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Office of Information and Technology

Service Delivery & Engineering
<Product / Project Name>
Operational Acceptance Plan/Notice
<Initial / Interim / Final> Review Number <n> 

<Date>
1. Product / Project Description

<Type text here>

<PMAS Project Number>

<current PMAS state>

 Very simply, for a general audience, 2-4 sentences to describe the product.
First review only unless scope significantly changes during development. Include a statement about PMAS – PMAS project number, PMAS state, and outstanding Red Flag issues, etc. If not in PMAS, specify reason. 
For Product Development Projects list the EPS Code(s) for the project.   For any non-PD projects provide a unique identifier for the project.
2. Product / Project Document/Artifact Repository

<Type URL here>

Enter the URL for the Product/Program/Project Document & Artifact Repository. This should be an officially authorized project repository, not an individual team site which may have restricted permissions.  This is usually the site used by the IPT to share documents related to the product. It should have shared permissions for Product Development, Service Delivery & Engineering and Information Security staff working on the IPT. The URL is a mandatory part of this Operational Acceptance Plan and is designed to assure that all relevant artifacts in this plan are available. At a minimum, this Library should contain signed copies of the Business Requirements Document (BRD) and any Business Process Documents that have been created. 
3. C&A SMART Status

<type text here>

Enter information about the current C&A status for this product. Development projects should have an Interim Authority to Operate (IATO). If an IATO has been created, specify the C&A SMART system name. If IATO application is pending, please specify. Also specify the ISO that has been involved in the IPT for this project. If a Full Authority to Operate (FATO) has been granted, specify. If this system is a minor application and subsumed into the C&A of a larger General Support System (GSS) or LAN, please specify and include SMART name of that system. 
4. Physical Support Requirements

<Type text here>
 Describe where the product is to be physically installed (Field Stations, Regional Data Processing Centers, HEC, AITC etc) and what hardware & software components will be used (e.g. is the product to be virtualized on existing servers or is new equipment to be provided). If new equipment is expected to be provided, what are the expected space, heating, cooling, power requirements, telecom requirements, etc? If the development platform is currently installed in an OIT physical space, specify that location. If multiple sites contain elements of this system (such as COOP/DR sites) specify all locations. 
Discuss during each review.  Any known significant change will trigger the need for a new review. For system components – fill out table below where applicable,
If the product does not conform to the TRM please specify the reason and describe the TRM waiver (conditional or other). Describe the process planned to bring the project into TRM compliance including dates.

	System Component Query
	Description

	Racks
	Describe the number of racks required, space occupied in each rack. if not known, enter NOT YET SPECIFIED                                                           



	Servers
	Describe whether the servers are stand alone or virtualized. Include the operating system class (Windows, Linux, other) and OS version. If not known, enter NOT YET SPECIFIED                                                            



	Storage
	Describe the type of required storage (SAN, NAS, RAID, other) - and specify whether the product can share storage with other systems. If not known, enter NOT YET SPECIFIED                                                            



	Service
	Describe the service (e.g. SSH, HTTP, FTP, TELNET, other) and specify the specific service version (examples: Openssh 3.2, Apache 2.2.1, etc) If not known, enter NOT YET SPECIFIED                                                            



	Protocol
	Describe the Internet protocol (e.g. TCP, UDP, etc) to be used if applicable. If not know, enter NOT YET SPECIFIED                                                            



	Database
	Describe the primary large database if applicable and include the dB operating system (MS SQL, other). If not known, enter NOT YET SPECIFIED                                                            



	Port Number
	Describe any system ports that are used by this product, If not known, enter NOT YET SPECIFIED                                                            




Please include any system technical documents, configuration manual, change control log or other technical documents in the Document/Artifact Library at the URL listed in Section 2 above. If a wire diagram or schematic of the product/platform/system exists, be sure it is also archived. 
5. Primary Operational Support Entities & FTE
Describe all operational support staff resources needed, by name, (title or role accepted if position is vacant), Gov or non-Gov status, their organizations and the estimated annual man-hours necessary to install, maintain, and patch the systems (FO staff, AITC staff, ESE, etc). Be sure if non-gov-FTE is specified, fill out information on the IT Support Contract under Section 6 to indicate the contract under which this staff resource is provided. This information will be used to compute total cost of ownership (TCO).
Clearly identify who will perform Tier I, 2, & 3 support. A package cannot be accepted into operations without support tiers identified.

Discuss during each review.  Any known significant change will trigger the need for a new review.
	Name
	Role
	Gov or non-Gov?
	FTE (man-hours/yr)
	Org
	Contact Info

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


6. Recurring Contracts, Licenses, and Warranties
 Describe all product/program/project associated recurring contracts (hardware maintenance agreements, software licenses IT support contracts, recurring telecommunication charges (voice and/or data), facility lease agreements, etc) pertaining to the product, its dependencies, and their periods of performance as part of the initial transition to operations and maintenance.  What are the expected ongoing acquisitions needed to continue use of the final product throughout its lifetime? This information will be used to compute total cost of ownership (TCO).   Identify who within SDE will be responsible for any future acquisitions.
Discuss during each review.  Any known significant change will trigger the need for a new review.
Hardware Maintenance Agreements
	Item / Vendor
	Period of Performance
	Annual Costs ($)
	Options (specify # options and cost)
	COTR (name)
	Comments or Description

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Please include any PWS, SOW or other documents related to the above acquisitions in the Document/Artifact Library at the URL listed in Section 2 above.
Software Licenses
	Item / Vendor
	Period of Performance
	Annual Costs ($)
	Options (specify # options and cost)
	COTR (name)
	Comments or Description

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Please include any PWS, SOW or other documents related to the above acquisitions in the Document/Artifact Library at the URL listed in Section 2 above.

IT Support Contracts
	Item / Vendor
	Period of Performance
	Annual Costs ($)
	Options (specify # options and cost)
	COTR (name)
	Comments or Description

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Please include any PWS, SOW or other documents related to the above acquisitions in the Document/Artifact Library at the URL listed in Section 2 above.
Telecommunication Charges (Voice/Data)
	Item / Vendor
	Period of Performance
	Annual Costs ($)
	Options (specify # options and cost)
	COTR (name)
	Comments or Description

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Please include any PWS, SOW or other documents related to the above acquisitions in the Document/Artifact Library at the URL listed in Section 2 above.
Facility Lease Agreements, Interagency Agreements, other recurring expenses not specified 
	Item / Vendor
	Period of Performance
	Annual Costs ($)
	Options (specify # options and cost)
	COTR (name)
	Comments or Description

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Please include any PWS, SOW or other documents related to the above acquisitions in the Document/Artifact Library at the URL listed in Section 2 above.
If funding for this product comes in part from Reimbursables (Supply Fund) or sources other than the IT appropriation, please describe here. 
7. Electronic Inventory List and Asset Management
<Type text here>

Describe any existing Asset Management information – such as the EIL and station where the current assets related to this product are inventoried. If current assets are inventoried in another system besides AEMS/MERS describe the plan for transitioning the EIL to AEMS/MERS. 
8. Service Level Requirements

<Type text here>

Describe the SLA for this product if applicable. A SLA usually consists of several Service Level Requirements and metric calculations required to report on the SLA. If no service level requirements have been articulated by the business sponsor, specify. If the SLA is in process, specify. If an MOU instead of an SLA is acceptable, specify. Attach any relevant documents to the Document/Artifact Library at the URL listed in Section 2 above. 
Be sure to specify system availability, system performance and system recovery requirements. If COOP/DR is required, please specify here and in Section 4 Physical Requirements above
9. End User Support and Training

<Type text here>

Describe the end user training that is required with this product/system. Include a copy of the user training material if applicable in the Document/Artifact Library listed in Section 2 above. If Tier 2 or Tier 3 Help Desk/Service Desk coverage is required, please describe. 
10. Lifecycle Support Requirements

<Type text here>

Describe the Ongoing budgeted costs for supplies and lifecycle refresh, including any technical upgrades or refreshes required plus expected lifecycle duration of the solution.   Will a tech-refresh of equipment or other resources be required (and if so, when)?   Does the warrantee extend until such a refresh takes place or will an interim maintenance contract be required?   Identify who within SDE will be responsible for any future acquisitions.
Once the project has progressed enough for the TCO to have been prepared, use the SDE_TCO_Calculator template embedded below. It should be attached and reviewed to ensure adequate funding coverage of outyear requirements.

Discuss during each review.  Any known significant change will trigger the need for a new review.

[image: image3.emf]SDE_TCO_Calculator .xlsx


Please include the SDE_ TCO_Calculator document related to the above product in the Document/Artifact Library at the URL listed in Section 2 above.
Note:  Out year funding must be submitted as a budget request and identified in the OAP in order to estimate future sustainment needs. The approval of the out year budget line item will  be determined during the actual fiscal year of sustainment execution. Deployment of a system into an operations status will NOT be held up because out year funding has not been determined.  Out-year availability of funding is not a factor for a current year deployment.
11. Architecture / Dependencies

<Type text here>

Describe product architecture and attach any architectural diagrams or architectural reviews such as TAR/TAS, Technical Alignment, etc to indicate product conforms to current VA infrastructure standards /guidelines /plans. If product is not in alignment with current VA infrastructure standards /guidelines /plans describe what efforts will be undertaken in future releases to conform. If the product does not conform to the TRM please specify the reason and describe the TRM waiver (conditional or other). Describe the process planned to bring the project into TRM compliance including dates.
Discuss during each review.  Any known significant change will trigger the need for a new review.

	Dependencies (hardware):
	

	Platform and OS:
	

	Dependencies (software):
	

	Future Direction
	


12. Anomaly / Risk Summary

<Type text here>
A very brief summary of any operational or systemic adverse impacts expected, deployment or site readiness issues along with their probabilities and impacts. Include any issues that surfaced during IV&V or testing by the Enterprise Testing service. 
During the final review this would typically be met by attaching the Risk Assessment already required by the C&A needed for the Authority to Operate.
Fully describe whether this product is fully compliant with existing OIT Enterprise Architecture. 

Discuss during each review.
13. Other Issues

<Type text here>

Document any other area of concern expressed by the stakeholders in relation to transition to operations and record what resolution can be agreed upon by all parties.

Discuss during each review.
14. Next Review

<Type text here>

Discuss and select the timing appropriate for the next review if this is other than the final Operational Acceptance Notice.
15. OAP Signatures  

Once the text of the Operational Acceptance Plan is finalized and approved, signature pages will be added and the document will be circulated to all appropriate parties for their signature.

The following signatures will indicate approval of the OAP but not necessarily acceptance of the project:

· Project Team Project Manager

· Business Owner Representative

· SDE Field Operations

· SDE Enterprise Operations

· SDE IT Service Management

· SDE PAO Project Manager

· SDE ESE Lifecycle Manager

The following signature will indicate SDE acceptance of the project

Deputy CIO for Service Delivery and Engineering

Template Revision History

	Date
	Version
	Description
	Author

	July 2012
	3.4
	Formatted to current ProPath documentation standards and edited for Section 508 conformance
	Process Management

	6/28/12
	3.3
	Text added to note in # 10

#15 on Signatures added
	R. Harvey

	6/6/12
	3.2
	Added note on future funding to Section 10
	R. Harvey

	4/30/2012
	3.1
	Added signature blocks to comply with OAP Signature Workgroup requirements
	R. Harvey

	2/22/12
	3.0
	Changed the signature block for SDE to be Jeff Shyshka following Governance Board discussion and approval.
	R. Harvey

	2/8/12
	2.3
	Modified Signature Block to include FO/EO.   Emphasized TRM compliance (Section 4 & 11).

Require identification of support tiers (Section 5).

Require the project’s EPS Code (Section 1)
	R. Harvey

	9/22/11
	2.2
	Added identification of SDE group or person responsible for acquisitions to sections 6 & 10.
	R. Harvey

	8/10/11
	2.1
	Approval signature blocks in Attachment A changed per recommendation of Executive Leadership Team
	Process Management

	06/09/11
	2.0
	Expanded sections on Administrative Footprint and Technology Footprint so that the document becomes more general to all SDE. Added section on PMAS state, C&A state, mandatory document artifact repository, more detailed tables for specific data collection where applicable to ITSM needs, service level requiremen
	J. Breeling

	12/20/10
	1.7
	Reflect Organizational Changes
	R. Harvey

	3/26/10
	1.6
	Adjust for multiple reviews.

Orient toward Lifecycle rather than Release
	R. Harvey

	2/16/10
	1.5
	Modified for CDCD comments and validation responsibility
	L. Bund

	12/14/09
	1.0
	Finalize for Use Testing
	L. Bund

	11/30/09
	0.5
	Fifth Draft (Inc FOD edits)
	L. Bund  J. Hina

	11/16/09
	0.4
	Fourth Draft
	T. Drew

	11/12/09
	0.3
	Third Draft
	L. Bund   T. Drew

	11/9/09
	0.2
	Second Draft (Initial FOD comments)
	L. Bund

	11/1/09
	0.1 
	Initial Draft
	L. Bund


Place latest revisions at top of table.

The Revision History pertains only to the content of the actual document and any updates made after distribution. It does not apply to changes in the formatting of the template for the document.

Template Version 1.0 (remove prior to publication)

<Template Name>
ii
<Month> <Year>

Template Version 1.0 (remove prior to publication)

Intro To Calculator

		Service Delivery & Engineering TCO Model





				The TCO model created by OIT Service Delivery & Engineering provides programs & projects with a framework for estimating IT costs for ongoing operations and maintenance. The model breaks IT costs into two categories: direct and indirect costs. The table below lists the various costs associated with each category. Due to the highly subjective nature of a TCO calculation, this should not be taken as an exhaustive list. There are spaces within each section of the TCO spreadsheet to add other cost categories as required.



				Direct Costs

				Hardware & Software		The capital expenditures and lease fees for servers, client computers, peripherals, network components, and software.

				Management		The costs associated with network, system and storage management, including labor staffing, maintenance contracts, and professional services or outsourcing fees.

				Support		The help desk labor hours and costs, cost of collecting help desk performance metrics, training labor and fees, procurement, travel, support contracts and management overhead.

				Development		The labor costs associated with application design, development, testing, and documentation. Also includes expenditures associated with new application development, customization, and maintenance.

				Communications fees		The inter-computer communication expenses for leased lines, remote access, and allocated WAN expenses.

				Indirect Costs

				End user IS		The cost of formal end-user training, casual learning, informal support outside recognized IT support channels, self-development of applications, and local file maintenance.

				Downtime		The lost productivity due to planned and unplanned network, system, and application unavailability.



				Step One

				Go to the sheet labelled "TCO Spreadsheet." Fill in the appropriate values for each cost category. Please note that this calculator does not take the depreciation of capital assets into account.

				Step Two

				After filling in the necessary values the spreadsheet automically generates two TCO summary graphs. "TCO Summary Graph 1" illustrates the total the difference between the project's direct and indirect costs. "TCO Summary Graph 2" illustrates each cost category's percentage of the total budget.  



				Assumptions

				Year 0 (zero) costs are costs associated with development or initial acquisition of the project/program/system and are not included in the TCO model.  Costs during the subsequent Year 1--Year 5 are associated with the Operations & Maintenance of the system and reflect the sustainment activity and cost. In year 5, most hardware commodity items will be due for a Lifecycle replacement (servers, storage systems) and this Lifecycle cost should be entered as new HW acquisitions in year 5. LC replacement is included in the 5 year TCO model. If a 1 year TCO cost is required, divide the 5 year TCO cost by 5 to get an approximate 1 year TCO. 



























































































TCO Spreadsheet

		Service Delivery & Engineering TCO Model



								Rows in each category are examples; add extra rows for more items in each category



				Direct Costs						Year 0		Year 1		Year 2		Year 3		Year 4		Year 5		Total ($)		% of Total Cost



						Hardware (one time costs)				Enter Year 0 costs for initial acquisition; Enter Year 5 costs for Lifecycle Replacement of HW components

								Servers		$   -										$   -		$   -		 

								Storage		$   -										$   -		$   -		 

								Peripehrals		$   -										$   -		$   -		 

								Network components		$   -										$   -		$   -		 

								…		$   -										$   -		$   -		 

								…		$   -										$   -		$   -		 

								Total Hardware Costs		$   -										$   -		$   -		 

						Software (recurring)				Enter Year 0 costs for initial acquisition; Enter Year 1 thru Year 5 costs for annual renewals

								SW License		$   -		$   -		$   -		$   -		$   -		$   -		$   -		 

								SW Maintenance fees		$   -		$   -		$   -		$   -		$   -		$   -		$   -		 

								…		$   -		$   -		$   -		$   -		$   -		$   -		$   -		 

								…		$   -		$   -		$   -		$   -		$   -		$   -		$   -		 

								Total SW License Costs		$   -		$   -		$   -		$   -		$   -		$   -		$   -		 

						HW Maintenance (recurring)				Enter Year 0 costs for initial acquisition; Enter Year 1 thru Year 5 costs for annual renewals

								Server maintenance		$   -		$   -		$   -		$   -		$   -		$   -		$   -		 

								Network maintenance		$   -		$   -		$   -		$   -		$   -		$   -		$   -		 

								Storage maintenance		$   -		$   -		$   -		$   -		$   -		$   -		$   -		 

								…		$   -		$   -		$   -		$   -		$   -		$   -		$   -		 

								…		$   -		$   -		$   -		$   -		$   -		$   -		$   -		 

								Total HW Maintenance Costs		$   -		$   -		$   -		$   -		$   -		$   -		$   -		 

						IT Support Contracts (recurring)				Enter Year 0 costs for initial acquisition; Enter Year 1 thru Year 5 costs for annual renewals

								Help desk contract		$   -		$   -		$   -		$   -		$   -		$   -		$   -		 

								IT Support contracts		$   -		$   -		$   -		$   -		$   -		$   -		$   -		 

								…		$   -		$   -		$   -		$   -		$   -		$   -		$   -		 

								…		$   -		$   -		$   -		$   -		$   -		$   -		$   -		 

								Total IT Support Costs		$   -		$   -		$   -		$   -		$   -		$   -		$   -		 

						TeleCom Costs (Recurring)				Enter Year 0 costs for initial acquisition; Enter Year 1 thru Year 5 costs for annual renewals

								Data Circuit Costs		$   -		$   -		$   -		$   -		$   -		$   -		$   -		 

								Voice (toll free, long distance)		$   -		$   -		$   -		$   -		$   -		$   -		$   -		 

								Remote Access		$   -		$   -		$   -		$   -		$   -		$   -		$   -		 

								…		$   -		$   -		$   -		$   -		$   -		$   -		$   -		 

								…		$   -		$   -		$   -		$   -		$   -		$   -		$   -		 

								Total Communication Fees		$   -		$   -		$   -		$   -		$   -		$   -		$   -		 



				Total Direct Costs						$   -		$   -		$   -		$   -		$   -		$   -		$   -		 



				Indirect Costs								Year 1		Year 2		Year 3		Year 4		Year 5		Total ($)		% of Total Costs



						End User IS

								Formal end user training		$   -		$   -		$   -		$   -		$   -		$   -		$   -		 

								Informal end user training		$   -		$   -		$   -		$   -		$   -		$   -		$   -		 

								Self development of applications		$   -		$   -		$   -		$   -		$   -		$   -		$   -		 

								Local file maintenance		$   -		$   -		$   -		$   -		$   -		$   -		$   -		 

								Procurement fees		$   -		$   -		$   -		$   -		$   -		$   -		$   -		 

								…		$   -		$   -		$   -		$   -		$   -		$   -		$   -		 

								Total End User IS costs		$   -		$   -		$   -		$   -		$   -		$   -		$   -		 

						Downtime

								Planned Downtime		$   -		$   -		$   -		$   -		$   -		$   -		$   -		 

								Unplanned Downtime		$   -		$   -		$   -		$   -		$   -		$   -		$   -		 

								…		$   -		$   -		$   -		$   -		$   -		$   -		$   -		 

								…		$   -		$   -		$   -		$   -		$   -		$   -		$   -		 

								Total Downtime costs		$   -		$   -		$   -		$   -		$   -		$   -		$   -		 



				Total Indirect Costs						$   -		$   -		$   -		$   -		$   -		$   -		$   -		 



				Total Costs						$   -		$   -		$   -		$   -		$   -		$   -		$   -

































































TCO Summary Charts

		Service Delivery & Engineering TCO Summary Sheet

				Direct Costs		% of Total Cost						Year 1		Year 2		Year 3		Year 4		Year 5

				Total Hardware Costs		 				Total Direct Costs		$   -		$   -		$   -		$   -		$   -

				Total SW License Costs		 				Total Indirect Costs		$   -		$   -		$   -		$   -		$   -

				Total HW Maintenance Costs		 

				Total IT Support Costs		 						Year 0 

				Total Communication Fees		 				Total Direct Costs		$   -

				Total Direct Costs		 				Total Indirect Costs		$   -



				Indirect Costs		% of Total Cost

				Total End User IS costs		 

				Total Downtime costs		 

				Total Indirect Costs		 



5-Year TCO Cost Allocation - Direct versus Indirect

Direct Costs, 78.4%

Indirect Costs, 21.6%



Total Direct Costs	Total Indirect Costs	0	0	

5-Year TCO Cost Allocation - Direct and Indirect Costs



Total Hardware Costs	Total SW License Costs	Total HW Maintenance Costs	Total IT Support Costs	Total Communication Fees	Total End User IS costs	Total Downtime costs	0	0	0	0	0	0	0	

5-Year TCO Costs

Total Direct Costs	

Year 1	Year 2	Year 3	Year 4	Year 5	0	0	0	0	0	Total Indirect Costs	

Year 1	Year 2	Year 3	Year 4	Year 5	0	0	0	0	0	

Total Cost ($)










