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Objectives

The purpose of this statement of work (the “SOW”) is to define the work efforts to be performed by IAITAM in conjunction with the design and implementation of Mythical Industries’ IT Asset Management program.  

IAITAM understands that Mythical Industries finds value in performing IT Asset Management as a defined and managed discipline.  Specifically, Mythical Industries has expressed the desire and the need to continue to advance the state of its ITAM practices and capabilities with respect to the following business objectives:

<< Define Customer Specific Objectives Here >>

1. Identify Cost Savings opportunities through Life-cycle Management of Hardware and Software Assets

2. Easily assess, characterize and report on business criticality, information security, and compliance requirements on an asset-by-asset basis, by asset class, physical location, organizational owner, in a flexible real-time reporting structure.

3. Achieve measurable improvements in customer service through integration of service desk processes with ITAM life-cycle information and processes.

4. Eliminate the over-purchase of software by establishing a process for full life-cycle management of software, including re-deployment.

5. Reduce risk and variability due to inaccurate fixed-asset accounting information related to IT capital assets.

6. Garner Mythical Industries’ commitment to maintaining Software License Compliance

7. Attain accurate IT asset baseline ownership, financial, contractual and documentation information through the implementation of a centralized IT Asset Management repository and centralized processes.  Included in this objective are specific capabilities that are essential to providing efficient IT services including: The ability to classify assets to the business and to report on the mapping of any IT asset back to an end-user and/or a line-of-business (LOB) owner; Centralized ability to understand leased versus owned status of IT assets; Automation of notification and process for responding to time-based IT contractual events such as lease expiration, software escrow events, maintenance renewal, price expiration, software license renewal, etc.

8. Provide timely strategic asset life-cycle cost and planning information to enable the IT Governance function.

9. Establish repeatable processes that enable Mythical Industries to quickly acquire and assimilate asset baselines and inventories during the ongoing strategic acquisition of companies that is a key to Mythical Industries’ growth strategy.

To this end, IAITAM proposes the following project to assist Mythical Industries in formalizing and defining the activities necessary to achieve the aforementioned ITAM goals (the “Project”).  The Project will take into consideration all of the aspects of Mythical Industries’ operations, including the people, processes and technology necessary to achieve those goals.

Scope

Mythical Industries has requested that a phased approach be used allowing implementation of the ITAM program for the IT organization first, with successive increments of implementation to other business units following.  For this reason IAITAM recommends including a standardization of IT Asset Management services in the initial stages.  By creating a service-based approach to performing IT Asset Management, Mythical Industries will be able to measure and benchmark performance and value throughout the implementation.  The following stages are proposed for purposes of managing the efforts:

1. Program Planning and Design

2. Program Implementation

3. Program Deployment – IT Organization

4. Program Deployment Increment – Additional Organization

Specific Inclusions and Exclusions

Project Exclusions

The following activities and deliverables are specifically excluded from IAITAM’s scope of responsibility:

· Implementation and integration of IT Asset Management systems and technology 

· Project Management for this effort

· Notification and scheduling of Mythical Industries personnel.

· Design of reporting interfaces and programming of reports.

· Extract, transform and loading of data (migration)

Project Inclusions

IAITAM Best Practices

IAITAM has developed the IAITAM Best Practice Model (“IBPM”) for Asset Management.  IBPM is based upon a number of process areas (”PA” or PAs”).    A PA is a set of related practices that together represent an organization’s ability to perform within a specific discipline.  IAITAM has defined the PAs as those bearing a significant level of repeatability within an organization.  For the most part, the PAs are specific to ITAM functions.  There are some, however, that overlap into broader disciplines such as project management and policy management.  The PAs provide a framework for the examination of existing IT asset management practices and for the development of recommendations to improve current practices.  IAITAM’s recommendations for Mythical Industries will be developed using these PAs as a reference framework.  The IBPM Process Areas are:

	IBPL Process Areas


	Compliance Management
	Asset Identification

	Communication and Education
	Disposal

	Documentation Management / Contract Management
	Financial IT Asset Management

	IT Acquisition
	Legislation

	Program Management
	Policy Management

	Vendor Management
	Project Management


Project Approach and Milestones

Approach
IAITAM will assist Mythical Industries in the analysis, design, documentation, planning and advisory efforts necessary to effectively implement an IT Asset Management program.  IAITAM’s goal will be to enable Mythical Industries’ IT Asset Management core team members and stakeholders to reach a point of sustainability and self-sufficiency in managing the program going forward after the initial implementation stages.  IAITAM proposes to accomplish this by assisting Mythical Industries through a combination of efforts, including:

· Gaining an understanding of the Mythical Industries enterprise organization, objectives and key business imperatives; Review of the organization overall and at a functional stakeholder level, relative to IT Asset Management and related IT service management disciplines.

· Analyze existing sources of information including: policies; IT standards and service catalogs; network diagrams; existing inventory data; facilities and location demographics and coding schema; infrastructure architecture; procurement records; human resource summary level information including job-title, role descriptions, new hire rate, separation and turnover; finance chart of accounts, general ledger historical and summary level information, fixed-asset accounting information relative to IT spend related categories; operational procedures; IT process documentation; IT systems architecture; compliance related controls and objectives.

· Conduct interviews with personnel in the Information Technology Services organization (“IT”), finance, procurement, IT operations, risk management, human resources, key stakeholder organizations and lines of business.

· Identify value objectives and commitments based upon IAITAM’s understanding and subsequently identified opportunities and risks.  Articulate these values in terms of business goals and priority.  Incorporate the values into a communication plan intended for creating and maintaining organizational mindshare and commitment to the effort. Work with Mythical Industries personnel to adapt this message to Mythical Industries’ unique cultural needs and assist in delivering the communications as requested.

· Apply collective IAITAM knowledge, best practices and experience to create a process architecture, inventory and process detail that can be effectively implemented throughout the proposed phases.  IAITAM will use the techniques it has refined in the course of working with many customers to understand and adapt best practices to the specific needs of the business.  Processes will be adapted to meet the specific business requirements, cultural and organizational constraints that are identified.

· Facilitate requirements through interactive development workshops and document the process objectives, workflow, job descriptions, data requirements, standards, procedures, deliverables, measurements and quality objectives.  Plan for and facilitate review and approval of each process.

· Assist in the development of specific implementation plans that are prioritized based upon previously identified requirements.

· Provide knowledge by conducting industry certification training and/or customized training, as planned, for each stage of the implementation, with the objective of maximizing time to value, by conducting the right amount of training at the right point in time, for the right people in Mythical Industries’ organization.

· Act in the role of advisor and mentor, as required, throughout successive stages of implementation.  Conduct program reviews to ensure that objectives are being pursued and that the processes necessary have been effectively implemented and are being measured and optimized over time.  Seek and analyze stakeholder and sponsor feedback and satisfaction measures to ensure continued support and value are being attained over time.  Assist in developing corrective actions and process optimization plans.

Stage 1 - Program Planning and Design

Stage Purpose

The purpose of defining an ITAM Program is to encapsulate and define the overall strategy, mission, objectives, measurements and prioritization of IT Asset Management efforts within an organization.  The Program Management process area encompasses providing centralized processes, tools and tracking for all ITAM related efforts: status monitoring, prioritization, resource management, process optimization, support, control, measurement and evaluation of these projects.

The function of the IT Asset Management program manager is to ensure that all efforts necessary to accomplish the mission are subdivided into specific initiatives, or projects, and that these are monitored and controlled through the Portfolio Management for Projects process.  Further, the Program Manager works to ensure that appropriate resources and commitments are gained from various organizations across the enterprise, to ensure that teamwork is developed.  Typically the IT Asset Management program will require participation from the following organizations:  All enterprise lines of business, Corporate Communications, Facilities, Human Resources, Risk Management, Information Technology, Legal, Procurement and Executive Management, as appropriate. 

The Program Management process defines staffing, support roles, relationships and teamwork necessary to ensure that ITAM functions are coordinated and not managed within silos.  

Stage Deliverables

1. Program Charter

The Program Charter provides a detailed explanation of the purpose and objectives of the IT Asset Management program for Mythical Industries.    The Program Charter will identify the key components, measurements and structure of the Project needed to meet the objectives established by Mythical Industries, as well as a statement of the process, policy, technology and training architecture required to support implementation.  The Program Team and stakeholders are identified in this document as well.  Once approved, the Program Charter becomes the guiding vehicle for the Project.

2. Conduct Industry Certification Class for Core Team

IAITAM will conduct CSAM or a CITAM certification class at Mythical Industries’ facility for the core ITAM program team and stakeholder representatives.  Conducting certification training at this point in the effort will ensure that the Core Team and stakeholder organizations have a common platform for communicating and also possess an understanding of the breadth and best practice approaches that are possible for achieving the business objectives.
3. Scope of Managed IT Assets

The scope of Managed IT Assets defines the asset classes and sub-classes that are to be managed as a part of the ITAM program.  This document details the assets and the required management drivers associated with each.

4. IT Asset Management Policy

IAITAM will work with Mythical Industries to assess the completeness and suitability of existing policies that delegate the authority and define specific responsibilities for management of IT assets within Mythical Industries.  IAITAM will create a draft policy of required changes to existing policy along with recommendations for management and communication of policy information.

5. IT Asset Management Process Inventory

The process inventory is a list of processes that are required to deliver the IT Asset Management services which will be defined.  The process inventory will identify those processes that exist, as well as the processes which need to be developed.  IAITAM will work with Mythical Industries to determine which of those processes already in existence have been effectively implemented.  As a result, the process inventory will indicate not only those processes that need to be developed, but also provide a description of the additional requirements for reworking and effectively implementing the existing processes.

6. Lifecycle Model for IT Asset Management

A state-transition model will be developed based upon the existing processes identified in the process inventory.  The state-transition model is a high-level, graphical modeling technique that will permit the team members and stakeholders to visualize the lifecycle flow of assets.  At this stage, the model will be used primarily to visualize and determine the desired lifecycle conditions to be managed as well as the specific processes involved in moving through the lifecycle.  The state-transition model will also be incorporated into the communication plan at a later stage.

7. IT Asset Management Service Definition 

The IT Asset Management Service Definition identifies the list of IT services anticipated for life-cycle management of IT Assets.  An IT service can be defined as the related performance of duties, provisioning of goods or other rendering of capabilities in order to meet a defined business requirement for a customer or end-user.  Specifically, when defining IT services related to IT Asset Management, IAITAM will use a common method to define the services in order to meet the following criteria:

· The services will be precisely defined in terms of the resulting conditions to be achieved or work efforts that will be performed.

· The service definitions will be structured so that customer organizations are able to perceive the services as self-contained, measurable entities which can be evaluated in terms of baseline unit quantities, cost (or price) and performance.

· Measures of performance are defined.  These measures are intended to be used to baseline the performance capability of the organization during the initial phases.  After implementation, these measures of performance will form the basis for formal Service Level Agreements.

· A service delivery cost model is defined.  The services cost shall be derived from the cost model as the sum of the labor, expense, capital and services elements that are required to effectively deliver the service within the measures of performance that have been established.

For each service, a description of the following parameters will be provided:  business value, list of processes required to support, intended delivery approach, organizational responsibilities matrix and service activity summary.

8. IT Asset Management Program Roadmap

The IT Asset Management Program Roadmap is a visual communication tool that depicts the program initiatives in terms of chronology and priority.  For each component of the roadmap there will be a link to schedule, financial and performance objectives.  A typical roadmap will extend out over a 12-24 month timeframe.  The roadmap is an important part of understanding the objectives and commitments of the ITAM Program.  The roadmap will be incorporated into the communication plan and will be used as a “yardstick” during program reviews.
9. Communication Plan

The Communication Plan lays out the components and strategy for creating awareness throughout the organization and is critical to garnering support of the various roles and performers who will be involved.
10. Stage-end Review

IAITAM and the Mythical Industries ITAM Program Manager will conduct a stage-end review with the ITAM team members, stakeholders and Executive Program Sponsor.  The Stage-end Review will examine progress and evaluation of deliverables as well as the overall program definition and plan for successive stages.  An assessment of the prioritization of processes and services to be implemented will be presented.  The review will also present to proposed measures of performance for the high-level service definitions as well as key performance indicators that are identified for each process and request a consensus on the whether the indicators “fit the business”.  It will be the intent at this stage to receive acceptance and sign-off on the stage deliverables as well as obtaining approval for commencement of the next stage.

Stage 2- Program Implementation

Stage purpose:

The purpose of the Program Implementation stage is to conduct the detailed efforts involved in developing the technology specifications and process definitions, including the specifications for each process identified in the previous stage.  In addition during this stage, the preliminary planning will be developed for the first incremental deployment during the Program Deployment stage.     

Stage activities:

Stage Kick-off and Planning

A series of workshops and individual efforts will be planned for each of the processes prioritized in the Process Inventory.  A resulting schedule and commitment calendar will be obtained for the resources required by the project manager. 

Also at the beginning of the stage there will be an effort to adapt existing process documentation and create a standard set of process templates for use in the subsequent development efforts.

Process Development

For each process identified above, an interactive development workshop will be conducted with subsequent team effort to define the following process specification components.  The efforts will vary somewhat from process to process based upon the availability of “as-is” and or existing “to-be” design documents.  Typical activities that will be conducted during the workshop are as follows:

· Process design overview.  This will consist of presentation by IAITAM to orient participants to the terminology and structure to be followed in the development effort.  

· Definition of process object or purpose.

· Capture of As-is workflow and requirements.

· Development of To-be activity diagrams (workflow).

· Activity detail including who performs (role) under what conditions or constraints (when) and in what location (where).  

· Graphical documentation

· Development of procedures.  A procedure is a subset of a process, sometimes referred to as work instructions.   Procedures describe how to perform a specific task or job.

· Responsibilities matrices

· Documentation of inputs or “triggers” and resultant output conditions or states. 

· Rationalization of each specific process back to the high-level state-transition model for the asset lifecycle.

· Identification of requirements for supporting policies.

· Identification knowledge skill and experience levels for performing roles.

· Data requirements definition.

· Definition of process measurements.

· Development of reporting requirements/

· Documentation follow-up and review.

Devise quality management methods

Devise Control Process

Update to Program Charter

Develop technology requirements and selection criteria

Organizational change management initiatives 
Identification of organizational optimization

Stage deliverables:

1. Core Process Specification

The Core Process Specification is a document that includes the resulting design from the efforts above.

2. Technology Selection Criteria

The Technology Selection Criteria will document the requirements to be used by Mythical Industries in evaluating potential IT Asset Management solutions.

3. Communication Plan

The communication plan will be updated and executed during the stage.

4. Education Plan

The Education Plan details the knowledge requirements for the various roles in scope and specifies the learning delivery approaches necessary for each role at the right point in time.  The Education component will specify the target learning events; individual schedules and costs so that decisions can be made to optimize the plan.
5. Control Process for ITAM Program

The Control Process will be defined and planned for execution by the ITAM Program Core Team.  As each process is deployed, it is necessary for operational management to be aware of the effectiveness of the process, be understanding of obstacles and resistance and able to incorporate corrective measures to remediate these.  The purpose of the Control Process is to monitor progress of implementation of the ITAM Services in each successive stage.  The process will examine the effectiveness of implementation and diagnose areas where performance has deviated from the plan.  The control process will initiate and incorporate optimizations and necessary corrective actions to ensure ongoing optimization of the ITAM Services and the underlying processes.
Stage 3 - Program Deployment – IT Organization

Stage Purpose

The IT Organization represents the first increment of implementation and should be considered a breakthrough deployment.  By breakthrough, we mean that this phase is where the rubber meets the road and that the organization will begin using the processes for the first time.

Stage Activities

Conduct process review workshops with the personnel in scope of the effort.

Conduct tool training per education plan

Execute communication plan 

Provide implementation support or coaching during process execution.

Assess cultural and organizational adoption

Conduct process reviews.  

Determine what worked, what did not work and what could be improved.  Make adjustments to process and procedures and re-communicate.

Monitor business performance measures and analyze.

Stage-end Review

At this point a thorough and detailed analysis and review of the project to date is critical.  The following activities will be included in the review:

· Achievement of the program objectives per the roadmap and program charter.

· Performance with respect to schedule and budget (forecast versus actuals).

· Review of process key performance indicators and services measures.

· Assess quality achievements and impacts

· Review problems and corrective actions

· Review and approve plan for next stage

Stage Deliverables

1. Process workshops

2. Training conducted

3. Communication events

4. Process coaching and support

5. Process review and revised process specification

6. Cultural assessment and recommendations

7. Stage-end Review

Stage 4 - Program Deployment Increment – Additional Organization

Stage Purpose

The purpose of this stage will be similar to the previous stage, with a few anticipated distinctions:

· Specific adaptations will be identified, based upon an understanding of the customer’s organization, demographics and requirements

· Performance gains should be improved due to lessons learned during the break-through implementation.

Target organization and specifics to be determined…

Project Assumptions

· Mythical Industries will appoint an overall ITAM Program Manager with the authority to review and accept deliverables created by IAITAM and the Mythical Industries Core Program Team.

· Work products will be created using Microsoft Office 2003, Microsoft Office Project and Microsoft Office Visio.  Other development tools will be mutually agreed upon by both IAITAM and Mythical Industries.

· IAITAM consultants will provide their own individual notebook computers and application software for use during the project. 

· Mythical Industries will make available workspace within reasonable proximity of the ITAM Core Project Team and will make available meeting rooms, telephone, copier, fax and printer facilities as needed.  If IAITAM employees should require access to Mythical Industries systems or networks to perform the Services, Mythical Industries will provide the necessary access permissions, user ids and connections.

Pricing

<<Company>> will pay IAITAM at an hourly rate of US$_______ per person.  The estimated fee for the Services is _________________________________________ US Dollars ($__________.00) (The Estimated Services Fees).  This estimated fee is a time and materials fee, excluding expenses.  Company will be invoiced for actual hours of work performed, which may be in excess of the Estimated Services Fees.

IAITAM will perform in the role of project advisor, knowledge-process experts, facilitator and business consultants.  IAITAM will perform in a hands-on manner in the execution of the activities and creation of many of the deliverables specified.  It is important to also understand that completion of deliverables and milestones will also depend to the level and capabilities of resources assigned to the efforts by Mythical Industries.  Mythical Industries understands and accepts that IAITAM’s time and effort required to perform these activities will vary greatly and in many cases be out of IAITAM’s direct control or influence.  Some of the factors which could influence the proportion of effort and consequently cost of IAITAM’s assistance, include, but are not necessarily limited to:

· Availability of Mythical Industries personnel to participate as part of the ITAM Core Program team.

· Availability of resources to participate in facilitated workshops, training and other activities.

· Scheduling conflicts and availability of work areas, meeting rooms, etc.

· Mythical Industries’ ability to make timely decisions regarding strategy and priority of activities.

· Demonstrated executive management support for the ITAM Program effort

Due to these and potentially other factors, IAITAM makes no representation or warranty that the services described in this proposal will be completed within the Estimated Hours or Estimate Services Fee.
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