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In the document header: substitute the blue text for the project/procurement title; enter a document control number (if any), the department or unit and division submitting this plan.  Complete this form as outlined in the ITS-1004-G:  Project and Procurement Guidelines (located online at www.calstatela.edu/its/policies) and Administrative Procedure 610.  After obtaining the Executive Vice President’s approval signature, submit this form to the Vice President for Administration and Chief Financial Officer (Administration Building, Room 604).
I. Feasibility Study

(1) Statement of Need and Project Description

(2) Applicable Conditions

(i) Requirements for Compatibility with Existing or Future Systems/Programs

(ii) Known Costs, Schedule, and Capability or Performance Constraints

(iii) Current Environment at Cal State L.A.

(iv) Short and Long Term Price Trends

(v) Stability of the Technology or Requirements

(3) Cost

(vi) Life-Cycle Cost

(vii) Fair Cost Estimate (Including Personnel Costs)
(viii) Comparison Analysis

(4) Capability or Performance

(5) Delivery or Performance-Period Requirements

(6) Trade-Offs

(7) Risks

(ix) Payment Holdbacks and Performance Bond Requirements 

(x) Warranty provisions, liquidated damage provisions, letter of credit or other special insurance requirements.

(8) Evaluation of Business Processes against Vendor Products

II. Solicitation Plan

(9) Sources

(10) Competition

(11) Source Selection Procedures

(12) Procurement Considerations

(13) Budgeting and Funding

(14) Priorities

(15) Contract Management Approach

(xi) Contract Dispute Resolution

(xii) Contract Status Reporting

(xiii) Acceptance Process

(xiv) Deliverable Approval Process

(xv) Invoice Review Process

(xvi) Contractor Deficiency Reporting

(xvii) Contract Changes and Amendments Process

(16) Cal State L.A.-Furnished Property

(17) Cal State L.A.-Furnished Information

(18) Environmental and Energy Conservation Objectives

(19) Procurement Cycle Milestones

(xviii) Procurement Plan Approval

(xix) Statement of Work

(xx) Specifications

(xxi) Data Requirements

(xxii) Procurement Package Preparation Completion

(xxiii) Purchase Requisition

(xxiv) Sole Source and/or Sole Brand Justification and Approval where Applicable

(xxv) Issuance of Solicitation

(xxvi) Evaluation of Proposals

(xxvii) Beginning and Completion of Negotiations

(xxviii) Contract Preparation, Review, and Approval

(xxix) Contract Award

III. Proposed Project Plan

(20) Goals and Objectives (Expected Outcomes)

(21) Project Description

(22) Approvals

(23) Priorities

(24) Stakeholders

(25) Criteria for Completion

(26) Milestones and Schedule of Deliverables

(27) Project Organization

(xxx) Management Structure and Staff

(xxxi) Expertise

(xxxii) Responsibilities and Authorities

(28) Requirements

(29) Testing and Assessment

(30) Required Maintenance

(31) Communication Plan

(xxxiii) Key Messages

(xxxiv) Communications Vehicles

(xxxv) Timeline
(32) Training

(33) Fault Management

(34) Configuration Management

(35) Accounting Management

(36) Performance Management

(37) Security Management

(38) Change Management

(39) Disaster Recovery Management

(40) Customer Service Management

IV. 60-Day Review

Within 60 days of project completion, a review needs to be conducted to assess whether the project achieved its stated goals.  The divisional vice president shall select a senior executive not associated with the project to conduct this review.  Findings shall be reported on Form ITS-4806.
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