR can be initiated.

	Closed
	Any ad hoc activities not already incorporated into the Work Plan required to implement the CR have been completed.
The required project baseline documents associated with the CR have been validated and approved.

	Change Rejected
	The CR has been rejected by the CRB indicating that the associated changes will not be implemented.

	Change on Hold
	The CR has been placed on hold meaning it has been deferred for future consideration.

	Change Cancelled 
	The CR is cancelled as it is no longer needed. 


[bookmark: _Toc192875212]Table 10‑4: Change Request Statuses
[bookmark: _Toc146296925][bookmark: _Toc177119567][bookmark: _Toc185952879][bookmark: _Toc192874978]Change Request Evaluation/Authorization 
Once the go ahead is provided for the CR impact assessment, the Change Owner coordinates with the necessary teams to collect and document the CR impacts. The impact assessment should be completed within 10 business days from when the go ahead is provided. The Change Request Approach and Impact form is updated by the Change Owner and the updated CR is provided to the ███████ and DOS PMOs for review. The PMOs review the CR documentation in its entirety and determine whether the CR is complete and ready to be presented to the CRB. The CR Summary slide is updated as needed to reflect any information added or modified during impact assessment.
If the CR is not ready, the PMOs communicate any additional information needed to the Change Owner and await the information prior to re-evaluating the CR. Any required updates from this analysis are entered in the ALM tool as an update to the ALM tool change request item and the CR is reassigned to the Change Owner. 
If the CR is ready to present to the CRB, the CR materials, including the Change Request Approach and Impact form, CR Summary slide, and supporting documentation are distributed to the CRB stakeholders in advance of the CR being presented. During the CRB meeting, the CR Summary slide is displayed and the PMOs present the change request for review and dispositioning. 
The following link lists the process steps, task descriptions, and stakeholder group(s) involved for the evaluation process of CRs undergoing an impact assessment: Change Request Process Diagram
The CRB reviews each completed change request and discusses the item at a CRB meeting. The ███████/DOS PMOs propose target meeting dates to present the CRs that are ready for CRB disposition. If ad hoc meetings are required, the PMOs coordinate to find a time that is mutually available for the required CRB stakeholders to attend. Attendees include CRB members or their delegates. The ███████ PMO presents the CRs to the members who validate the necessity of the change as well as consider the impact of the change.
The meeting participants then determine how to disposition the CR. There are four possible outcomes for the CR at this point: 
Approved – denotes the change is authorized and can be implemented
Rejected – denotes the change is declined and will not be implemented
On Hold – denotes the CRB is not ready to provide a disposition 
Additional Information Required – denotes the CRB requires additional information or updates to disposition the CR. In this case, the ███████ and DOS PMOs reassign the CR to the Change Owner until the information is provided back to the CRB
During the CRB meeting, the ███████ and DOS PMOs document questions, information requests, and the CR disposition, as applicable, within the designated fields in the CR Summary slide. After the meeting, the CR Summary slide is attached to the CR in the ALM tool and comments are added to the ticket summarizing the outcome of the discussion. If the CR is not dispositioned during the meeting and the CRB requests to review and disposition the CR offline, the ███████ and DOS PMOs will address any pending actions and set a target due date for the disposition. Once a disposition is provided via email, the CR in the ALM tool is updated accordingly and the DOS PMO sends a transmittal with the disposition to ███████.
After a CR is dispositioned, the Change Request summary is included in the Project Status Report. 
[bookmark: _Toc146296927][bookmark: _Toc177119596][bookmark: _Toc185952881][bookmark: _Toc192874979]Change Request Implementation 
The Baselined Work Plan and Schedule and other relevant project documentation are updated reflecting the impact of the change on the project scope, timeline, budget, and quality after the CR is approved for implementation. Any associated ad hoc activities not otherwise incorporated into the Work Plan are logged as action items in the ALM tool. If testing of the change is required, the testing is conducted according to the procedures outlined in the Test Management Plan. 
The activities associated with the CR that have been incorporated into the Work Plan will be tracked through the Work Plan. Any ad hoc activities resulting from the CR will be tracked via action items in the ALM tool. Once all ad hoc activities tied to the CR are completed, the CR ticket will be closed, and any remaining scheduled tasks will be tracked and updated via the Work Plan.
The following link identifies the activities, tasks, and responsibilities associated with the CR implementation process: Change Request Process Diagram
[bookmark: _Toc146296929][bookmark: _Toc177119619][bookmark: _Toc185952883][bookmark: _Toc192874980]Procedures for Emergency Change
As each CR that is complete and ready for discussion at the CRB meetings, emergency CRB meetings can be scheduled to address CRs more quickly (less than ten (10) business days of analysis of the change request) if required. 
If an emergency project change is required, the same project change control method and processes are followed but may require an ad hoc DOH OHIP-approved meeting with the appropriate board for the emergency project change request. 
A change is classified as an emergency if the change is responding to a critical business incident that is disrupting service or violating a service level agreement. 
The change requestor must identify urgency when logging the CR in the ALM tool. CR timeline expectations are determined on a case-by-case basis and approved by DOH OHIP. The ███████ team works with the appropriate stakeholders to address emergency change requests and approvals as the need arises. 
[bookmark: _Toc146296933][bookmark: _Toc177119620][bookmark: _Toc185952884][bookmark: _Toc192874981]Tools
The table below shows the set of tools used throughout the change control process:
	Tool
	Uses

	The requirements management tool (the requirements management tool)
	If CRs result in changes to contract or project requirements, the project team will update the requirements in the ALM tool following the documentation procedures defined in the Requirements Management Plan portion of the Project Management Plan. The RTM add-on for the ALM tool, the requirements management tool, will be used to generate the updated RTM documentation resulting from approved requirement changes.
Once the requirements are confirmed, finalized, and loaded into the tool, they are separated and grouped into each of the sub-systems, establishing links between the related requirements. These links provide users with real-time visibility into the interrelations between requirements. 

	The ALM tool
	The ALM tool manages issues, risks, activities, dependencies, schedule, and effort. This tool uses dashboards to help manage work and uniquely track specific work items with identified owners and approvers. The change control log will be maintained and managed in the ALM tool.
The project uses the ALM tool to log and track the CRs. The ALM tool is configured to allow the change control process represented in the workflow. Changes to scope are primarily identified, reviewed, and evaluated as “Change Requests” in the ALM tool before they are processed by the CRB and determined to require a formal change request. 
The ALM tool also is used for the maintenance of the requirements log and to manage the requirements throughout the project implementation phases. 

	DOH SharePoint
	The DOH SharePoint is leveraged for accessing, storing, and version-controlling content and the PMP.


[bookmark: _Toc192875213]Table 10‑5: Change Control Tools
[bookmark: _Toc146296934][bookmark: _Toc177119621][bookmark: _Toc185952885][bookmark: _Toc192874982]ALM Tool Attributes
The most updated fields used for Change Request issue type in the ALM tool can be found in the ALM Tool Reference Guide in the following location: The ALM tool

[bookmark: _Toc177119622][bookmark: _Toc185952886][bookmark: _Toc192874983]ALM Tool Workflow 
The ALM tool workflow and statuses are subject to change – refer to the following file location for the latest workflow: 
The ALM tool
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[bookmark: _Toc177119623][bookmark: _Toc185952887][bookmark: _Toc192874984]Schedule Management Plan
[bookmark: _Toc144466106][bookmark: _Toc148009278][bookmark: _Toc151389878][bookmark: _Toc177119624][bookmark: _Toc185952888][bookmark: _Toc192874985]Introduction 
[bookmark: _Toc143601394]The Schedule Management Plan defines the framework to create and maintain the Baselined Work Plan and Schedule (DEL-06) (“Work Plan”). The Work Plan serves as the schedule and roadmap for project execution and provides the project team and stakeholders with a picture of the project’s production status at any given time. As indicated in the MSOW, the Work Plan is managed in an appropriate project management tool, with sufficient detail to support the projected durations. The Continuing Medicaid Eligibility Modernization project Work Plan will be managed in Microsoft Project, a project management tool.
[bookmark: _Toc144466107][bookmark: _Toc148009279][bookmark: _Toc151389879][bookmark: _Toc177119625][bookmark: _Toc185952889][bookmark: _Toc192874986]Purpose
The Schedule Management Plan outlines and identifies the procedures and processes necessary to create and maintain the Work Plan. It also describes the integration of the multiple component schedules within the Continuing Medicaid Eligibility Modernization project and the proactive communication between project teams and stakeholders.
The objective of this plan is to provide a schedule management process that achieves the following:
Describes an approach and activities for planning, scheduling, and documenting project work
Establishes the standards used for schedule structure, data elements, and ongoing schedule maintenance
Describes how changes to the schedule, and any related corrective actions, will be documented and managed
Defines the Microsoft Project format, schedule milestones, and schedule development roles and responsibilities
[bookmark: _Toc148976752][bookmark: _Toc148977201][bookmark: _Toc143601396][bookmark: _Toc144466109][bookmark: _Toc148009280][bookmark: _Toc151389880][bookmark: _Toc177119626][bookmark: _Toc185952890][bookmark: _Toc192874987]Schedule Management Approach
The Continuing Medicaid Eligibility Modernization project requires the coordination of multiple schedules. This section outlines an approach to develop a Work Plan that remains consistent across all schedules and teams.
[bookmark: _Toc148009281][bookmark: _Toc151389881][bookmark: _Toc177119627][bookmark: _Toc185952891][bookmark: _Toc192874988]Schedule Management Process Flow Diagram
The process flow below identifies necessary schedule development and management steps.


[bookmark: _Toc148009163][bookmark: _Toc151389934][bookmark: _Toc178152073][bookmark: _Toc192875081]Figure 11-1: Schedule Management Process Flow Diagram
[bookmark: _Toc148009282][bookmark: _Toc151389882][bookmark: _Toc177119628][bookmark: _Toc185952892][bookmark: _Toc192874989]Schedule Management Process Flow Narrative
The following table details the steps outlined in the diagram above.
	Step #
	Work Plan Process
	Description
	Stakeholder Group(s)

	1
	Integrated Master Schedule (IMS)
	Prior to initiating the development of the Work Plan, develop a Master ISOW Integrated Project Schedule. This document is based on the current project scope, IMS, as outlined in the MSOW, and anticipated future project Waves. The Master ISOW Integrated Project Schedule is a baselined work plan that provides the overall project schedule; key milestones; and work effort, resource, and cost estimates, by Wave. 
The Master ISOW Integrated Project Schedule informs the more detailed Work Plan, or Work Breakdown Structure (WBS), which will be created at the beginning of every Wave for work to be performed in that Wave. The Baselined Work Plan and Schedule (DEL-06), which will be a Microsoft Project file, will be the single project schedule that represents the full schedule and status across all project waves for Deloitte and DOH. 
	PMO
Stakeholders
Managerial Governance
Executive Governance

	2
	Wave – WBS 
I1, I2, I3, I4
	Develop the WBS for the current Wave. The WBS should contain the detailed schedule, resource assignments, dependencies, and constraints for the deliverables. 
The WBS is used to direct project execution and delivery of the Wave deliverables contributing to the project solution.
	PMO
Stakeholders
Managerial Governance

	3
	Monitor / Manage
	Compare actual project progress against the Work Plan on a weekly basis through the duration of the project. Share findings at Project Status Report meeting, or alternative weekly meeting for schedule management items to be arranged between DOH OHIP and ███████.
	PMO
Stakeholders

	3.1
	Change?
	Based on the outcome of regular Monitor/Manage reporting, changes to the Work Plan to reflect the latest project updates could be needed.
If there are needed changes to the Work Plan, proceed to Step #3.2 Refer to Integrated Change Control Process 
If there are no changes to the Work Plan, proceed to Step #4 Variance?
	PMO
Stakeholders

	3.2
	Refer to Integrated Change Control Process
	The ICCP (refer to Section 10) outlines the process for submitting and reviewing a Change Request.
	Stakeholders

	4
	Variance?
	Based on the outcome of regular Monitor/Manage reporting, the project team could identify a variance. A variance occurs when project execution deviates from the Work Plan.
If there is a variance, proceed to Step #5 Is this a Risk?
If there is no variance, proceed to End
	PMO
Stakeholders

	5
	Is this a Risk?
	If there is a variance between project execution and the Work Plan, stakeholders must determine if the variance poses a risk. Stakeholders will complete the process defined in the Project Controls Plan (refer to Section 9) to determine if the variance is a risk and address it according to the Risk Management Approach.
If the variance is a risk, proceed to Step #5.1 Refer to Project Controls Plan Section 9.3 Risk Management Approach 
If the variance is not a risk, continue to Step #6 Is this an Issue?
	Stakeholders

	5.1
	Refer to Project Controls Plan Section 9.3 Risk Management Approach
	Section 9 Project Controls Plan outlines the process for addressing project risks. If, after review, it is determined that the variance is a risk to the project, Section 9.3 Risk Management Approach provides the necessary procedure.
	Managerial Governance

	6
	Is this an Issue?
	If there is a variance between project execution and the Work Plan, but it is not a risk, stakeholders must also determine if the variance is an issue. Stakeholders will complete the process defined in the Project Controls Plan (refer to Section 9) to determine if the variance is an issue and address it according to the Risk management Approach.
If the variance is an issue, proceed to Step #6.1 Refer Project Controls Plan Section to 9.4 Issue Resolution Approach
If the variance is not an issue, proceed to End
	Stakeholders

	6.1
	Refer to Project Controls Plan Section 9.4 Issue Resolution Approach
	Section 9 Project Controls Plan outlines the process for addressing project issues. If, after review, it is determined that the variance is an issue for the project, Section 9.4 Issue Resolution Approach provides the necessary procedure.
	Managerial Governance


[bookmark: _Toc148009150][bookmark: _Toc151389910][bookmark: _Toc192875214]Table 11‑1: Schedule Management Process Flow Narrative
[bookmark: _Toc151389883][bookmark: _Toc177119629][bookmark: _Toc185952893][bookmark: _Toc192874990][bookmark: _Toc143601398][bookmark: _Toc144466111][bookmark: _Toc148009283]Schedule Performance Monitoring
[bookmark: _Toc151389884][bookmark: _Toc177119630][bookmark: _Toc185952894][bookmark: _Toc192874991]Background and Purpose
Schedule performance monitoring includes tracking schedule status and progress, monitoring schedule performance, and reviewing and discussing schedule performance measurements with the DOH OHIP stakeholders. As schedule performance is measured and monitored, the results become inputs into schedule monitoring and control, implementation of changes or modifications to the schedule, and/or escalation of schedule risks or issues. 
Schedule performance monitoring includes status reporting as well as more specific schedule reviews in preparation for key milestones as designated in the Work Plan. ███████ will leverage the Project Status Report to report on schedule performance. The recurring cadence of the PSR provides a proactive mode to discuss the current state of schedule performance prior to any schedule risks or issues.
[bookmark: _Toc151389885][bookmark: _Toc177119631][bookmark: _Toc185952895][bookmark: _Toc192874992]Schedule Performance Index
For the Continuing Medicaid Eligibility Modernization project, ███████ will leverage the Schedule Performance Index (SPI) as the Key Performance Indicator (KPI) to measure schedule performance. ███████ will include SPI as part of the PSR. 
SPI provides a quantitative measure of schedule performance that measures the efficiency of time utilization in a project. SPI functions as a real-time system, allowing ███████ to identify potential schedule issues before they escalate. By analyzing SPI values, ███████ can proactively address schedule slippages, reallocate resources, and implement corrective actions promptly.
 
[bookmark: _Toc151389887][bookmark: _Toc177119633][bookmark: _Toc185952897][bookmark: _Toc192874993]Variance
To effectively gauge the performance of the project schedule, variance and threshold values are set for the SPI. By having defined, agreed-upon values for variance and threshold, ███████ and DOH OHIP can measure the progress of the project schedule through the same lens. Variance refers to any SPI value that is not 1. Throughout the duration of the Continuing Medicaid Eligibility Modernization project, the ███████ PMO will monitor and communicate the project’s SPI. As part of effective performance monitoring, the ███████ PMO will establish variance thresholds to monitor and manage against. Based on the variance threshold, the ███████ PMO will take the appropriate next steps to communicate the project schedule status to DOH OHIP. The SPI variance thresholds are subject to change based on mutual agreement between ███████ and DOH on the updated metrics. The following table outlines the SPI variance thresholds with subsequent details.
	Variance Type
	Threshold
	Description

	On-Track
	SPI ≥ 0.95 or 
SPI ≤ 1.05
	The goal of schedule performance monitoring is to maintain the project schedule within the thresholds of the On-Track variance, which indicates that the project is effectively on schedule. 

	At-Risk
	0.91 ≤ SPI ≤ 0.94 or 
1.06 ≤ SPI ≤ 1.09
	When an At-Risk variance in the SPI occurs, this indicates that the project schedule needs corrective action. ███████ will leverage this threshold to serve as real-time indicators for potential proactive corrective actions to prevent the SPI from reaching an Off-Track variance. ███████ will log the SPI as a risk and take appropriate actions to get the project back on track. 

	Off-Track
	SPI ≤ 0.90 or 
SPI ≥ 1.10
	When an Off-Track variance in the SPI occurs, this indicates that the project requires immediate mitigation measures. ███████ will log the SPI as an issue and implement mitigation actions to get the project schedule back on track (i.e., to At-Risk and ultimately On-Track status).
An SPI ≥ 1.10 Indicates that the project is ahead of schedule. In these instances, Deloitte will conduct a review and assessment as to why the SPI is not more closely aligned with the On-Track variance.


[bookmark: _Toc151389911][bookmark: _Toc192875215]Table 11‑2: SPI Variance Types
[bookmark: _Toc151389888][bookmark: _Toc177119634][bookmark: _Toc185952898][bookmark: _Toc192874994]Stakeholder Engagement
███████ will include SPI in the PSR. During the PSR meeting, ███████ and DOH OHIP will discuss the SPI, contributing factors, and mitigation measures for any potential risks or realized issues. The inclusion of SPI in the PSR helps confirm that schedule performance monitoring is not a one-time assessment but rather a continuous improvement process throughout the life cycle of Continuing Medicaid Eligibility Modernization. 
[bookmark: _Toc151389889][bookmark: _Toc177119635][bookmark: _Toc185952899][bookmark: _Toc192874995]Sample SPI Dashboard
Below is an example of an SPI dashboard used to depict project schedule performance within the bounds of the agreed-upon threshold and variance metrics. Upon finalizing the SPI dashboard for the Continuing Medicaid Eligibility Modernization project, it will be included as part of the PSR. 
[image: ]
[bookmark: _Toc151389935][bookmark: _Toc178152074][bookmark: _Toc192875082]Figure 11-2: Sample SPI Dashboard
[bookmark: _Toc151389890][bookmark: _Toc177119636][bookmark: _Toc185952900][bookmark: _Toc192874996]Work Plan
The Work Plan uses all holidays from the NY State holiday calendar as the basis for working day exceptions. Additionally, the ███████ holiday calendar is factored in for tasks owned by ███████. The guidelines to account for State-specific holidays are in Section 11.5.4 Operational Quality, under “Holiday Check.” 
[bookmark: _Toc177117333][bookmark: _Toc177118103][bookmark: _Toc177118870][bookmark: _Toc177119637][bookmark: _Toc178352136][bookmark: _Toc178353980][bookmark: _Toc178356094][bookmark: _Toc178358903][bookmark: _Toc178360875][bookmark: _Toc178373071][bookmark: _Toc184748699][bookmark: _Toc185950717][bookmark: _Toc186886300][bookmark: _Toc187430042][bookmark: _Toc188452418][bookmark: _Toc188621312][bookmark: _Toc148009284][bookmark: _Toc151389891][bookmark: _Toc177119638][bookmark: _Toc185952901][bookmark: _Toc192874997]Core Contents
The Work Plan defines the planned timeline for the completion of project work activities, deliverables, and milestones throughout the project life cycle. The team uses this to monitor schedule variances during the project and to identify tasks that may cause the timeline to change.
The Work Plan will provide a “baselined” description of the work and scheduled deliverables for the Continuing Medicaid Eligibility Modernization project. Once the Work Plan is baselined, it is controlled in accordance with Section 11.3.2 Schedule Management Process Flow Narrative Step #3.2 Refer to Integrated Change Control Process and Section 11.6.6 Controlling the Schedule.
The Continuing Medicaid Eligibility Modernization Work Plan contains the following: 
Tasks
Phases
Project Initiation
Planning
Monitor and Control
Requirements 
Development 
Interfaces
Data Conversion
Technology
Security and Privacy
Testing 
UAT
Production Implementation
Project Close-Out
Enhancements
Wave 1 Change Management
Milestones
Project Start and Project Finish
Phase completions
Deliverables 
Key events (e.g., Go-Lives, Kick-Offs)
Duration (the span in days between the Start and Finish date of each task)
Dependencies (a set of predecessors and successors)
Responsible resources (███████ and/or State Team(s) responsible for tasks and/or deliverables)
Critical Path Tasks
[bookmark: _Toc143601399][bookmark: _Toc144466112][bookmark: _Toc148009285][bookmark: _Toc151389892][bookmark: _Toc177119639][bookmark: _Toc185952902][bookmark: _Toc192874998]Work Plan Fields
The table below includes the list of fields included in the Work Plan. 
	Item
	Details

	WBS
	A Work Breakdown Structure (WBS) is a hierarchy of the work that will be done for a project. It represents the project team’s understanding of the composition of work and includes the size and duration of each component. 

	SPI
	The Schedule Performance Index (SPI) is a performance indicator that measures the efficiency of time utilization in a project. It is calculated by dividing the hours spent, based on percent complete, by the total planned number of hours for each task. The Work Plan allocates 8 hours per day per team for each task to calculate the total hours worked. 

	% Complete
	This is a Microsoft Project default attribute and is tracked in percentage (%).

	Status
	This field indicates the current status of a task based on SPI, specifying whether the task is Complete, On Schedule, Late, or a Future Task.

	Task Name
	Tasks should be formulated as a phrased length synopsis of the activity being performed and utilizes Verb-Noun form. The description of an activity or milestone is brief, but specific enough to differentiate it from other similar activities in the schedule.

	Duration
	This is a Microsoft Project default attribute and is tracked in days. Duration is the amount of working time, displayed in days, from the start to finish of an activity (task). It is the total span of active working time for an activity (task) as entered or calculated automatically based on start date, finish date, calendars, and other scheduling factors, like dependencies.

	Start
	This is a Microsoft Project default attribute and is formatted in the Microsoft Project Default setting of abbreviated day and mm/dd/yyyy date. It denotes the intended start date of a task. An Activity Start Date is the date a project activity is expected to begin and/or actually begins. Activity Start Date may also represent the date when a predecessor activity may end, which serves as the start date for a successor activity.

	Finish
	This is a Microsoft Project default attribute and is formatted in the Microsoft Project Default setting of abbreviated day and mm/dd/yyyy date. The Activity Finish Date is the date a project activity is expected to be completed and/or actually completed.

	Predecessors
	This is a Microsoft Project default attribute. This denotes an activity that must be completed and/or started before this task is undertaken. Predecessor and successor activities include activities with dependencies on another activity, which will be able to take place once the activity is started or completed.

	Successors
	This is a Microsoft Project default attribute. This denotes an activity that will be started after this task is completed. 

	Resource Names
	This is a Microsoft Project default attribute that references the resource responsible for completing the task. The resource has ultimate accountability for executing and reporting the task. For this project, the named resource will be set to the organization and team responsible for completing the task.

	Notes
	This is a Microsoft Project default attribute and is used to record any pertinent information regarding the task as necessary. Additional information including detailed descriptions of an activity, or comments relating to it, can be included in the “Notes” data field of an activity within the project schedule.

	Baseline Start
	The planned beginning date for a task at the time a project baseline is set.

	Baseline End
	The planned completion date for a task at the time a project baseline is set.

	Actual Start
	The date that a task has actually begun.

	Actual End
	The date that a task has actually been completed.


[bookmark: _Toc148009151][bookmark: _Toc151389912][bookmark: _Toc192875216][bookmark: _Toc148009286]Table 11‑3: Standard Fields
[bookmark: _Toc151389893][bookmark: _Toc177119640][bookmark: _Toc185952903][bookmark: _Toc192874999]Monitoring and Managing Updates
On a bi-weekly cadence, or more frequently if requested by DOH OHIP, progress is tracked in the Work Plan and performance will be analyzed and reported in project status reports. DOH OHIP and ███████ meet to discuss the milestones and outstanding tasks requiring discussion in the weekly schedule management meeting. This meeting helps to identify and remediate any tasks in the Work Plan prior to the updates to the PSR.
[bookmark: _Toc148976762][bookmark: _Toc148977211][bookmark: _Toc148009293][bookmark: _Toc151389894][bookmark: _Toc177119641][bookmark: _Toc185952904][bookmark: _Toc192875000]Operational Quality
The following activities will take place prior to the submission of the Work Plan and throughout the various updates made to the Work Plan. These operational quality checks will help improve the ongoing quality of the plan.
	[bookmark: _Hlk153275827]Quality Check
	Description

	Resource Check
	Filter on Resource Name
If Resource Name = “ “ (blank), then determine the appropriate resource and populate the field.
Resources should only be assigned to the lowest-level tasks in the Work Plan

	[bookmark: _Hlk153275907]Milestone Check
	Filter = Milestone (0-duration tasks)
For each milestone, check to see if there has been any change in the milestone date. If there is a change, identify the corresponding task, or set of tasks, that caused the milestone to move beyond the baseline finish date

	Actual Start Check
	Filter on Actual Start Date and (Planned) Start Date
If the planned start date is in the past (meaning the work was supposed to have started) and the actual start date is blank, identify the actual start date
If the planned start date is in the past and the actual start date is blank and the work has not started, then highlight the associated activity to flag it for discussion with the appropriate resource

	Planned Finish Check (tasks that are late)
	Filter on (Planned) Finish Date
If the planned finish date is in the past, then identify the latest status of the task. If the task is late, then highlight the associated activity to flag it for discussion with the appropriate resource

	Actual Finish Check (tasks that are late)
	Filter on Actual Finish Date
If the actual finish date is blank, then work with the appropriate resource to identify if the task is complete. If the task is complete, populate the actual finish date

	Predecessor Check
	Filter on Predecessor
If the predecessor is blank, then determine the appropriate predecessor for the task
A predecessor should be assigned to the lowest level task
Predecessor can be left blank if it is a recurring task or if it is the first task of the project

	Successor Check
	Filter on Successor 
If the successor is blank, then determine the appropriate successor for the task
A successor should be assigned to the lowest level task
Successor can be left blank if the task has no dependent tasks following it or if it is the last task of the project

	Holiday Check
	Filter on State Specific Holidays
New Year’s Day
Dr. Martin Luther King, Jr. Day 
Washington’s Birthday (President’s Day)
Memorial Day
Juneteenth
Independence Day
Labor Day
Columbus Day
Election Day
Veterans Day
Thanksgiving Day
Christmas Day
Note: The list of observed State holidays is subject to change and will be reconciled with the legal holiday calendar released by New York State (NYS) each year.
If a date for the task needs to be adjusted, put the date that the task will be completed on, in the Due Date column. 
Rules like the Deliverable socialization date and DED/Deliverable walkthrough dates will need to be made on how we adjust the due date.

	Percent Complete 
	The following standards will be used when updating the % Complete column in the Work Plan. 
25% - Task has been started
50% - Task is in progress
75% - Task is completed, but requires updates due to reviews/comments received
100% - Task is complete


[bookmark: _Toc151389913][bookmark: _Toc192875217][bookmark: _Toc148009154][bookmark: _Toc143601400][bookmark: _Toc144466113]Table 11‑4: Quality Checks
[bookmark: _Toc148009294][bookmark: _Toc151389895][bookmark: _Toc177119642][bookmark: _Toc185952905][bookmark: _Toc192875001]Task Creation and Maintenance
The following sub-sections describe the detailed processes for the creation and maintenance of tasks. 
[bookmark: _Toc143601401][bookmark: _Toc144466114][bookmark: _Toc148009295][bookmark: _Toc151389896][bookmark: _Toc177119643][bookmark: _Toc185952906][bookmark: _Toc192875002]Establishing the Overall Work Plan Structure
The structure of the Work Plan should adhere to the following guidelines:
Each phase and subphase ends with a completion milestone that follows the Phase/Subphase Name + “Completed” format (e.g., Plan Requirements Completed, this will be tracked in Requirements Traceability Matrix (DEL-19))
For requirements and design sessions planning in the Work Plan, the start and finish of each session for each functional area are tracked; the Work Plan is not used as a calendaring tool to plan out each individual session, rather, the JAD Calendar is used for this purpose
For displaying contractual deliverables in the Work Plan, the drafting and planning activities are in the individual workstream’s section. The submission, review, and invoicing activities of the deliverable are in the Monitor and Control section of the Work Plan under “Deliverable Transmittals and Invoices”, organized by Deliverable number. Below is an example of a single deliverable in the Work Plan:
	Develop Deliverable (in Workstream section)

	Develop [Deliverable Name] Deliverable

	Submit [Deliverable Name] Deliverable to DOH for Collaboration

	DOH Provides Comments [Deliverable Name] 

	███████ Responds to Comments on [Deliverable Name] 

	DOH Reviews Comments on [Deliverable Name]

	[Deliverable Name] Review Complete and Ready for Transmittal


[bookmark: _Toc148009155][bookmark: _Toc151389914][bookmark: _Toc192875218][bookmark: _Toc143601402]Table 11‑5: Example Deliverable Development Tasks in Work Plan
	Transmit Deliverable (in Monitor and Control section)

	███████ Prepares [Deliverable Name] Deliverable Transmittal

	███████ Submits [Deliverable Name] to DOH

	DOH Reviews [Deliverable Name]

	███████ Completes Updates and Re-Submits [Deliverable Name] to DOH

	DOH Approves [Deliverable Name] Transmittal


[bookmark: _Toc192875219]Table 11‑6: Example Deliverable Transmittal Tasks in Work Plan
[bookmark: _Toc144466115][bookmark: _Toc148009296][bookmark: _Toc151389897][bookmark: _Toc177119644][bookmark: _Toc185952907][bookmark: _Toc192875003]Creating a Task
The following are guidelines for the creation of all tasks in the Work Plan. 
Start all tasks with a verb or action
Populate the following fields:
Task Name
Resource Name
Duration
Predecessors
Notes, if applicable
(Planned) Start Date (auto populated) 
(Planned) Finish Date
Each task added to the Work Plan will be set to auto-schedule and Fixed Duration
Where possible, custom fields are used with discretion and only if there is an agreement with ███████ and DOH OHIP
If a task or activity has a predecessor dependency to a contractual deliverable, establish the dependency with the SUBMISSION milestone for that deliverable rather than the APPROVAL milestone
If a task is required to achieve a milestone within a specific phase, it should always be structured under that phase, even if it means that it will start before the previous phase(s) are completed (by leveraging lag/slack in its task dependencies if necessary)
The duration of a task should be an accurate estimation of the anticipated number of days needed to complete the task
[bookmark: _Toc143601403][bookmark: _Toc144466116][bookmark: _Toc148009297][bookmark: _Toc151389898][bookmark: _Toc177119645][bookmark: _Toc185952908][bookmark: _Toc192875004]Removing or Cancelling a Task
Once the plan is baselined, a task should never be removed from the Work Plan. If a task is determined to be no longer necessary, then the steps below should be followed:
Determine if the removal of the task warrants a CR per the ICCP (refer to Section 10)
Update the duration of the task to 0 days
Update the percent complete to 100%
Update the task name as CANCELLED on [Date] with the date the task was cancelled, as well as the reason for task cancellation
Update the notes section with the original task name
[bookmark: _Toc143601404][bookmark: _Toc144466117][bookmark: _Toc148009298][bookmark: _Toc151389899][bookmark: _Toc177119646][bookmark: _Toc185952909][bookmark: _Toc192875005]Assigning a Task
Maintaining a standardized list of available team and resource names allows the Work Plan task to be assigned to the proper team and task owner. Resources will be maintained by the ███████ PMO in collaboration with DOH OHIP.
Assign the “Resource Name” of each lowest-level task in the Work Plan to a designated team of people responsible for completing the task; this allows the Work Plan to be sorted by project workstream. Individual tasks within teams are decided upon by team leads. The responsibility for completion falls to the lead of the assigned team.
[bookmark: _Toc143601405][bookmark: _Toc144466118][bookmark: _Toc148009299][bookmark: _Toc151389900][bookmark: _Toc177119647][bookmark: _Toc185952910][bookmark: _Toc192875006]Leveling and Resource Balancing
Since each assigned “resource” in the Work Plan represents a team of people performing the task, resource balancing will not be performed. 
Each team lead is responsible for managing the allocation of effort by the team’s respective members to manage to the due dates set forth in the work plan. If the team lead identifies that their team may not be able to complete activities as planned due to resource constraints, they will consult with the team managing the work plan, draft a schedule risk per the Project Controls Plan, and present remediation options to ███████ and DOH OHIP project leadership. Once a remediation approach is confirmed, any resulting schedule changes will be incorporated into the Work Plan.
[bookmark: _Toc143601406][bookmark: _Toc144466119][bookmark: _Toc148009300][bookmark: _Toc151389901][bookmark: _Toc177119648][bookmark: _Toc185952911][bookmark: _Toc192875007]Controlling the Schedule
Schedule control processes serve to minimize schedule changes. Some control techniques reveal the status of the schedule where others suggest action to bring the project back on schedule. The table below lists some control techniques that may be used to control the Work Plan.
	Technique
	Definition

	[bookmark: _Toc143601407]Performance Reviews
	Performance reviews measure, compare, and analyze schedule performance such as actual start and finish dates, percent complete, and remaining duration for the work in progress.

	Scenario Analysis
	Allows decision makers to explore the implications of several alternative future states thus avoiding the danger of single-point forecasts. Conducted in a nonthreatening group setting, participants express beliefs, challenge assumptions, and alter their viewpoints to ultimately arrive at a strategic direction that is flexible and will remain so as actual events unfold.

	Forward-Pass Analysis
	Calculation of early start dates and early finish dates for uncompleted portions of all network activities. Determined by working forward through the network logic from the project’s end date.

	Backward-Pass Analysis
	Calculation of late finish dates and late start dates for uncompleted portions of all network activities. Determined by working backward through the network logic from the project’s begin date.

	Critical Path Method
	Predicts project duration by analyzing the sequence of activities (network path) that has the least amount of scheduling flexibility (i.e., float). Early dates are calculated by a forward pass using a specified start date. Late dates are calculated by a backward pass starting from a specified completion date (usually forward pass’s calculated early finish date for the project.)

	Monte Carlo Simulation
	A technique in which the project team leader or project team computes and/or quantifies the complete and total project cost and/or project schedule a number of times through the use of input values that are selected at random through the careful utilization of probability distributions or potential costs and/or potential durations. The purpose of utilization of the Monte Carlo analysis is for the sake of calculating a defined distribution scenario of possible total costs associated with the project as well as a range of possible completion dates of the project.

	Variance Analysis
	The goal is to determine the causes of a variance (that is to say, the difference between an expected result and an actual result).

	Schedule Compression
	Shortening of the schedule without reducing the project scope. Often requires an increase in project cost.

	Fast Tracking
	Compressing the project schedule by overlapping activities normally performed in sequence, such as Design and Build/Construction.

	Free Float & Total Float (or Slack)
	Free float is the amount of time an activity can be delayed without delaying the early start of any immediately succeeding activities. Also called secondary float.
Total float is the amount of time an activity can deviate from its early start without delaying the project end date. Derived by subtracting the early start from the late start, or the early finish from the late finish, and may change as the project progresses and as changes are made to the project plan. Also called slack, float, and path float.

	Adjust Leads and Lags
	Lead: A modification of a logical relationship that allows an acceleration of the successor activity such as when a task has a finish-to-start dependency with a ten-day lead, the successor activity can start ten days before the predecessor activity has finished.
Lag: The modification of a logical relationship that directs a delay in the successor activity such as when a task has a finish-to-start dependency with a ten-day lag, the successor activity cannot start until ten days after the predecessor activity has finished.
Adjusting leads and lags is used to find ways to bring project activities that are behind into alignment with the plan.


[bookmark: _Toc148009156][bookmark: _Toc151389915][bookmark: _Toc192875220]Table 11‑7: Schedule Techniques
[bookmark: _Toc144466120][bookmark: _Toc148009301][bookmark: _Toc151389902][bookmark: _Toc177119649][bookmark: _Toc185952912][bookmark: _Toc192875008]Adding Notes to a Task
Tasks should include notes when additional information or updates are provided. The structure of notes will adhere to a chronological order with the most recent note at the top. As such, an example is provided below:
01/02/2024: requires an update from the technical team
12/27/2023: awaiting the return of networking staff – updated duration of the task from 10 to 12 days
12/20/2023: task identified to assist with technical coordination
Notes can be used to identify action items. If the note contains an action item, the identifier “Action:” will be used to identify the note as an action item. Action items identified in the notes field should also be logged in the ALM tool.
[bookmark: _Toc143601408][bookmark: _Toc144466121][bookmark: _Toc148009302][bookmark: _Toc151389903][bookmark: _Toc177119650][bookmark: _Toc185952913][bookmark: _Toc192875009]Flagging Tasks for Discussion
In some instances, a task may need to be flagged for discussion. To identify a task that requires discussion, highlight the tasks in yellow. The tasks flagged for discussion will be reviewed during the weekly schedule management meeting as indicated in Section 11.5.3 Monitoring and Managing Updates.
[bookmark: _Toc143601410][bookmark: _Toc144466123][bookmark: _Toc148009303][bookmark: _Toc151389904][bookmark: _Toc177119651][bookmark: _Toc185952914][bookmark: _Toc192875010]Baselining the Project
The project’s schedule baseline defines the planned, agreed, and approved timeline for completion of project work activities, deliverables, and milestones throughout the project life cycle. This baseline is used to monitor schedule variances during the project and to identify tasks that may cause the timeline to slip. The updates to the tasks and the re-baselining of a project will be discussed if needed during weekly project management meetings, and then submitted and approved by the Change Control Board in consultation with Executive Governance.
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[bookmark: _Toc177119652][bookmark: _Toc185952915][bookmark: _Toc192875011]Requirements Management Plan
[bookmark: _Toc145346119][bookmark: _Toc149732269][bookmark: _Toc177119653][bookmark: _Toc185952916][bookmark: _Toc192875012]Introduction 
A requirement is a specific condition or capability that must be included in a product, service, or outcome to meet a business need. Requirements can range from broad, overarching statements, like those in a business case, to very detailed descriptions, such as the acceptance criteria for a particular system component (PMBOK, 2021). To implement the MECM solution, requirements must be stated in a clear, concise way and managed accordingly. Refer to Appendix F for resources on best practices for drafting requirements. The Requirements Management Approach in Section 12.3 outlines the processes necessary for the DOH OHIP to verify that the project requirements are managed and that traceability across phases is documented. This section addresses how the MECM system will be designed, developed, and implemented based on the requirements.
Requirement traceability for the Continuing Medicaid Eligibility Modernization project will be tracked and reported through the ALM tool (refer to Section 12.6.1 Requirements Management Tool). 
[bookmark: _Toc145346120][bookmark: _Toc149732270][bookmark: _Toc177119654][bookmark: _Toc185952917][bookmark: _Toc192875013]Purpose 
The Requirements Management Plan lays out how requirements (including Functional and Non-Functional) will be validated and managed throughout the project. Additionally, the Requirements Management Plan prescribes the tools and methodologies for capturing, standardizing, classifying, monitoring, reporting, maintaining, and managing requirements as well as downstream traceability to design, development, and testing. 
The objectives of the Requirements Management Plan are to:
Provide a plan that guides and governs stakeholders in collecting requirements during the Planning phase of the project
Help parties involved in the process understand their role and the outcomes that will be achieved
Specify outputs for the Requirements Traceability Matrix (DEL-19) and the Requirements Specification Document (DEL-18)
Describe the methodology and processes used for requirements validation
[bookmark: _Toc149732271][bookmark: _Toc177119655][bookmark: _Toc185952918][bookmark: _Toc192875014][bookmark: _Toc145346121]Requirements Management Approach
There are specific tasks that are performed to manage and maintain a requirement through its life cycle, including establishing relevant relationships between requirements to design documents and components, development widgets, test cases (which include test results) as well as assessing, analyzing, and gaining consensus on proposed changes to requirements. Deloitte analyzes the MECM requirements applicable for a particular iteration or bundle and then clarifies them in preparation for validation sessions. The requirements are then reviewed and validated with DOH OHIP. During the requirements validation sessions, ███████ will work with DOH OHIP to understand the priority and business needs of requirements and how each requirement relates to the specific iteration/bundle and the overall system. As requirements are baselined for an iteration/bundle, ███████ may analyze requirements and assist DOH OHIP to defer or deprecate requirements. Deferred requirements may be placed in a backlog to be considered for future bundle planning. 
[bookmark: _Toc192875015]Requirement Types
Requirements are defined to be usable representations of business needs. The project requirements are classified into the following categories:
Functional Requirements: Defines the expected functionality of the solution; these requirements are categorized into Appeals, Assistor Portal, Eligibility, Enrollment, Interfaces, Member Portal, Notices, Reports, Support Functions, Worker Portal, and Workload Management
Non-functional Requirements: Defines the specific technical requirements that must exist in the solution to deliver the business functionality, the operational objectives of the solution, and the methodology and processes to manage the solution delivery; these include Application Architecture, Integration Architecture, Data Architecture, Infrastructure Architecture, Data Conversion, Accessibility, Manageability, Reliability, Scalability, Sustainability, Usability, Security and Privacy, Organizational Change Management, and Operations and Maintenance
[bookmark: _Toc192875016]Requirements Status Reporting
The status of the requirements will be reported in the Continuing Medicaid Eligibility Modernization PSR delivered weekly to DOH OHIP. This report will be discussed during the project status meeting. As requirements are in the ALM tool, ad-hoc reports and queries can be created to address questions or provide additional status. 
[bookmark: _Toc192875017]Initial Requirements Approval Process
An organized initial approval process flow and RTM are crucial for capturing comprehensive and accurate project requirements. The process begins with gathering detailed input documents and performing gap assessments to identify additional needs, making sure no requirement is overlooked. Validation sessions clarify and confirm requirements, aligning all stakeholders. Assessing the impact on timeline, budget, and schedule helps manage potential project risks. Approved and baselined requirements provide a reference point for future changes, enabling effective tracking. The RTM maintains traceability, accountability, and continuous stakeholder feedback, fostering a transparent and collaborative project environment.

[bookmark: _Toc192875018]Initial Requirements Approval Process Flow
The process flow below identifies the initial requirement approval steps.


[bookmark: _Toc149732285][bookmark: _Toc178152075][bookmark: _Toc192875083][bookmark: _Toc187430061]Figure 12-1: Requirements Management Process Flow Diagram
[bookmark: _Ref143677742][bookmark: _Toc143866561][bookmark: _Toc145346125][bookmark: _Toc149732274][bookmark: _Toc177119658][bookmark: _Toc185952921][bookmark: _Toc192875019]Initial Requirements Approval Process Flow Narrative
The following table describes each process step illustrated above. NOTE: The stakeholder groups involved in post transmittal approval of requirements include, but are not limited to Project Management, Business Analysts, Quality Assurance, Technology team, and Business team.
	Step #
	Process
	Description
	Stakeholders

	1
	Gather Input Documents
	Input documents cover the high-level process flows, rules and expected system behavior for the project.
All team members from DOS can source input documents to inform requirements.
	███████/DOS PMO
Business Analyst
Quality Assurance
Technology Team
Business Team

	2
	Requirements Gap Assessment
	Relevant stakeholder groups will perform requirements gap assessment activity to compare expected functionality with the baseline Medicaid Transformation programs used to inform MECM.
The team will then be able to select requirements from the base solution and identify additional needs that do not exist in the current solution.
	███████/DOS PMO
Business Analyst
Quality Assurance
Technology Team
Business Team

	3
	Requirements Validation Sessions
	All requirements must be validated prior to inclusion in the RTM.
The Project Management team and stakeholder groups will conduct Requirements Validation sessions where requirement gaps identified in the requirements gap assessment are discussed in detail, items are clarified by policy and a better understanding of requirements is established.
	███████/DOS PMO
Business Analyst
Quality Assurance
Technology Team
Business Team

	3.1
	Are the Requirements Validated?
	During the Requirements Validation sessions, attendees determine whether the requirements are validated and can be included in the RTM.
If the requirements are validated during the Requirements Validation sessions, proceed to Step #4 Prepare requirements for transmittal
If the requirements are not validated, return to Step #1 Gather Input Documents
	███████/DOS PMO
Business Analyst
Quality Assurance
Technology Team
Business Team

	4.0
	Prepare Requirements for Transmittal
	Once the requirements are validated, prepare the deliverables for transmittal approval (including Requirements Specification Document (DEL-18) and Requirements Traceability Matrix (DEL-19)).
	███████/DOS PMO
Business Analyst
Quality Assurance
Technology Team
Business Team

	4.1
	Are Requirements Approved?
	Requirements must be approved prior to inclusion in the RTM.
If the requirements are approved, proceed to Step #5 Baseline Requirements
If the requirements are not approved, return to Step #4 Prepare requirements for transmittal to perform adjustments as needed for re-submission
	███████/DOS PMO
Business Analyst
Quality Assurance
Technology Team
Business Team

	5
	Baseline Requirements
	The approved requirements serve as the established baseline requirements for the Wave.


	███████/DOS PMO
Business Analyst
Quality Assurance
Technology Team
Business Team

	6
	Load into the ALM tool
	Baselined requirements are loaded into the ALM tool for traceability going forward. They are also used to drive design and implementation processes. 
	███████/DOS PMO
Business Analyst
Quality Assurance
Technology Team
Business Team

	7
	Generate an ALM tool Extract Report
	This report creates the RTM. The extract is reviewed and validated to verify all test cases and design documents are linked. 
	███████/DOS PMO
Business Analyst
Quality Assurance
Technology Team
Business Team

	8
	Publish RTM
	In the RTM, each requirement is assigned an identification number and, if possible, mapped to the baseline Medicaid solution.
The RTM is then published via the requirements management tool for all stakeholders to review. (The format of the RTM extract is subject to the capabilities of the requirements management tool)
	███████/DOS PMO
Business Analyst
Quality Assurance
Technology Team
Business Team

	9
	Review RTM
	Project Management and relevant stakeholder groups review the RTM and provide feedback and comments, if needed.
	███████/DOS PMO
Business Analyst
Quality Assurance
Technology Team
Business Team


[bookmark: _Toc149732286][bookmark: _Toc192875221][bookmark: _Toc143696654][bookmark: _Toc143696682][bookmark: _Toc143698406]Table 12‑1: Initial Requirements Approval Process Flow Narrative
[bookmark: _Toc192875020]Post Transmittal Approval Requirements Modifications
Changes to requirements can significantly impact the project lifecycle, often dependent upon updates to design documents. These changes may arise from various sources, such as defects discovered during testing, which require modifications to system code and corresponding design documentation. In addition, observations, or discussions during Integrated JAD sessions may highlight the need for further clarification or confirmation of designs, prompting updates. Solution Exploration activities can also lead to adjustments in system code and design documents to better align with the desired outcomes. DUM meetings, where ███████ and DOH OHIP discuss unresolved items from JADs and other meetings, may result in decisions that call for design updates. Project timelines and resource availability can impact requirements, as constraints or extensions may require re-evaluation and adjustment of the project scope to align with overall objectives. Changes are evaluated for their potential impact on the project's quality, schedule, budget, and resources, thereby mitigating risks and maintaining project quality. This evaluation process requires the ICCP, which is discussed further in Section 10.
Maintaining requirements is a critical aspect of project management, involving several key activities to keep them accurate, relevant, and aligned with project objectives. This process includes regular reviews and updates to reflect changes in project scope, stakeholder needs, or external factors. Effective communication and collaboration between ███████ and DOH are essential to promptly identify and address any discrepancies or new requirements. Documentation practices, such as version control (highlighted in Section 12.7 Requirements Versioning Control) and traceability, are employed to track changes and maintain a clear history of requirement evolution. In addition, validation and verification activities are conducted to confirm that the requirements continue to meet the project's goals and can be feasibly implemented within the given constraints. By systematically managing requirements, projects can achieve better alignment with business objectives, reduce risks, and enhance overall project success.
[bookmark: _Toc192875021]Post Transmittal Approval Requirements Modification Process Flow
The process flow below identifies the post transmittal approval requirement modification steps.

 
[bookmark: _Toc192875084]Figure 12-2: Post Transmittal Approval Requirements Modification Process Flow Diagram
[bookmark: _Toc192875022]Post Transmittal Approval Requirements Modification Process Narrative
The following table describes each process step illustrated above. NOTE: The stakeholder groups involved in post transmittal approval of requirements include, but are not limited to Project Management, Business Analysts, Quality Assurance, Technology Team, and Business team.
	Step #
	Process
	Description
	Stakeholder

	1
	Changes in Requirements are Identified
	Identify whether the requirement needs to be changed, updated, or if a new requirement needs to be created.
	███████/DOS PMO
Business Analyst
Quality Assurance
Technology Team
Business Team

	2
	Update the Requirement for Review
	Once the necessary changes are identified, the impacted requirement(s) are updated accordingly.
	███████/DOS PMO
Business Analyst
Quality Assurance
Technology Team
Business Team

	2.1
	Are the Requirements Concurred?
	During the review, DOH OHIP will determine whether they concur with requirements and if the requirements can be included in the RTM.
If the requirements are concurred, proceed to Step #2.2 Do Requirements Impact Scope, Budget, and/or Schedule?
If the requirements are not concurred, return to Step #2 Update the Requirement for Review to gather more inputs 
	███████/DOS PMO
Business Analyst
Quality Assurance
Technology Team
Business Team

	2.2
	Do Requirements Impact Scope, Budget, and/or Schedule?
	Determine if the requirements impact timeline, budget, and/schedule for the project.
If requirements impact scope, schedule and/or budget, initiate a change request via the ICCP (refer to Section 10) to obtain approval and proceed to Step #4 Upload Requirements and Generate an ALM tool Extract Report 
If requirements do not impact timeline, schedule, and/or budget, proceed to Step #3 Approve Requirements
	███████/DOS PMO
Business Analyst
Quality Assurance
Technology Team
Business Team

	3
	Approve Requirements
	Stakeholders validate and approve the requirement updates.
	███████/DOS PMO
Business Analyst
Quality Assurance
Technology Team
Business Team

	4
	Upload Requirements and Generate an ALM tool Extract Report
	The approved Excel versions of the requirement updates are uploaded into the ALM tool and an extract of the requirements is generated from the ALM tool.
This report creates the RTM. The extract is reviewed and validated to verify all test cases and design documents are linked. 
	███████/DOS PMO
Business Analyst
Quality Assurance
Technology Team
Business Team

	5
	Publish RTM
	In the RTM, each requirement is assigned an identification number and, if possible, mapped to the baseline Medicaid solution.
The RTM is then published via the requirements management tool for all stakeholders to review. (The format of the RTM extract is subject to the capabilities of the requirements management tool.)
	███████/DOS PMO
Business Analyst
Quality Assurance
Technology Team
Business Team

	6
	Review RTM
	Project Management and relevant stakeholder groups review the RTM and provide feedback and comments, if needed.
	███████/DOS PMO
Business Analyst
Quality Assurance
Technology Team
Business Team


[bookmark: _Toc192875222]Table 12‑2: Post Transmittal Approval Requirements Modification Process Flow Narrative
[bookmark: _Toc143866565][bookmark: _Toc145346128][bookmark: _Toc149732277][bookmark: _Toc177119661][bookmark: _Toc185952924][bookmark: _Toc192875023]Requirements Traceability
Traceability in this project involves making sure that each requirement is clearly linked to the relevant design documents or components and the corresponding test cases. This process helps to confirm that every requirement is implemented correctly and avoid the addition of any unnecessary requirements. In addition, design documents and components should be connected to both development tasks and test cases to provide thorough coverage and verification throughout the project lifecycle. Occasionally, requirements can also be linked to other related requirements.
It's important to understand that the requirements management tool in the ALM tool is a tool that helps us visualize these connections in an easy-to-understand way, but it doesn't create the connections. Therefore, achieving traceability means to actively create and maintain these connections, rather than just relying on the requirements management tool to show them. If requirements, design documents, components, and test cases are not systematically linked, or if there is sole reliance on the requirements management tool without manual verification and documentation, true traceability will not be achieved.
[bookmark: _Toc192875024][bookmark: _Ref143678834][bookmark: _Toc143866568][bookmark: _Toc145346130][bookmark: _Toc149732279][bookmark: _Toc177119663][bookmark: _Toc185952926]Requirements Management Tool
The ALM tool will be used to manage requirements as well as associated design, development, and testing activities for the MECM system. Initially, the list of requirements defined in the Continuing Medicaid Eligibility Modernization MSOW as well as those approved during the Requirements phase will be bulk loaded into the ALM tool. Any subsequent additions, modifications, or removal of approved requirements will be managed via the ICCP process (refer to Section 10). Once the requirements are loaded, they serve as the foundation that supports downstream project activities including design, development, and testing. Traceability in the ALM tool is established by linking each approved requirement to the applicable design, development, and testing tickets. The traceability of these ticket types is visualized using the requirements management tool the ALM tool plug-in (refer to Section 2.34). Approved updates to requirements are performed and maintained in the ALM tool.
[bookmark: _Toc192875025]Requirements Attributes in the ALM tool
When documenting requirements in the ALM tool, attributes for both Functional and Non-Functional requirements are captured. These attributes are utilized within the ALM tool requirements management tool. 
Access the field attributes in the ALM tool, defined and continuously maintained in the ALM Tool User Guide and ALM Tool Reference Guide via this link: The ALM tool
[bookmark: _Toc192875026]Requirements Versioning Control
To monitor and track the requirement deliverable submissions, standards and document versioning are defined for the MECM system, as follows: 
Pre-work for requirements will begin as v0.1
Every subsequent submission post discussion with DOH OHIP will be incremented by 0.1 versions, i.e., validation sessions submissions will be incremented as 0.2, 0.3 etc. 
Once the requirements are approved, the baselined version submission is v1.0
Re-submissions based on change requests increment by 0.1
Version tracking will include the change requests included for every increment
	v0.1
	v1.0
	v1.1

	Requirements pre-work and validation session submissions versions will begin with v0.1 and increment by 0.1
	Baselined requirements once approved will be v1.0
	Requirements re-submissions based on change requests will be v1.1 and increment by 0.1


[bookmark: _Toc149732289][bookmark: _Toc192875223][bookmark: _Toc143866569]Table 12‑3: Versioning
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[bookmark: _Toc185952928][bookmark: _Toc192875027][bookmark: _Toc154132982][bookmark: _Toc177119665]Appendix
[bookmark: _Toc185952929][bookmark: _Toc192875028]Appendix A: Terms and Definitions
	Term
	Definition

	Activity
	An activity is defined as a summary level task.

	Action Item Identifier 
	An Action Item Identifier (AI Identifier) can be anyone involved in the quality assessment process who identifies actions to be taken by the Action Item (AI) Owner.

	Action Item Owner
	An Action Item Owner (AI Owner) is the individual selected by the Action Item (AI) Identifier that manages an item and provides the ALM tool updates on its resolution status. 

	Baselined Work Plan
	This is a work plan and schedule that is managed in an appropriate project management tool, with sufficient detail to support the projected durations

	Bundles
	Bundles are subsets of iterations that are further broken down which break topics logically and creates more FDDs which are easier for stakeholders to consume when they review and approve

	Deliverable Acceptance Criteria
	Conditions that a deliverable must meet for DOH OHIP approval.

	Deliverable Expectations Document
	A template for a deliverable that also contains defined review and/or acceptance criteria for the deliverable.

	Deliverable Management
	Guidelines and procedures for developing and steering deliverables through the DOH OHIP approval process

	Deliverable Management RACI
	Document that details the key deliverable management roles and responsibilities that helps the project team monitor task progress to inform project leadership and guide resources

	Issue
	A validated risk that materializes.

	Issue Resolution Plan
	A narrative documented in the ALM tool for a specific issue to document resolution steps.

	Iteration
	An iteration is a means to deliver working software incrementally during the SDLC. Each iteration will include a Design, Development and SIT phases within it.

	Key Personnel
	Vendor project leadership, as identified in the MSOW.

	Managers
	Each project track and accompanying tasks will be led by a manager and their corresponding staff.

	Master ISOW Integrated Project Schedule
	The Master ISOW Integrated Project Schedule is based on the current project scope, as outlined in the MSOW, and anticipated future project Waves. The Master ISOW Integrated Project Schedule provides the overall project schedule; key milestones; and work effort, resource, and cost estimates, by Wave. This document is required in the MSOW. 

	Master Transmittal Tracker Spreadsheet
	An Excel document that tracks details of document transfers with DOS such as the date and time of the transmittal and the version of the document.

	MITA
	Medicaid Information Technology Architecture

	Phase Gate
	Set of criteria to be met in each phase before continuing to the next phase.

	Project Director
	Oversees all project tracks, which include Implementation and Change Management, Technical, PMO, Test, and Functional.

	Project Executive
	Leads the Continuing Medicaid Eligibility Modernization project with input from other members of project leadership who have relevant expertise.

	Project Status Report
	The Project Status Report (PSR) includes project updates for discussion during regular meetings between DOH OHIP and ███████ teams.

	Quality Assurance
	Quality assurance is the process of performing planned, systematic activities to verify that the project is using the proper methods, templates, standards, and guidelines, as well as implementing the right processes to produce high-quality deliverables that satisfy project requirements.

	Responsibility Assignment Matrix (RACI)
	A type of responsibility assignment matrix (RAM) in project management. In practice, it’s a simple spreadsheet or table that lists all stakeholders on a project and their level involvement in each task, denoted with the letters R, A, C or I. 

	Requirements Management
	Requirements management is the planning, execution, monitoring, and controlling of the work associated with requirements analysis and validation and the associated requirements process.

	Requirements Traceability
	Requirements traceability is the process of documenting the links between the requirements & the artifacts developed to implement & verify those requirements.

	Review Cycle
	The cadence through which ███████ and OHIP will coordinate the initial deliverable, review, and re-submission process. 

	Risk
	An event that has a probability of occurrence and if it does occur, will impact the project schedule, scope, budget, or quality. 

	Risk and Issue Log
	A Risk and Issue Log is a shared document to track potential risks and ongoing issues throughout project life cycle. 

	Risk Response Plan
	A narrative documented in the ALM tool for a specific risk to document mitigation steps as well as contingency steps.

	Schedule Management
	Schedule Management identifies a scheduling method and Microsoft Project sets the format and establishes criteria for developing and controlling the project schedule.

	Slack
	Slack is the amount of time a task can start early (positive slack) or slip (negative slack) before it affects another task or the project’s finish date.

	Solution Exploration
	Solution Exploration allows stakeholders/end users to validate that implementation of the design aligns with the JADs and provide the ability to verify that the configuration of the solution matches the policy definitions. This will ultimately allow DOH to provide feedback and be comfortable with the system prior to the pre-UAT phase of the project.

	Stakeholders
	Stakeholders are defined as a person or group of people, internal or external to the organization that have a vested interest in the project and are involved in and/or impacted by the Continuing Medicaid Eligibility Modernization project.

	Transmittal Repository
	A folder that is located on the DOH SharePoint and is used for storing and disseminating Transmittals between ███████ and DOH OHIP. This folder will include:
Master Transmittal Tracker Spreadsheet
DLTT Transmittal Subfolder: All transmittals from Deloitte to DOS are stored in this subfolder
MECM Transmittal Subfolder: All transmittals from DOS to Vendor are stored in this subfolder
Transmittal Templates Subfolder: All transmittal templates are maintained and saved in this subfolder
Transmittal Process Documents Subfolder: All process related documentation and training materials are maintained and saved in this subfolder.

	Variance
	A variance occurs when project execution deviates from the Work Plan.

	Wave
	A set of requirements that needs to be met during a rolling planning with interactive design, development, and implementation of a system.

	Work Breakdown Structure (WBS)
	The WBS is used to direct project execution and delivery of the Wave deliverables contributing to the project solution.


[bookmark: _Toc192875224]Table 13‑1: Terms and Definitions



[bookmark: _Toc154132983][bookmark: _Toc177119666][bookmark: _Toc185952930][bookmark: _Toc192875029]Appendix B: Acronyms
Acronyms used in this document are listed below for reference.
	Acronym
	Term

	ACA
	Affordable Care Act

	AI
	Action Item

	ALM
	Application Lifecycle Management

	AMI
	Amazon Machine Image

	ARB
	Architecture Review Board

	BCD
	Batch Control Document

	BCDR
	Business Continuity and Disaster Recovery Plan

	BOM
	Bill of Materials

	CAB
	Change Advisory Board

	CCM
	Client Communication Management

	CHIPRA
	Children’s Health Insurance Program Reauthorization Act

	CIO
	Chief Information Officer

	CM
	Change Management

	CMMI
	Capability Maturity Model Integration

	CMS
	Centers for Medicare and Medicaid Services

	COTS
	Commercial-off-the-Shelf

	CR
	Change Request

	CRB
	Change Review Board

	CTO
	Chief Technology Officer

	DAST
	Dynamic Application Security Testing

	DED
	Deliverable Expectations Document

	DEMI
	Division of Eligibility and Marketplace Integration

	DOH OHIP
	Department of Health Office of Health Insurance Programs

	DOS
	Division of Operations and Systems

	DUM
	Design Update Management

	E2E
	End to End

	ESC
	Executive Steering Committee

	EVD
	Enterprise Value Delivery

	FDD
	Functional Design Document

	HIPAA
	Health Insurance Portability and Accountability Act

	HITECH
	Health Information Technology for Economic and Clinical Health Act

	ICCP
	Integrated Change Control Process

	ICD
	Interface Control Document

	IMS
	Integrated Master Schedule

	ISD
	Initial Solution Definition

	ISOW
	Individual Statement of Work

	ITS
	Information Technology Services

	KPI
	Key Performance Indicator

	M&O
	Maintenance & Operations

	MECM
	Medicaid Eligibility and Client Management 

	MITA
	Medicaid Information Technology Architecture

	MSOW
	Master Statement of Work

	Non-MAGI
	Short for Non-Modified Adjusted Gross Income. Non-MAGI population groups were not included in ACA’s Medicaid expansion and continue to operate under the eligibility guidelines, application and renewal procedures in place prior to the implementation of the ACA. include those aged 65 and over, disabled with Medicare, and/or Blind with Medicare.

	NYS
	New York State

	NYSOH
	New York State of Health

	OBC
	Outcome based Certification

	OCM
	Organizational Change Management

	OHIP
	Office of Health Insurance Programs

	OPA
	Oracle Policy Automation

	ORT
	Operation Readiness Test

	PAE
	Project Administration and Execution

	PMBOK
	Project Management Body of Knowledge

	PMI
	Project Management Institute

	PMO
	Project Management Office

	PMP
	Project Management Plan

	PSC
	Project Steering Committee

	PSR
	Project Status Report

	QA
	Quality Assurance

	QA/QC
	Quality Assurance/Quality Control

	QMP
	Quality Management Plan

	RACI
	A type of responsibility assignment matrix (RAM) in project management. In practice, it’s a simple spreadsheet or table that lists all stakeholders on a project and their level involvement in each task, denoted with the letters R, A, C or I.  Responsible, Accountable, Consulted, and Informed

	RAID
	Risks, Assumptions, Issues, Dependencies

	RPO
	Recovery Point Objective

	RSD
	Requirements Specification Document

	RTM
	Requirements Traceability Matrix

	RTO
	Recovery Time Objective

	SAST
	Static Application Security Testing

	SDLC
	Software Development Life Cycle

	SEI
	Software Engineering Institute

	SEQ
	Security Evaluation Questionnaire

	SI
	Systems Integration

	SIT
	System Integration Test

	SLA
	Service Level Agreement

	SOA
	Service Oriented Architecture

	SPI
	Schedule Performance Index

	SRTM
	Security Requirements Traceability Matrix

	SSA
	Social Security Administration

	SSP
	System Security Plan

	TMP
	Test Management Plan

	T-MSIS
	Transformed Medicaid Statistical Information System

	UAT
	User Acceptance Test
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[bookmark: _Toc154132985]Appendix C -1 SDLC Roles and Responsibilities Matrix
Many project roles or personas will be required to participate in the MECM SDLC Methodology, performing steps in the processes defined within each of the phases of the methodology. These roles or personas will have varying levels of responsibilities which will be defined through a RACI matrix applicable to the activities of each phase. In addition, the resources, or tools available to these roles or personas that will support them in carrying out these activities will be defined in the MECM SDLC RACI Matrix.
	Stakeholder Group
	Responsibilities

	Executive Stakeholders

	Medicaid Director 
	Serves as the Executive Advisor for the program 
Participates in the ESC when needed
Participates in Project Wave scope and decisions 

	Medicaid Chief Operating Officer (COO)
	Serves as the Executive Advisor for the program 
Participates in the ESC when needed
Participates in Project Wave scope and decisions

	Division of Eligibility and Marketplace Integration (DEMI) Director 
	Serves as the Executive Sponsor for the program 
Heads the ESC and participates in ESC decision-making activities throughout the SDLC 
Serves as a business process advisor and point of escalation for the Director of Eligibility System Modernization role 
Participates in Project Wave scope and decisions

	DEMI Deputy Director
	Oversees review and provide feedback for business process analysis and Change Management deliverables 
Authority to make CM decisions on behalf of the business for their functional area 
Authority to approve CM deliverables 
Responsible for bringing the appropriate policy, operations, or business stakeholders to business process analysis, CM tasks, and design working sessions when needed 
Identify stakeholders to participant in UAT, triage defects and validate test results 

	DOS Chief Information Office (CIO)
	Participates in the ESC 
Consulted for acquiring DOS resources and assigning roles and responsibilities to those resources 
Accountable for program management decisions that affect the MECM SDLC Methodology or other Project Management Plan (DEL-05) processes 
Participates in Project Wave scope and decisions 

	DOS Deputy CIO 
	Participates in the ESC 
Responsible for acquiring DOS resources and assigning roles and responsibilities to those resources 
Accountable for program management decisions that affect the MECM SDLC Methodology or other Project Management Plan (DEL-05) processes 
Participates in Project Wave scope and decisions 

	DOS Deputy Director/Security and Privacy Bureau Director
	Participates in the ESC 
Provides oversight and is consulted on system privacy and security 
Participates in Project Wave scope and decisions

	DOS Chief Technology Officer (CTO)
	Participates in the ESC 
Provides oversight and is consulted on system architecture design and business continuity 
Participates in Project Wave scope and decisions 

	DOS Project Director 
	Participates in the ESC 
Provides program oversight and is accountable for DOS team tasks in the project work plan 
Is the DOH OHIP responsible party for each of the SDLC phase decisions to exit/enter a new phase 
Participates in Project Wave scope and decisions 

	DOS Technical Director
	Participates in the ESC 
Provides leadership and decision making on system architecture design and business continuity in collaboration with DOS CTO
Review and provide feedback on architectural deliverables
Authority to make architectural decisions (for example, approve sizing of cloud infrastructure) 
Available for working sessions to assist Deloitte in producing architectural deliverables 
Authority to approve technical deliverables 
Authority to approve software procurements
Participates in Project Wave scope and decisions

	███████ Project Executive 
	Provides executive program oversight and is accountable for ███████’s services, performance, and work on the Continuing Medicaid Eligibility Modernization Project 
Advises the team on key aspects of the program, technical solution, and provides subject matter expertise 
Has contractual authority on behalf of Deloitte 
Participates in Project Wave scope and decisions 

	███████ Project Director 
	Provides program oversight and is responsible for ███████’s services, performance, and work on the Continuing Medicaid Eligibility Modernization Project 
Manages quality of delivery, supports resource acquisition, provides support to and makes decisions for contract administration 
Is the Deloitte responsible party for each of the SDLC phase decisions to exit/enter a new phase 
Participates in Project Wave scope and decisions 

	███████ Human Services Transformation Practice Leader 
	Participates in the ESC 
Serves as a senior advisor to the project and point of access to the Deloitte Humans Services Transformation practice 

	███████ NYS Account Consulting Leader 
	Participates in the ESC 
Supports the Deloitte Project Executive with contract administration and decisions 

	Business Stakeholders

	DOS Implementation and CM Manager 
	Manages the timely review and approval of business process analysis, design, and rollout deliverables 
Tracks open action items, decisions, risks, and issues related to CM activities to resolution 
Secures resource availability to attend business process and design sessions and coordinates schedule with the Deloitte Implementation and CM Manager 
Supports Business Stakeholders during UAT and training 

	DOH OHIP Business Process Analysis, Requirements, Design Session, and UAT Participants 
	Participate in working sessions and provide documentation for the business process analysis, functional requirements, design sessions, and UAT 
Validates the requirements and design aligned to the business objectives 

	███████ CM Director 
	Oversees CM activities for the MECM solution and Change Management 
Responsible for the timely review and quality control of CM deliverables 

	███████ Implementation and CM Manager 
	Manages CM activities for the MECM solution and Change Management 
Recommends solutions for CM activities 
Validates the CM activities align to the business objectives 
Coordinates with the DOS Implementation and CM Manager for stakeholder support during CM tasks 
Coordinates with DOS Implementation and CM Manager for timely reviews and approvals of CM deliverables 

	███████ Human Centered Design and Business Process Lead 
	Responsible for drafting business process analysis and supporting design sessions 
Recommends solutions for complex design challenges 
Validates the business process analysis aligns to the business objectives 

	Functional Stakeholders

	DOS Functional Manager 
	Manages timely review and approval of functional design documentation 
Tracks open action items, decisions, risks, and issues related to functional design to resolution 
Secures resource availability to attend design working sessions and coordinates schedule with the Deloitte Functional Manager 
Supports Business Stakeholders during UAT 

	DOS Functional Architect 
	Responsible for addressing cross-track functional requirements, design decisions, action items, risks and issues owned by DOH 
Validates the requirements and design align to the business objectives 

	DOS Interface/Batch Track Lead 
	Review and provide feedback for interface and batch control document deliverables 
Authority to make design decisions on behalf of the business for their functional area 
Authority to approve deliverables for their functional area 
Responsible for bringing the appropriate policy, operations, or business stakeholders to design working sessions when needed 
Participate in UAT, triage defects and validate test results for their functional area 

	DOS Integrated JAD Track Lead
	Reviews and provides feedback for specific documentation deliverables for the Integrated JAD Approach
Responsible for coordinating on completion of Integrated JAD Topics and Bundles
Authority to make design decision on behalf of the business for the Integrated JAD functional areas
Authority to approve deliverables for the Integrated JAD Approach
Responsible for bringing the appropriate policy, operations, or business stakeholders to design working sessions when needed. 
Participate in UAT, triage defects, and validate tests results

	MECM QA Manager 
	Reviews and approves the Test Management Plan (DEL-09) 
Reviews and approves unit test and system test results 
Manages DOS testing resources and test activities owned by DOS 
Manages business stakeholders to execute UAT 
Supports the Deloitte Test Manager to execute the Test Management Plan (DEL-09) 

	DOS Test Lead 
	Reviews and provides input to the Test Management Plan (DEL-09) (provides details for DOH owned test activities) 
Reviews and provides input into the unit test and system test results 
Leads DOS testing resources and test activities owned by DOS 
Supports the Deloitte Test Lead in executing the Test Management Plan (DEL-09) 

	███████ Functional Manager 
	Manages requirements and functional design for the MECM solution 
Coordinates with the Development Manager for functional support during development tasks 
Coordinates with the QA Manager for functional support during testing tasks 
Coordinates with DOS Functional Manager for timely reviews and approvals of functional deliverables 

	███████ Functional Architect 
	Responsible for drafting cross-track functional requirements and design 
Recommends solutions for complex design challenges 
Validates the requirements and design align to the business objectives 
Validates the requirements and design align to base solution functionality where possible 

	███████ Interface/Batch Track Lead 
	Responsible for drafting interface and batch control documents 
Facilitates design validation sessions with functional stakeholders 
Manages functional design decisions and action items for their functional area 
Supports development team for their area during development tasks 
Support testing team for their area during testing tasks 

	███████ Eligibility Track Lead 
	Responsible for drafting eligibility rules design specifications 
Facilitates design validation sessions with functional stakeholders 
Manages functional design decisions and action items for their functional area 
Supports development team for their area during development tasks 
Support testing team for their area during testing tasks 

	███████ Notices Track Lead 
	Responsible for drafting notice control documents 
Facilitates design validation sessions with functional stakeholders 
Manages functional design decisions and action items for their functional area 
Supports development team for their area during development tasks 
Support testing team for their area during testing tasks 

	███████ Portals Track Lead 
	Responsible for drafting portals design specifications 
Facilitates design validation sessions with functional stakeholders 
Manages functional design decisions and action items for their functional area 
Supports development team for their area during development tasks 
Support testing team for their area during testing tasks 

	███████ Reports Track Lead 
	Responsible for drafting reports control documents 
Facilitates design validation sessions with functional stakeholders 
Manages functional design decisions and action items for their functional area 
Supports development team for their area during development tasks 
Support testing team for their area during testing tasks 

	███████ Enrollment Track Lead 
	Responsible for drafting enrollment design specifications 
Facilitates design validation sessions with functional stakeholders 
Manages functional design decisions and action items for their functional area 
Supports development team for their area during development tasks 
Support testing team for their area during testing tasks 

	███████ Workload Management Track Lead 
	Responsible for drafting workload management design specifications 
Facilitates design validation sessions with functional stakeholders 
Manages functional design decisions and action items for their functional area 
Supports development team for their area during development tasks 
Support testing team for their area during testing tasks 

	███████ QA Manager 
	Responsible for creation of the Test Management Plan (DEL-09) 
Manages Deloitte owned test activities throughout the SDLC 
Coordinates with the Development Manager for timely defect handoffs and resolution 
Supports the MECM QA Manager during DOH owned test activities 

	███████ Test Lead 
	Authors the Test Management Plan (DEL-09) 
Leads and performs Deloitte owned test activities throughout the SDLC 
Execute test management processes to manage timely test execution and defect resolution 
Responsible for defect triage and coordinating with development and functional teams as needed 
Responsible for conducting the SIT Walkthrough 

	Technical Stakeholders

	eMedNY Bureau Director 
	Review and provide feedback on the interface design for eMedNY 
Authority to approve eMedNY interface development 

	NYSOH Bureau Director 
	Review and provide feedback on the interface design for NYSOH 
Authority to approve NYSOH interface development 

	DOS Information Architect 
	Review and provide feedback on architectural deliverables 
Authority to make architectural decisions (for example, approve sizing of cloud infrastructure) 
Available for working sessions to assist Deloitte in producing architectural deliverables 
Authority to approve technical deliverables 
Authority to approve software procurements 

	Third Party Integration Point of Contact 
	Provide decision on timing and integration tasks for third parties 
Participate and contribute to interface design 
Participate and contribute to end-to-end testing of the interface 

	DOS Deputy Director/DOS Security and Privacy Bureau Director

	Authority to approve security deliverables 
Provide a point of escalation for overdue security decisions/action items and risks/issues
Available for working sessions to inform operational and management processes to assist Deloitte in producing security deliverables 
Coordinate with NYSOH Security Team in mapping CMS, IRS, and Social Security Administration (SSA) notification and compliance requirements; provide oversight, approval, and submit required artifacts in relation to requirements 
Authority to represent the State’s security compliance and data privacy rules and policies 
Authority to make decisions on behalf of the State regarding security compliance and data privacy rules 
Provides a communication channel to Federal agencies (CMS, SSA, etc.) for security compliance decisions/action items 
Manages Federal agencies (CMS, SSA, etc.) responsibilities and timeline for their work plan tasks. 
Available for working sessions to inform operational and management processes to assist Deloitte in producing security deliverables 
Oversees compliance with the NYS ITS Secure SDLC Standard throughout the SDLC and related documentation 

	DOS Data Conversion Lead 
	Review and provide feedback on data conversion deliverables 
Authority to make data conversion decisions (for example, data mapping decisions within the source system data model) 
Available for working sessions to assist Deloitte in producing data conversion deliverables 
Reviews data conversion dry run results and validates accuracy 
Authority to sign off on data conversion dry run results on behalf of DOH 

	███████ Technical Director 
	Advises on technical solutions and architecture to support DOH objectives 
Responsible for final solution architecture 
Authority to make production operations decisions and provide production change/maintenance approvals (in conjunction with DOH OHIP approvals as needed) 

	███████ Technical Manager 
	Advises on technical solutions and architecture to support DOH OHIP objectives 
Responsible for final solution architecture 
Authority to make production operations decisions and provide production change/maintenance approvals (in conjunction with DOH OHIP approvals as needed) 

	███████ Technical Architect 
	Advises on the technical architecture to support DOH OHIP objectives 
Coordinates with the Deloitte Technical Manager on the final solution architecture 

	███████ Security Manager 
	Leads security planning, testing and remediation for the solution 
Coordinates with appropriate State POCs to confirm security meets State requirements 
Responsible for obtaining final security authorizations prior to solution roll-out 
Has the authority to advise DOH OHIP on security compliance, planning and monitoring 
Oversees compliance with the NYS ITS Secure SDLC Standard throughout the SDLC and in related documentation 

	███████ Application Development Manager 
	Responsible for the application development activities and adherence to SDLC processes 

	DOS Deputy Director/Security and Privacy Bureau Director
	Leads cybersecurity compliance workstream and oversee that the solution complies with security and privacy requirements for applicable federal and state regulations 
Responsible to support the security authorization process and required artifact development 

	AWS Architect 
	Reviews software BOM for the cloud managed platform 
Reviews Initial Solution Definition (ISD) 
Reviews AWS cost management and FinOps, including billing, budgets, and reports 

	AWS Accounts Reviewer 
	Reviews AWS organization and accounts 
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[bookmark: _Toc154132986]Appendix C-2 Stakeholder Engagement Roles and Responsibilities
The following table identifies roles and responsibilities associated with Section 3 Stakeholder Engagement Plan:
	[bookmark: _Hlk154129212]Stakeholder Group
	Responsibilities

	Project Management
	Project Management’s role is central in orchestrating efforts across project team(s) and stakeholders throughout the MECM implementation. Project Management will develop and execute the stakeholder engagement plan, including: 
Initiate the identification of potential stakeholders, internal and external to the project, who can influence or be impacted by the project
Plan stakeholder alignment to project points of contact based on stakeholders’ interests
Execute a clear communication plan that outlines the communication channels and methods used to engage stakeholders of varying governing bodies, as outlined in the Communications Management Plan (refer to Section 4)
Control stakeholder engagement activities to verify efficacy of the process and implement adjustments to processes, as needed
Verify deliverables and provide communications according to the Communications Management Plan (refer to Section 4)

	Business Analyst
	Business Analysts gather, document, and manage requirements representing various stakeholder groups affected by the MECM implementation. Business analysts will engage internal and appropriate external stakeholders to:
Collect and document requirements in tandem with Business stakeholders
Conduct requirements prioritization, and facilitate collaborative workshops with relevant Business and Technology stakeholders
Drive decisions pertinent to requirements prioritization and iteration/bundle planning discussions
Collect feedback from stakeholders regarding project deliverables and requirements
Business Analysts help to deliver communications essential for informing project team(s) and stakeholders on project progress, risks, issues, and other items that impact the MECM implementation. Business Analysts follow standards outlined in the Communications Management Plan (refer to Section 4)

	Quality Assurance
	The Quality Assurance (QA) Team helps verify and validate the MECM solution meets the requirements defined by various stakeholders during the Requirements phase. The QA Team engages internal and appropriate external stakeholders to:
Understand stakeholders’ expectations of requirements in collaboration with business analysts and product owners to verify that the requirements are clear, complete, and testable
Socialize the test plan, objectives, and strategies in collaboration with project managers and relevant stakeholders
In partnership with the Business team, conduct UAT and report UAT progress for each iteration/bundle
The QA Team also participates in regularly scheduled project communications to:
Proactively identify and communicate potential risks related to quality and functionality
Confirm that change management requests and outcomes are properly documented, tested, and shared with all relevant stakeholders
Review communications according to the Communications Management Plan (refer to Section 4)

	Technology
	The Technology Team translates stakeholder requirements into technical solutions and develops a solution to meet MECM solution standards. The Technology Team engages internal and appropriate external stakeholders to:
Thoroughly analyze and understand project requirements
Provide feasibility assessments to help stakeholders make informed decisions about prioritization and scope of requirements for an iteration/bundle
Review and validate the proposed technical designs align with business objectives articulated by the Business Team
Demonstrate a working solution to stakeholders, gather feedback, and incorporate it into subsequent iterations/bundles
Address security and compliance requirements
The Technology Team proactively communicates updates, risks, and dependencies related to the technical solution through the following actions:
Share the results of feasibility assessments to inform decision making
Coordinate the review and validation of technical designs
Facilitate iterative development working sessions by participating in sprint planning and review meeting
Promote adherence to security and compliance regulations and standards
Document technical implications of changes to stakeholders
Monitor and share updates on solution performance relative to goals

	Business Team
	The Business Team supports project track teams’ enterprise-level operational changes to processes impacted by the MECM implementation. The Business Team engages internal and appropriate external stakeholders to:
Articulate the desired business outcomes and benefits expected from the solution
Assess the impact(s) of change requests and facilitate informed decision making
Validate change requests align with business objectives and communicate those changes
Confirm that the solution remains focused on delivering value to all stakeholders
Assess the impact of the solution on day-to-day operations and business objectives
Communicate feedback from users on areas of improvement and optimization
Participate in resource allocation discussions to support project success

	Third Parties and Trading Partners
	As part of stakeholder engagement, DOH OHIP may require input from and collaboration with external third parties. Such groups include but not limited to eMedNY, Maximus, IES Core groups, and interface trading partners.
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Appendix C-3 Communications Management Plan Roles and Responsibilities
The following table outlines the roles and responsibilities associated with the Section 4 Communications Management Plan:
	Stakeholder Group
	Responsibilities

	Project Management (PMO)
	Draft and disseminate planned project-level communications pertaining to project status updates, meetings, deliverables and deliverable submissions, as well as unplanned project-level communications pertaining to general project announcements and updates
Coordinate with appropriate stakeholders to draft and review project-level communication requests originating from Track teams, Managerial Governance and/or Executive Steering Committee, and validate for accuracy, quality, and consistency within established Continuing Medicaid Eligibility Modernization standards
Work with the appropriate governing body, Managerial Governance and/or Executive Steering Committee, to obtain approval for enterprise-level and project-level communications
Disseminate enterprise-level and project-level communications to appropriate stakeholder groups

	Stakeholder Groups
	Coordinate with PMO to draft planned and unplanned project-level communications pertaining to project updates and general project announcements, as needed
Work with PMO and appropriate stakeholders to review project-level communication requests and validate for accuracy, quality, and consistency within established Continuing Medicaid Eligibility Modernization standards
Work with PMO and the appropriate governing body, Managerial Governance and/or Executive Steering Committee, to obtain approval for enterprise-level and project-level communications
Disseminate enterprise-level and project-level communications to appropriate stakeholder groups
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The following table outlines the roles and responsibilities associated with the Section 5 Deliverable Management Plan:
	Stakeholder Group
	Responsibilities

	PMO 
	Assist in preparation, review, and acceptance of Deliverable Expectation Documents (DEDs)
Review and provide initial feedback on draft deliverables
Acknowledge receipt of deliverable packages and post to the project SharePoint site
Coordinate, manage, and monitor the review of deliverables and act as a central body for consolidation of comments by DOH OHIP staff
Identify a review panel for each deliverable and coordinate the review process
Coordinate and attend walkthroughs, if necessary

	███████
	Draft, submit and update DEDs as needed
Create draft deliverables
Update and re-submit deliverables based on DOH OHIP feedback
Conduct walkthrough of deliverables with DOH OHIP, as needed

	Deliverable Stakeholders
	Provide feedback on DEDs and deliverables 
Conduct walkthrough of DED and deliverables, as needed 
Review submitted DEDs and deliverables for approval or additional comments
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The following table outlines the roles and responsibilities associated with the Section 6 Budget Management Plan:
	[bookmark: _Hlk154129554]Stakeholder Group
	Responsibilities

	███████ Leadership 
	Lead efforts to execute MSOW(s) and ISOW(s) 
Lead efforts to estimate that the initial budget is sufficient to deliver the scope outlined in the MSOW
Provide budget updates via the Master ISOW Integrated Project Schedule 

	███████ PMO
	Gather input from stakeholders on impacts that requests will have on design, technology, and business requirements
Review, QA/QC, and submit deliverables to DOH OHIP
Review and submit invoices to DOH OHIP
Responsible for managing the overall budget including budget revisions and subsequent impact 
Provide forum for strategic discussions with the executive leadership to review business priorities/outcomes, set overall direction, and verify that resources are aligned accordingly
Monitoring resource allocations to guard against potential overruns

	DOH OHIP (3.1 Budget Allocation Process) 
Includes DOS PMO, MECM QA, DOS Technology, DOS Leadership, DOS Vendor Oversight, Business Operations
	Assess the impact to project budget of change requests and decide whether to approve the request
Review draft ISOW’s for alignment with DOH OHIP priorities and applicable expectations and regulations 

	DOH OHIP (3.2 Invoicing Process)
Includes MECM QA, DOS Leadership, DPS Vendor Oversight, DOS Finance Office, Business Operations 
	Review and approve project budget and invoices 
Monitor and manage changes to budget for compliance with contract
Review Project Purchase Order to confirm that the project is fully funded. 

	MECM Quality Assurance (QA)
	Implement controls to help promote adherence to budget management policies and leading practices 
Complete QA activities of budget and invoice requests on behalf of DOH OHIP
Review deliverables prior to finalization
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The following table outlines the roles and responsibilities associated with the Section 7 Quality Management Plan:
	Stakeholder Group
	Responsibilities

	Project Management
	Project Management includes ███████ PMO and DOS PMO teams
Review products and processes for quality and provide feedback, when necessary
Assist other stakeholders plan and schedule quality assurance reviews
Prepare for, and participate in, quality reviews, project reviews, and specialist support visits (where applicable)
Support in resolving quality issues by implementing action items from quality reviews, project reviews, and specialist support visits
Oversee quality reports and assist in resolution of escalated issues

	Business Team/Stakeholder Group
	Business Teams and Stakeholder Groups represent particular project tracks on both ███████ and DOH OHIP teams
Bring experience-based insights to provide quality assurance, help identify areas for improvement, and recommend enhancements
Prepare for, and participate in, quality reviews, project reviews, and specialist support visits (where applicable)
Implement action items resulting from quality reviews, project reviews, and specialist support visits
Identify potential risks that could impact project quality, assess their impact and probability, and develop mitigation plans
Identify inefficiencies, bottlenecks, and areas where quality issues may arise in business processes
Help promote adherence to project quality standards across all work products 

	MECM Quality Assurance (QA)
	QA includes members of ███████ and DOS PMO teams responsible for carrying out QA, in accordance with this QMP
Develop and maintain the QMP throughout project life cycle
Track all standards, associated verifications, and metrics
Bring experience-based insights to provide quality assurance, identify areas for improvement, and recommend enhancements
Drive the preparation for internal quality project reviews
Perform internal quality project reviews via verbal monthly and quarterly quality status reports and discuss the project review findings with Executive and Managerial Governance bodies
Support in resolving quality issues by implementing action items from quality reviews, project reviews, and specialist support visits
Track non-compliance issues to closure, and escalate them

	Action Item Identifier
	Individual from any team that identifies QA task
Participates in analyzing AI and selecting AI Owner to complete the process

	Action Item Owner
	Individual owner responsible for QA task
Bring experience-based insights to identify areas for improvement and carry out action item
Prepare for, and participate in, quality reviews, project reviews, and specialist support visits (where applicable)
Implement action items resulting from quality reviews, project reviews, and specialist support visits

	DOS Leadership
	Review, respond to, and approve MECM Transmittals
Support MECM QA in the drafting and approval of response letters
Approve or reject recommendations from deliverable reviews

	MECM Business Area
	Review documents and send comments if applicable

	Decision Stakeholders
	Discuss an open item and come to a decision


[bookmark: _Toc192875231]Table 13‑8: Quality Management Plan Roles and Responsibilities


[bookmark: _Toc154132991]Appendix C-7 Resource Management Plan Roles and Responsibilities
The following table outlines the roles and responsibilities associated with the Section 8 Resource Management Plan:
	[bookmark: _Hlk154129966]Stakeholder Group
	Responsibilities

	PMO
	PMO leads the search and onboarding processes for project resources across all tracks. PMO identifies potential candidates for review by ███████ track leads and DOH OHIP Managerial Governance, if necessary. PMO then participates in offer discussions and provides new resources with the materials and tools needed to initiate work on the project.
During the offboarding process, PMO is also responsible for removing resources from project materials, tools, and resources.

	Impacted Stakeholder Group(s)
	Impacted Stakeholder Groups are project teams in need of resources. After identifying the resource need and developing a scope of work for the vacant role, Impacted Stakeholder Groups work with PMO to administer necessary reviews and approvals of potential candidates.
Impacted Stakeholder Groups are also responsible for ongoing training and management of resources throughout the project life cycle.

	Managerial Governance
	When key personnel are transitioned on to the project, the MECM QA team will complete a credentialing review by reviewing the candidate’s resume against contract requirements and role qualifications. After MECM QA completes the credentialing review, it will make a recommendation to approve or reject to DOS Leadership. If DOS Leadership does not approve of the proposed candidate, ███████ PMO must re-initiate the search process.
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If ███████ determines additional position(s) are necessary, ███████ will identify these positions and detail the services they are to provide to DOH OHIP. 
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The following table outlines the roles and responsibilities associated with the Section 9 Project Controls Plan:
	Stakeholder Group
	Responsibilities

	Project Management
	Maintain risk and issue reporting and monitoring in the ALM tool
Collect risks and issues from stakeholder groups to log them in the ALM tool and include in PSR 
Support other stakeholder groups in logging risks and issues in the ALM tool and include high-priority risks and issues in the PSR
Escalate risks and issues to executive leadership when needed
Facilitate risk review sessions to validate new risks and RAID review sessions during Project Status meetings
Support the development and execution of risk responses, risk response plans and issue resolution plans
Update risk and issue statuses in the ALM tool as steps toward resolution occur 

	Risk Identifier
	Identify risks from activities, notify PMO of risks to include in PSR, and submit risks in the ALM tool
Participate in risk review sessions to validate new risks and determine their probability, impact, and severity
Propose risk responses
Propose mitigation and solution approaches for risk response plans

	Risk/Issue Owner
	Participate in risk review sessions to validate new risks and determine their probability, impact, and severity
Develop, socialize, and execute risk responses, risk response plans and issue resolution plans
Define action items required to resolve risks and issues
Assign action item owner and monitor risks and issues
Update risk and issue statuses in the ALM tool as steps toward resolution occur

	Risk/Issue Stakeholder(s)
	Identify risks from activities, notify PMO of risks to include in PSR
Develop, socialize, and execute risk responses, risk response plans and issue resolution plans
Define action items required to resolve risks and issues
Monitor risk and issue resolutions


[bookmark: _Toc192875233]Table 13‑10: Project Controls Plan Roles and Responsibilities
[bookmark: _Toc154132993]

Appendix C-9 Integrated Change Control Process Roles and Responsibilities
The following table outlines the roles and responsibilities associated with the Section 10 Integrated Change Control Process:
	[bookmark: _Hlk154130478]Stakeholder Group
	Responsibilities

	CRB
	Participates in CRB decision-making
Participates in project wave scope change decisions
Provides approval for the implementation of CRs 

	ARB
	Participates in ARB decision-making
Participates in project wave scope change decisions
Provides oversight and is consulted on changes impacting system architecture design and business continuity 

	PMO
	Drives and maintains the overall CR process
This includes Deloitte and DOS PMOs
Updates the master project work plan to implement approved CRs
Communicates the status of CRs to stakeholders
Serves as the primary liaison with project staff and project team
Manages communications related to CRs
Participates in project wave scope change decisions
Validates CRs and escalates CRs to CRB or ARB based on the nature of the CR 
Presents CRs for discussion in the PSR as part of the Project status Meeting 

	███████ Tracks (Functional, Business, and Technical) and Stakeholders 
	Participates in project wave scope change decisions
Analyzes change requests to determine impact
Provides input to change request impact assessments for specified field of expertise or track/workstream
Provides recommendations on next steps for change requests for specified field of expertise or track/workstream 


[bookmark: _Toc192875234]Table 13‑11: Integrated Change Control Process Roles and Responsibilities


[bookmark: _Toc154132994]Appendix C-10 Schedule Management Plan Roles and Responsibilities
The following table outlines the roles and responsibilities associated with the Section 11 Schedule Management Plan:
	Stakeholder Group
	Responsibilities

	PMO
	With input from Stakeholders, Managerial Governance, and Executive Governance, PMO is responsible for developing the Master ISOW Integrated Project Schedule based on the MSOW and estimates for future project Waves. 
PMO is also responsible for working with Stakeholders and Managerial Governance on the Work Plan, which includes schedules, resources, dependencies, and constraints for deliverables. PMO then manages updates to the Work Plan throughout the project life cycle and participates in project decisions around schedule management.

	Stakeholders
	Stakeholders contribute to the development of the Master ISOW Integrated Project Schedule and Work Plan. During Step #3 Monitor / Manage, Stakeholders identify potential variances, Risks, and Issues throughout the project life cycle. 
According to the Integrated Change Control Process (refer to Section 10), Stakeholders participate in Risk Management and Issue Resolution processes.

	Managerial Governance
	Managerial Governance provides critical guidance and project inputs during the creation of the Master ISOW Integrated Project Schedule and Work Plan at the beginning of the Wave.
Throughout the project life cycle, Managerial Governance manages the Risk Management and Issue Resolution processes that arise during Step #3 Monitor / Manage.

	Executive Governance
	Executive Governance, as the project sponsor and group responsible for determining project goals and objectives, guides the creation of the Master ISOW Integrated Project Schedule prior to the initiation of the Work Plan.
Executive Governance is then involved in any schedule-related items that get escalated during the Integrated Change Control Process (refer to Section 10) process.


[bookmark: _Toc192875235]Table 13‑12: Schedule Management Plan Roles and Responsibilities


[bookmark: _Toc154132995]Appendix C-11 Requirements Management Plan Roles and Responsibilities
The following table outlines the roles and responsibilities associated with the Section 12 Requirements Management Plan:
	Stakeholder Group
	Responsibilities

	Project Management 
	During interim and planned Requirements Management Plan, Project Management is responsible for developing and maintaining the RTM in the requirements management tool. 
During input collection, Project Management is responsible for collecting input documents from relevant stakeholder groups. If needed, Project Management can assist stakeholder groups to identify and collect documents.
If during the project life cycle, changes to the requirements are necessary, Project Management will manage the transition to the ICCP and participate in that program as needed.

	Stakeholder Groups 
	Relevant stakeholder groups identify input documents based on their activities, transmit input documents to Project Management, and submit updates to the RTM, or the ALM tool once it is established.
Stakeholder groups participate in the development of the RTM and subsequent review sessions to validate requirements and determine their impact on timeline, budget, and schedule.
Provide feedback on the RTM and incorporate feedback from other stakeholder groups.
Participate in gap assessment to baseline requirements.

	Managerial Governance
	If during the project life cycle, changes to the requirements are necessary, Project Management will manage the transition to the ICCP, which requires participation and input from Managerial Governance.

	Executive Governance
	If during the project life cycle, changes to the requirements are necessary, Project Management will manage the transition to the ICCP, which requires participation and input from Executive Governance if items are escalated accordingly.


[bookmark: _Toc192875236]Table 13‑13: Requirements Management Plan Roles and Responsibilities


[bookmark: _Toc192875031][bookmark: _Toc185952932]Appendix D: ALM Tool Field Attributes and Workflows 
The following table outlines the various workflows associated with the Section 2.20.2 ALM Tool Workflows:
	Item
	Description

	ALM Tool Field Attributes and Workflows 
	The field attributes and corresponding workflows for various ticket types within the ALM tool are defined and continuously maintained in the ALM Tool User Guide and ALM Tool Reference Guide. Reference materials can be found here: The ALM tool 
A list of ALM Tool Workflows include the following: 
· Design Workflow (Design Document, Design Component, Design Update, Document Update) 
· Development Widget Workflow (Confirmed in the ALM tool)
· Database Change Request (DBCR) Workflow (test environments only) 
· Defect Incident Workflow (TBD)
· Technology Operations (Tech Ops) Service Request Workflow (test environments only) 
· PMO Service Request Workflow (TBD) 
· Change Request Workflow (reference Section 10 Integrated Change Control Process) 
· Deliverable Management Workflow (Confirmed in the ALM tool) 
· Requirements Workflow


[bookmark: _Toc192875237]Table 13‑14: ALM Tool Workflows 


[bookmark: _Toc192875032]Appendix E: DED/Deliverable Quality Checklists
The following table outlines the various quality checklists associated with the Section 7.6 DED Checklist and Section 7.7 Deliverable Quality Checklist:
	Item
	Description

	DED Checklist 
	The DED checklist is used to verify the quality of the DEDs for the Continuing Medicaid Eligibility Modernization project. The DED checklist is an evolving document and continuously refined. The latest version of the DED checklist can be found here: DED Checklist 

	Deliverable Quality Checklist
	The Deliverable checklist is used to verify the quality of the deliverables for the Continuing Medicaid Eligibility Modernization project. The Deliverable checklist is an evolving document and continuously refined. The latest version of the Deliverable checklist can be found here: Deliverable Checklist 


[bookmark: _Toc192875238]Table 13‑15: DED/Deliverable Quality Checklists


[bookmark: _Toc192875033]Appendix F: Best Practices for Writing Clear System Requirements
The resource below serves as a comprehensive guide to assist in the development of clear and precise system requirements. It provides structured methodologies and best practices to capture necessary specifications accurately. A requirement may be connected to a process flow or a design document (i.e., FDDs or ICDs). The requirements are documented in Requirements Traceability Matrix (DEL-19).
Access best practices for writing a requirement document via this link: Best Practices for Writing Clear System Requirements
As per the Centers for Medicare & Medicaid Services (CMS) Requirements Writer’s Guide, below are references for writing good, thorough requirements. In general, a requirement should reflect the following characteristics.
	Reference
	Description

	Complete
	Fully describe the functionality to be delivered or the needs of the business.

	Unambiguous
	Enables readers of a requirement statement to arrive at a single interpretation.

	Consistent
	Requirements should not conflict with other requirements of the same type or with higher-level requirements.

	Correct
	Accurately describe the functionality to be built.

	Feasible
	Can be implemented within the known capacities and limitations of the system and its operating environment.

	Necessary
	Documents a needed capability or one required to comply with an external system requirement or a standard.

	Prioritized
	Is assigned an implementation priority (in the case of each functional requirement) to indicate how essential it is to the business.

	Verifiable
	Indicates through tests or other verification approaches, such as inspection or demonstration, that it implements the required action properly.

	Testable
	The requirements must be testable in the solution.

	Traceable
	Can be linked backward to its origin and forward to the design elements.


[bookmark: _Toc192875239]Table 13‑16: Writing Style Guide and Quality
Another reference for requirements is based on the Project Management Institute’s (PMI) Project Management Body of Knowledge (PMBOK®). Like the CMS standards above, a requirement should include the following criteria:
	Criteria
	Description

	Clear and Concise
	Use precise and unambiguous language; write in simple, straightforward sentences.

	Verifiable
	The requirement should be testable and have clearly defined acceptance criteria.

	Complete
	The requirement must fully describe the necessary functionality or characteristic and provide enough context.

	Consistent
	Requirements should not conflict with each other or with higher-level business objectives; use consistent terminology.

	Verifiable
	The requirement should be testable and have clearly defined acceptance criteria.

	Feasible
	The requirement must be realistically achievable within the project constraints.

	Traceable
	Assign a unique identifier to each requirement; document the origin and linkage to project objectives and deliverables.


[bookmark: _Toc192875240]Table 13‑17: PMI PMBOK® Requirements Criteria
Below is a table that includes an example of a generic requirement along with best practices for writing clear system requirements, as outlined by Centers for Medicare & Medicaid Services (CMS) Requirements Writer’s Guide and Project Management Institute’s (PMI) Project Management Body of Knowledge (PMBOK®).
	Requirement Example
	Criteria Description

	The system shall check if a spouse’s record was added during the current renewal.
	This requirement specifies that the system must verify whether a spouse's record has been added during the renewal process. It is standalone, clear, concise, feasible, and testable.


[bookmark: _Toc192875241]Table 13‑18: Requirement Examples Based on CMS/PMBOK Guidelines


[bookmark: _Toc192875034]Appendix G: Collaboration Process for DEDs/Deliverables
For the complete collaboration process for Non-Design and Design Documents, access the Collaboration Process via this link: DEDs/Deliverables Collaboration Process

[bookmark: _Toc192875035]Appendix H: Design Document Storage on DOH SharePoint
For the details regarding Design Document Storage locations and protocols, refer to the following link: Design Documentation Storage in DOH SharePoint

[bookmark: _Toc192875036]Appendix I: Change Tracker for Modifying Deliverables Post Transmittal Approval
For accessing the Change Tracker which is required when modifying deliverables post transmittal approval, refer to the following link: Deliverable Change Tracker
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OHIP Invoice Submission FAQ

1. What information should be on the Claims for Payment (CFP) from the vendor?
« Name of the NYS Agency indicated on the purchase order (NYSDOH-OHIP)
+ Invoice number

« Invoice date

« Contract number (XXXXXXX)
« Vendor/Supplier ID (this is different than a FEIN #)
« Suppliers name, address, FEIN#

« The Unit ID (3450XXX)

« Line-item details that include accurate prices, quantities and descriptions of goods and services.
delivered and dates of service if applicable

2. What do | submit?
« NYS Claims for Payment Form (AC3253-S)

« Vendor Specific Invoice (if applicable)
+ Supporting documentation (timesheets<if applicable>; receipts; repors, contract pricing sheet, etc.)

3. Where to submit invoices and how to populate the email Subject Line?
Submit invoices to the following

« accountspayable@ogs.ny.gov (failure to submit invoices to the BSC could cause a delay in
payment)

« CC: ohipbsc@health.ny gov : XXOOCXX@health ny.gov
The email subject line should include the following format:
3450XXX-Vendor Name Invi XXXXXXX~ (your company’s Inv #)

4. What should you do if your company received a Rejection letter indicating that the invoice has been
returned as it does not contain missing information required for processing?

The missing information indicated in the Rejection letter is what your company should attach in the invoice
resubmission packet.

5. How do | resubmit my invoice?

Your company will need to send an updated invoice using the letter “R” at the end of the original invoice
number. Please follow instructions 1-3 of this document for resubmission

Prompt correction and resubmission of your invoice will enable us to process your payment as timely as
possible.

6. Will the return of my invoice delay payment?
Yes, however, payment cannot be issued until a proper invoice is received with all required information.
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