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[bookmark: _Toc356562821]APD Section 1: Overview
Introduction

Provide a 1-2 paragraph overview of your project.
Background

Provide a background of your Child Support Program that addresses the following questions:
· When did your tribal child support program become Comprehensive?
· How many cases do you currently have?
· What system or office automation solution are you currently using?
· Why do you wish to install the Model Tribal System (MTS), state system or other tribal system?
Funding Request

Clearly state the amount of funds you are requesting and the timeframe for your request. This section should address the following questions:
· How much Federal Financial Participation are you seeking?
· What match rate are you seeking?
· When does your project start? When does it end?

These numbers should match the figures in your budget and schedule.


EXAMPLE FUNDING REQUEST

TCSE is requesting 90 percent Federal Financial Participation (FFP) in $68,308 of costs for this MTS Installation effort and will also be requesting FFP at 90 percent for the subsequent operations and maintenance periods in its annual grant funding requests.  The Tribal Council has indicated $6,804 in Tribal funds will be available for the entire MTS Installation project.  The MTS Installation effort is expected to take six months beginning October 2013.  
[bookmark: _Toc256695345]
Sole System Solution Statement

This section describes the problems faced by the agency and the need to seek a remedy.  It should provide examples of issues and problems being faced, and how the MTS will meet your needs. 

The section should address the following questions:
· What problems are you experiencing with your current information technology solution, if any?
· What efficiencies are you hoping to gain by using the MTS, state system or other tribal system?
· How will the implementation affect your day-to-day operations?
· How will the implementation affect your customers?

[bookmark: _Toc256695346]The section MUST also include a statement that your tribe has made a commitment to install, operate and use the new allowable system as its sole automation solution in support of your child support program’s operations.

EXAMPLE SOLE SYSTEM STATEMENT

The [TRIBAL NAME] has made a commitment to install, operate and use the Model Tribal System (MTS) as its sole automation solution in support of our Tribal Child Support Enforcement (TCSE) program operations.  
Commitment to Use the MTS Statement

This section describes the commitment by the agency to use the system for a specified “X” number of years.

The section should address the following question:
· How many years will your tribe use the system after the successful completion of installation?


EXAMPLE COMMITMENT STATEMENT

In light of the $68,308 in funding being expended to install and initially operate the Model Tribal System (MTS), the [TRIBAL NAME] TSCE, commits to deploy and use the MTS to support ongoing program operations for a period of “x” years, unless major system changes or enhancements are required by federal statute or regulations that necessitate earlier replacement of some or all of the system.  




[bookmark: _Toc356562822]APD Section 2: Project Organization

 (
EXAMPLE PROJECT ORGANIZATION CHART
)This section should begin with an organization chart including all child support personnel and contract support for your organization beginning with the Child Support Director.  You may also wish to include other support offices if you share staff with them or if they play a key role in your program.  These other offices may include the Office of the Courts, Contractor Companies, and/or the Department of Information Technology based on your tribe’s particular organization and administration. 



Each individual named in the organization chart should be listed in the Personnel Table below including title, responsibilities and the amount of time they will be assigned to project activities. 



	Personnel Table
	
	
	

	Name
	Title
	Responsibilities
	Total Hours 
	Hourly Rate
	Fringe
	Total Cost

	
	
	
	
	
	
	

	
	
	
	
	
	
	




EXAMPLE PERSONNEL TABLE

	Personnel Table
	
	
	

	Name
	Title
	Responsibilities
	Total Hours* 
	Hourly Rate
	Fringe
	Total Cost

	Jane Smith
	MTS Project Director
	· Manages the scope, budget, and schedule for the entire project
	520
	40.50
	4576.23
	 $  25,636.23 

	Chris Horwath
	Administrative Assistant
	· Provides assistance with data entry and conversion
	260
	18.25
	2288.69
	 $    7,033.69 

	Joseph
Davis
	Department of Information Technology
	· Ensures the IT needs are met for MTS
· Responsible for installing and setting up workstations
	260
	25.26
	4576.23
	 $  11,143.83 

	Mike
Petworth
	Contractor: System Integration
	· Sets up computer networks
	960
	27.65
	N/A
	 $  26,544.00 

	Julie
Tierny
	Temporary Services Company
	· Case data entry and clean-up
	960
	20.31
	N/A
	 $  19,497.60 

	Max
Yuelle
	Training Lead
	· Receives training and being ready to train additional staff
· Develops training materials as needed.
	260
	21.64



	2288.69
	 $    7,915.09 

	Danille
Reardon
	Data Conversion Lead: Financials
	· Ensures all financial data is converted to MTS 
· Tests data to ensure it was entered correctly
	480
	18.89
	3652.46
	 $  12,719.66 

	Mark
Andrews
	Data Conversion Lead: Case 
	· Ensures all case data is converted to MTS 
· Tests data to ensure it was entered correctly
	480
	18.89
	3652.46
	 $  12,719.66 

	Total
	$123,209.76


* Reflects total hours for the duration of the MTS Project. 
Budget Justification

In this section you will describe in words your expense items which will translate to your completed budget.  It is very important that the totals in this section match exactly the numbers in your budget table on the next page.  
Hardware
(Insert budget justification here) Please verify these specifications against those provided in on our website at:  http://www.acf.hhs.gov/programs/css/tribal-systems for system servers and workstations. You will need to list the make and model number of each piece of equipment being purchased so that DSTS can verify you are purchasing the right equipment that will support a fully functioning child support program.

EXAMPLE HARDWARE BUDGET JUSTIFICATION

In order to implement the MTS, the TCSE is in need of upgraded computers and a server.  The hardware budget breaks down as follows:

Laptop Computer x 1 unit x $849.99 each
HP Pavillion dv7-6178us with 19.3” LED Backlit Screen plus extended service plan ($169.00)
= $1018.99

Desktop Computer x 2 units x $499.99 each
HP Pavillion p7-1080p desktop
=$999.98

Server x 1 unit x $2797.10 each
HP ProLiant BL465c G7 663064-S01 Blade Server
=$2797.10

Total Hardware Budget = $4,816.07


Software
(Insert budget justification here) Please verify these specifications against those provided in the DSTS recommended specifications from our website as listed above. You will need to order software for each computer, so please make sure that the numbers match up.  For example, you cannot purchase just one license for MS Office for multiple computers – you need one for each unit. 
EXAMPLE SOFTWARE BUDGET JUSTIFICATION

In order to implement the MTS, the TCSE is in need the following software.  The software budget breaks down as follows:  

Microsoft Office 2013 ($399.99) x 4 = $1,599.96
Microsoft Project Standard (599.99) x 2 = 1,199.98
Adobe Acrobat Reader 11 Professional (449.99) x 4 = 1,799.96
Norton Internet Security (169.00) x 4 = 676.00

Total Software Budget = $5,275.90

Training
(Insert budget justification here) You will need to write out the purpose for the training, the length, the number of people involved and, whether it will be “onsite” or “offsite”.  Also account for the amount of staff time spent in training as this is an allowable cost under the CFR.
EXAMPLE TRAINING BUDGET JUSTIFICATION
The TCSE will need to train the following workers on the MTS.  This includes the cost of any help desk services.

6 Caseworkers “Onsite training” – 8 hours a day for 5 days = 40 hours x 18.89 = $4,533.60
5 Financial workers “Onsite Training” – 8 hours a day for 5 days = 40 hours x 18.89 = $3,778.00
200 hours of help desk services - $60 per hour = $12,000
Total Training Budget = $20,311.60


Travel (If needed)
(Insert budget justification here) Travel needs to be separated from training to provide a full breakdown of costs.  Travel expenses may include travel to an “offsite” training location, travel to a system demonstration or other travel directly related to the MTS, state system, or another tribal system.  Conference travel must be included as part of your program budget and is not eligible for funding under an APD.

EXAMPLE TRAVEL BUDGET JUSTIFICATION
The TCSE will need to travel to other tribes where the MTS has been fully installed in order to see how the system operates once installed.  We anticipate 2 trips for 2 staff people to the Modoc Tribe of Oklahoma for this purpose.  We will utilize our time to not only observe the system, but also gather lessons learned. 

2 Caseworkers: airfare, lodging, meals and expenses = $6,500 x 1 trip = $13,000

Total Travel Budget = $13,000

 (Add additional categories as needed)
(Insert budget justification here) 
[bookmark: _Toc356562823]APD Section 3: Contracts

This section should contain a listing of the contracts and contractors the tribal child support program will solicit or already has completed a solicitation for, a brief explanation of its scope of work, a statement that you complied with procurement rules for the tribe and federal government grants management regulations at 45 CFR Part 92, 95. 309 and 310, the length of the contract term, the procurement type and contract type, and an estimated cost or actual cost if already procured.


Contractor Company 1: General Information


	Contractor Company 1

	Firm Name
	ABC Computers Inc.

	Length of contract
(period of performance)
	January 1, 2014 – December 30, 2014


	Procurement Type 
(open, competitive, sole sourced, limited competition, etc.)
	Competitive

	Contract Type (firm fixed price, time and materials, cost plus fixed fee, etc.)
	Time and Materials

	Cost
	$90/hour not to exceed $43,200 per quarter



Contractor Company 1: Statement of Work Description

The statement of work should outline the tasks being performed by the contractor during the period of performance.  You should also include a copy of the contract as an appendix to the APD. 

(Add additional contracts as needed)



[bookmark: _Toc356562824]APD Section 4: Budget
This section contains a budget spreadsheet for costs to be claimed, totaled by federal fiscal quarter and year.  The budget should contain Tribal Staff, Contracts (separate line for each contract), Hardware (separate from contracts above), Software (separate from contracts above), Intergovernmental Agreements (states or tribes), Training (separate from contracts above), Travel (systems installation, training-related), Supplies, Postage, etc.

The Budget Tables are followed by a detailed budget justification for each item listed in the budget.
Budget Tables
	Budget for Federal Fiscal Year 20XX

	Budget Items
	FFQ 1
Oct. 1 –Dec. 31
	FFQ 2
Jan. 1 – 
March 31
	FFQ 3
April 1 – 
June 30
	FFQ 4
July 1 – Sept. 30
	Totals

	Tribal Staff
	
	
	
	
	

	Hardware
	
	
	
	
	

	Software
	
	
	
	
	

	Intergovernmental agreement (if any)
	
	
	
	
	

	Training
	
	
	
	
	

	Travel
	
	
	
	
	

	(Insert additional rows as needed)
	
	
	
	
	

	Contracts
	
	
	
	
	

	    1.  Contract Company 1
	
	
	
	
	

	    2.  Contract Company 2
	
	
	
	
	

	    3.  Contract Company 3
	
	
	
	
	

	(Insert additional rows as needed)
	
	
	
	
	

	TOTAL ALL LINE ITEMS
	
	
	
	
	



For example, regarding training, a tribe’s staff may already be paid as an administrative expenditure under the tribe’s program budget at the 80 percent FFP rate.  However, all installation activities are eligible for 90 percent FFP.  This includes training.  Therefore, the hours that designated staff are receiving training are eligible for an additional 10 percent of their salaries to be reimbursed with FFP (e.g., 90% versus 80% FFP).  In addition, all of the time spent by the Training Lead on the project is likewise eligible for 90 percent FFP, so a similar calculation may be needed for this individual salary reimbursement.  Do this exercise for all affected tribal staff.  Other considerations when calculating costs include the following:

· Consortia charges for providing training, configuration services, and other system installation activities are considered similar to any other contracted costs and should be reported as such.  Intergovernmental Agreements are considered a contract for report purposes.
· Report total costs for each contract separately.
· Reimbursements of other tribal departments for installation services they provide are also to be reported as any other contract cost.
· For all line items in the budget, e.g., each contract, tribal staff, training travel, etc, the amount shown is the total for that item, by fiscal quarter, summed to the fiscal year. 

This Budget section must also include a table that breaks down the percent of Federal Financial Participation (FFP) and clearly states the match rate being requested, amount of tribal share, amount of federal share, and the annual tribal budget for the current year.  The “Total All Line Items” row in the table below should match the “Total All Line Items” amounts listed in the Budget Table above.

	Budget – Tribal and Federal Funding Shares for FFY 20XX 

	Budget Items
	FFQ 1
Oct. 1 –Dec. 31
	FFQ 2
Jan. 1 – 
March 31
	FFQ 3
April 1 – 
June 30
	FFQ 4
July 1 – Sept. 30
	   Totals

	Tribal Share (X%)
	
	
	
	
	

	Federal Share (X%)
	
	
	
	
	

	TOTAL ALL LINE ITEMS
	
	
	
	
	



The total budget amount as listed in the tables above CANNOT exceed the Tribal IV-D grant award for the same federal fiscal year.  Please list your current Tribal IV-D grant award amount in the table below. Note that the Tribal IV-D grant award amount represents the federal share of the total tribal child support budget for the federal fiscal year in which this APD is submitted.




	Tribal Budget for  FFY 20XX 

	Total Tribal Program Budget for FFY 20XX
	






EXAMPLE BUDGET TABLES

	Budget for Federal Fiscal Year 2014

	Budget Items
	FFQ 1
Oct. 1 –
Dec. 31
	FFQ 2
Jan. 1 – 
March 31
	FFQ 3
April 1 – 
June 30
	FFQ 4
July 1 – 
Sept. 30
	Totals

	Tribal Staff
	30,802.44
	30,802.44
	30,802.44
	30,802.44
	$123,209.76

	Hardware
	4,816.08
	
	
	
	$4,816.08

	Software
	5,275.90
	
	
	
	$5,275.90

	Training
	
	
	10,155.80
	10,155.80
	$20,311.60

	Travel
	13,000.00
	
	
	
	$13,000.00

	Contracts
	
	
	
	
	

	1.  ABC Computers
	43,200.00
	43,200.00
	43,200.00
	43,200.00
	$172,800.00

	TOTAL ALL LINE ITEMS
	$97,094.42
	$74,002.44
	$84,158.24
	$84,158.24
	$339,413.34



	Budget – Tribal and Federal Funding Shares for FFY 2014

	Budget Items
	FFQ 1
Oct 1 –Dec 31
	FFQ 2
Jan 1 – 
March 31
	FFQ 3
April 1 – 
June 30
	FFQ 4
July 1 – 
Sept. 30
	   Totals

	Tribal Share (10%)
	9,709.44
	7,400.24
	8,415.82
	8,415.82
	$33,941.32

	Federal Share (90%)
	87,384.98
	66,602.20
	75,742.42
	75,742.42
	$305,472.02

	TOTAL ALL LINE ITEMS
	$97,094.42
	$74,002.44
	$84,158.24
	$84,158.24
	$339,413.34



	
Tribal Budget for  FFY 2014 

	Total Tribal Program Budget for FFY 2014
	
$400,000.00



[bookmark: _Toc356562825]APD Section 5: Schedule			

You must submit a fully resource-loaded schedule as part of your APD.  The schedule should break down the entire systems project from beginning to end.  For each stage in the process, you need to list out all the tasks, who is going to complete those tasks, and a start and end date.  Each individual named in your project should also appear in the resource table (See APD Template Section 2).  

Task 1:

REQUIREMENT: You should list out your tribe’s requirements for this task. It should identify what is being accomplished, who is doing the work, what the individual activities are, and the start/end date for each.
· Activity 1: Start Date – End Date
· Activity 2: Start Date – End Date
· Activity 3: Start Date – End Date
· Current Status:

Your project may have 20 or more activities depending on how you plan on breaking down each task.


EXAMPLE PROJECT TASK
Task 1: Train Staff

REQUIREMENT:  Tribal IT staff need to be trained to install, operate and maintain daily operational availability of the Model Tribal System, including: initial installation, component upgrades, security, data backup and restore, database and operating system restarts, document management, report generation and batch processing operations.  All Tribal IT Staff will attend one two-week training course, then receive on-site follow-on training (On-The-Job or OJT Training.).  Acme Inc. will perform training for staff.    




· Training Facilities Rental:   October 1, 2013 – October 13, 2013
· Classroom Instruction:   October 20, 2013 – November 12, 2013 	
· On-Site Instruction:   December 10, 2013 – December 12, 2013
· Helpdesk Support:   December 10, 2013 – February 28, 2014
· Current Status:   Pending approval of APD


Once you have completed building out your schedule, you must then create a high level Gantt chart that outlines the timeframes for each task.  This can be accomplished using a simple table as shown below.

EXAMPLE GANTT CHART
	Gantt Chart for Project

	Tasks
	FFQ 1
Oct. 1 –Dec. 31
	FFQ 2
Jan. 1 – 
March 31
	FFQ 3
April 1 – 
June 30
	FFQ 4
July 1 – 
Sept. 30

	Task 1
	
	
	
	

	Task 2
	
	
	
	

	Task 3
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PLEASE NOTE
This document is a draft inserted for instructional purposes as a sample of what your MOU with OCSE will look like and what it might contain.  Each tribe will have their own MOU specific to their installation and chosen implementation path.  Once your APD is submitted and approved, OCSE will draft the MOU, and then work with your tribe to ensure agreement between parties. 

MEMORANDUM OF UNDERSTANDING
BETWEEN 
U.S. DEPARTMENT OF HEALTH AND HUMAN SERVICES
ADMINISTRATION FOR CHILDREN AND FAMILIES
OFFICE OF CHILD SUPPORT ENFORCEMENT
AND
[NAME OF TRIBE]


I.	PURPOSE AND LEGAL AUTHORITY FOR CONDUCTING THE MATCHING PROGRAM; DEFINITIONS

This Memorandum of Understanding, hereinafter “agreement”, provides the terms and conditions for the Administration for Children and Families, Office of Child Support Enforcement (OCSE) to provide, and for the [TRIBE] to receive directly, federal funds to operate tribal child support enforcement programs. 

Entered the [__] day of [month, year], this agreement, is made between the [tribe] and the OCSE.  When referred to collectively, the Tribal Agency and OCSE shall be referred to as “the parties” in this agreement. The [name of tribe] hereinafter, shall be “(Tribe)”.

A.	Purpose and Legal Authority for the Agreement. 

As provided by subsection 455(f) of the Social Security Act, the Secretary may make direct payments under this part to an Indian tribe or tribal organization that demonstrates to the satisfaction of the Secretary that it has the capacity to operate a child support enforcement program meeting the objectives of this part, including establishment of paternity, establishment, modification, and enforcement of support orders, and location of absent parents. The Secretary shall promulgate regulations establishing the requirements which must be met by an Indian tribe or tribal organization to be eligible for a grant under this subsection.  42 U.S.C. 655(f)

The parties are authorized by federal, and tribal law to enter into this agreement.  The (Tribe), a federally recognized sovereign government, has met the requirements for direct federal child support enforcement funding, and is operating a Tribal IV-D program under 45 CFR 309, which contains the regulatory requirements for an independent Tribal IV-D program to receive direct federal funds. 

To receive direct child support funds, tribal Child Support Programs must operate an automated data processing system to maintain secure and confidential records and to automate case activities. 
OCSE developed the Model Tribal System (MTS), an automated child support system designed by tribes, for tribes, and the (Tribe), has decided to become an OCSE supported tribe as it seeks to implement the MTS. The [TRIBE] completed and signed Advanced Planning Document (APD) for the installation of the MTS.


B.	Definitions.

The following definitions apply to the terms used in this agreement, unless the context clearly requires otherwise:
	
a. Advance Planning Document (APD): A document submitted by a  tribe seeking funding to install the MTS or a state system, or to make system improvements to their installed copy of the MTS or installed state system, as allowed by regulations at 45 CFR 310.
b. Agreement: The document that is the record of the formal negotiated cooperative agreements between OCSE and the Tribal IV-D agency.
c. Agreement Addendum: A part of the agreement added after original signing of the document that requires the signature of both parties. 
d. Agreement Manager: The person who is the direct contact with OCSE for questions about this agreement.  OCSE’s agreement manager is the contact with the (Tribe) and is responsible for enforcing the fiscal and programmatic provisions of the agreement and assuring that the provisions are carried out. 
e. Alfresco:  The electronic document repository of all MTS documentation, including but not limited to design documents, user manuals, training materials, etc.
f. Bugzilla: The system used by the Division of State and Tribal Systems to track and respond to issues and bugs within the MTS.
g. Change Control Board (CCB): A group of individuals who collectively review and adjudicate possible changes, enhancements, and bug fixes to the MTS.
h. Change Management Plan (CMP): A document which outlines the processes and procedures for changes being made to the MTS.
i. Configuration: The customization of a system to meet the needs of a specific user or group of users. 
j. Development: Any defect fixes or design change resulting in modification of the MTS code.
k. Division of State and Tribal Systems (DSTS): The division within the Office of Child Support Enforcement which is directly responsible for the management of the Model Tribal System implementation. 
l. End User:  A Tribal IV-D program caseworker or financial specialist trained to use some or all of the MTS to perform their assigned functions.  End Users have access to the End User helpdesk support services provided by OCSE to answer questions and inquiries on the use and operation of the MTS.
m. Installation: All activities needed to install computer hardware and software, clean-up and enter case data, and train IT and program staff to operate and use the MTS.
n. Maintenance: All routine activities needed to keep a system in good operation, such as upgrading hardware and system software, creating new reports, making backup copies of the data and software, etc.
o. Office of Child Support Enforcement (OCSE): The component of the Administration for Children and Families (ACF) who is responsible for the oversight of the MTS implementation. 
p. OCSE-Supported:  An implementation option for the MTS where OCSE provides support for installation, testing and configuration activities.
q. Technical User: A tribal technical support staff person, such as a network, security or system administrator assigned to perform MTS maintenance and operational activities such as systems restarts, database backups, configuration changes, password updates and changes, etc.  Technical Users have access to the Technical User helpdesk support services provided by OCSE to answer questions and inquiries on the configuration, operation and maintenance of the MTS.
r. Testing: The process of verifying that the MTS system is working to its full capacity and is correctly configured to the tribe’s needs.
s. Tribe: The sovereign American Indian government with overall responsibility for approving this agreement.


II.  	RESPONSIBILITIES OF THE PARTIES TO THE AGREEMENT

In consideration of the mutual responsibility and agreements hereinafter set forth, the parties mutually agree as follows:

A. Each of the Parties Shall Have an Agreement Manager.  In consideration of mutual responsibility, the parties agree to the following:  

B.  Scheduling, Timing and Communication.  This section outlines the importance of adherence to the published schedule which can be found in Appendix A of this Agreement.

OCSE will: 
· Follow through with the configuration, installation, and testing as outlined in the Project Schedule (Appendix A.)

The (Tribe) will: 
· Adhere to this schedule, notifying OCSE well in advance of any delays.
· Communicate to all internal stakeholders throughout the course of the project on the project status and other items of importance.

The Parties will: 
· Closely monitor the schedule making adjustments as necessary to ensure that this implementation does not impede other tribal implementations. 
· Maintain close communication with each other regarding status, risks, and issues surrounding the project from beginning to end. 


III.	IMPLEMENTATION ROLES AND RESPONSIBILITIES

The following provides steps to be completed, according to the implementation schedule contained in Appendix A. Each phase of the Work Breakdown Structure: Pre-Implementation; and Planning, Installation, Preliminary Testing, and Configuration are to be fulfilled by both parties.

A. Pre-Implementation Planning.  This is the work that must be performed prior to the actual configuration of the MTS. This work must be primarily performed by the tribe with the assistance of OCSE.

OCSE will: 
· Review MTS hardware and software requirements to ensure that the tribal IT environment can support MTS.

The (Tribe) will: 
· Work with tribal stakeholders to gain all needed buy-in to support this process.  
· Purchase any needed computers, software or servers needed to support the implementation of the MTS.
· Acquire any needed IT service resources to support the installation.
· Develop a policy and plan to ensure secure processing of child support data.  Should include physical security, network security, data security, personnel policy, remote access rules, and system backup and recovery. 
· Review current business practices and evaluate the extent to which MTS can support these practices.  If any gaps are found, the tribe will modify their existing processes, gather any needed stakeholder approval and make changes to policy documentation as needed. 

B. Installation, Preliminary Testing, and Configuration.  This is the initial work of setting up the system in a pilot environment so that the tribe can test all aspects of the system prior to conversion to the MTS.

OCSE will: 
· Provide initial training for the installation team (either tribal members or contractors).
· Assist with the complete installation of the MTS beginning with transitioning the code to the tribe and ending with testing to ensure that the installation is error-free and can support the tribe’s defined business processes and security plan.
· Conduct preliminary testing to ensure the installation meets performance, backup, recovery, and security requirements.
· Provide technical support for the configuration of the system and explain the various options available to tribes. 

The (Tribe) will: 
· Select the needed configuration options that best match the tribe’s documented processes from section III.1.
· Assist with the preliminary testing and complete their own testing to ensure the system is installed correctly to tribal specifications.
· Provide OCSE with their completed, up-to-date tribal policies that will facilitate the configuration of the system.
· Provide resources in support of configuration and data entry for worker setup, office configuration and third party data.
· [bookmark: OLE_LINK1][bookmark: OLE_LINK2]Assist with testing the system and recording any bugs found using Bugzilla.

C.  	Pilot Testing, and Data Clean-up.  This section outlines the initial work of setting up the system in a pilot environment so that the tribe can test all aspects of the system prior to conversion to the MTS.

OCSE will: 
· Assist with the modification of the system configuration based on the results of preliminary testing.
· Review the existing data structure and map out how the data will be transformed into MTS data.  This includes the identification of any data that will have to be changed in format or structure to be entered into MTS.
· Perform the automatic conversion of cases from the tribe’s existing system to the MTS pilot site.

The (Tribe) will: 
· Identify a sub-set of existing cases to be used for pilot testing.  Tests cases should represent full range of the types of cases and financial obligations currently being processed by the tribe. 
· Perform the manual conversion of cases (if needed) from the tribe’s existing system to the MTS pilot site. 
· Review the converted data to ensure the conversion worked correctly and manually enter or fix any data that was not converted completely or correctly. 
· Manage and maintain the pilot cases using the defined business processes.
· Evaluate the results of case management and financial processing, and ensure that the results of the existing process and the MTS process are acceptably similar.
· Utilize Bugzilla to track and report any system problems identified through the pilot.

D.	Conversion.  This section details the conversion of information and processing from the testing environment to the production environment so the tribe can fully operate the MTS. 

OCSE will: 
· Update the software to extract, transform and load the existing data into the MTS if the data transfer can be done electronically. 
· Perform a test of the updated software, and repeat the automatic conversion process until an acceptable conversion rate is achieved. 

The (Tribe) will: 
· Review existing data to ensure that it is accurate and up to date prior to conversion and make any needed changes to clean up the existing data.
· Modify the data mapping and make other edits as needed based on the result of the Pilot test.
· Follow procurement processes to identify additional resources if needed.
· Review the converted data to ensure that the conversion worked correctly.
· Manually enter or fix any data that was no converted completely or correctly.

E.	Document Preparation.  This section details the work that will be done by the (Tribe) to set up the templates, forms, and correspondence within the system. 

OCSE will: 
· Provide technical assistance as needed to assist with this process.

The (Tribe) will: 
· Identify all documents that will have to created or modified to support the tribal business processes.
· Create test data necessary to completely test the Pilot documents.
· Review system-generated documents with stakeholders.
· Create or modify remaining required templates.
· Perform final document testing to ensure all documentation is properly set-up within the system. 

F.	Post-Implementation.  This is the work that serves as the closeout activities for the implementation of the MTS.

OCSE will: 
· Lead an effort to gather lessons learned from the tribe on the overall implementation process and implementation tools.

The (Tribe) will: 
· Provide input and support to the lessons learned process. 

G. Training for MTS. 

OCSE will: 
· Provide training at OCSE in Washington DC for caseworkers, at other program staff.  The training will be one time only and will be designed to instruct users on how to operate the MTS. Training must be scheduled at least one month in advance.
· Provide all training materials including user guides, help files, and training manuals for the main components of the system.  Materials include quick-start tools and other work aids as appropriate.
· Provide training support to the tribe on the use of Bugzilla.

The (Tribe) will: 
· Train any additional staff that becomes part of the tribal Child Support Program once the initial training has taken place.

H. Change Control. 

OCSE will: 
· Operate and manage the change control process through the MTS Change Control Board (CCB).  The MTS CCB is outlined in the MTS Change Management Plan which is included as Appendix B to this document. 

The (Tribe) will: 
· Actively participate as a member of the CCB in accordance with the MTS Change Management Plan.
· Utilize Bugzilla as directed in order to report any needed bugs or changes needed to MTS

I. Helpdesk Support Services.

OCSE will: 
· Provide End-User Helpdesk support services during the hours of 8:00 a.m. and 6:00 p.m. Eastern Standard Time, Monday through Friday, excluding Federal holidays and other such days the Federal government in the Washington D.C., metropolitan area is closed.  End-User Helpdesk support services include:
a. Provisioning of a telephone number, email, and text contact information for the End User helpdesk.
b. Answering telephone, text, email, and video chat inquiries from end users regarding how to perform various functions and activities on the MTS.
c. Providing telephone and email assistance to end users in using technical support systems such as Bugzilla and Alfresco.
d. OCSE Helpdesk resources will respond to inquiries within 15 minutes of a request being made by an end-user.

· Provide Technical User Helpdesk support services during the hours of 7:00 a.m. and 7:00 p.m. Eastern Standard Time, Monday through Friday, excluding Federal holidays and other such days the Federal government in the Washington D.C., metropolitan area is closed.   Technical User Helpdesk support services include:
a. Provisioning of a telephone number, email, and text contact information for the Technical Helpdesk.
b. Answering telephone, text, email, and video chat inquiries from Technical Users regarding how to perform various administrative, configuration, and security functions and activities on the MTS.
c. Providing telephone and email assistance to Technical Users in using technical support systems such as Bugzilla and Alfresco.
d. Providing telephone and online assistance if available via tunneling and virtual private network access to assist with configuration changes, database updates, and application changes and modifications, on an as-needed basis and only at the request of the (Tribe).

The (Tribe) will: 
· Provide OCSE technical staff access to the (Tribe’s) network, database and MTS application, tools, and utilities at all times during the term of this agreement.
· Establish a communications plan to convey the methods in which technical support staff, systems information/ exceptions and system reporting will be provided to all members of the support team.
· Commit to supporting and using the established procedures for submission of change requests, defect reports, and database and application modifications through Bugzilla.


IV. 	SECURITY AND CONFIDENTIALITY 

The purpose of this security section is to specify the management, operational and technical security controls that the state agency administering the (Tribe) IV-D program shall have in place to ensure the security of Federal Parent Locator Service (FPLS) information and IV-D program information and MTS that transmits, stores and processes FPLS information and IV-D program information.


OCSE will: 
· Ensure that the level of data and access security and confidentiality of the initial and periodically updated MTS provided to the (Tribe) will be sufficient to meet Internal Revenue Service, Social Security Administration, and OCSE requirements for Federal Tax Offset information, social security information, as well as ensure the confidentiality and privacy of information received from the Federal Parent Locator Service. 

The (Tribe) will: 
· By signing this security agreement, agree to comply with the security requirements established by the Social Security Act, the Privacy Act of 1974, the Federal Information Security Management Act of 2002, 42 United States Code (USC) 654(26), 42 USC 654a(d)(1)-(5), the U.S. Department of Health and Human Services (HHS) and the Office of Child Support Enforcement (OCSE).
· This security agreement is applicable to the personnel, facilities, documentation, data, electronic and physical records and other machine-readable information, of the (Tribe) IV-D program, including tribal employees and contractors working with FPLS information and child support (CS) program information, and any other entity storing, transmitting or processing FPLS information and CS program information under the authority of the (Tribe).   
· Ensure that it appropriately configures and employs the security features of the MTS to most effectively protect the confidentiality and privacy of data entered to and stored on the MTS.
· Ensure that data entered to and stored on the MTS is protected from unauthorized access through establishment and assignment of MTS security profiles to Tribal program staff that are appropriate to the type of work to be performed.  
· The (Tribe) IV-D agency shall implement an effective continuous monitoring strategy and program to ensure the continued effectiveness of security controls by maintaining ongoing awareness of information security, vulnerabilities, and threats to the MTS housing FPLS information and CS program information.
· Restrict access to, and disclosure of, the IV-D program information to authorized personnel who need the IV-D program information to perform their official duties. The information exchanged between (Tribe) IV-D agency and all other (Tribe) IV-D program information must be used for authorized purposes and protected against unauthorized access to reduce fraudulent activities and protect the privacy rights of individuals against unauthorized disclosure of confidential information.
· Label printed reports containing FPLS information and IV-D program information to denote the level of sensitivity of the information and limitations on distribution. The (Tribe) IV-D agency shall maintain printed reports in a locked container when not in use and never transport FPLS information and IV-D program information off (Tribe) IV-D agency premises.  When no longer needed, in accordance with the retention and disposition requirements in section VII of this security agreement, the (Tribe) IV-D agency shall destroy printed reports by shredding or burning.
· Use locks and other protective measures at all physical access points (including designated entry/exit points) to prevent unauthorized access to computer and support areas containing FPLS information and CS program information.
· Store all FPLS information and IV-D program information provided pursuant to this agreement in an area that is physically safe from access by unauthorized persons during duty hours as well as non-duty hours or when not in use.
· Ensure that appropriate measures developed by the (Tribe) IV-D agency are in place to protect FPLS and IV-D program information from being copied to, and stored on, digital media (e.g., diskettes, magnetic tapes, external/removable hard drives, flash drives, compact disks, and digital video disks) and mobile computing and communications devices (e.g., laptops, smartphones, tablets, notebook computers, PDAs, cellular telephones, digital cameras, and audio devices) unless encrypted at the disk or device level, using a FIPS 140-2 compliant product.

V. RETENTION AND DISPOSITION REQUIREMENTS

The (Tribe) will: 
· Erase FPLS information and CS program information when data is no longer required for authorized purposes. FPLS information and CS program information in an individual’s case file should be safeguarded per the security requirements of this agreement.  FPLS information and CS program information that is made part of an individual’s case file may be retained in the individual’s case file based on the (Tribe) IV-D agency rules and procedures for case file retention.


VI. BREACH REPORTING AND NOTIFICATION RESPONSIBILITY

The (Tribe) will: 
· Upon disclosure of FPLS information from OCSE or disclosure of CS program information from another state or tribe to the (Tribe) IV-D agency, the (Tribe) IV-D Agency is the responsible party in the event of a breach or suspected breach of the information.  Immediately upon discovery, but in no case later than one hour after discovery of the incident, the (Tribe) IV-D Director or designee shall report confirmed and suspected incidents, in either electronic or physical form, to OCSE. The (Tribe) IV-D Director or designee is responsible for all reporting, notification and mitigation activities, including but not limited to: investigating the incident; communicating with required (Tribe) government breach response officials; notifying individuals whose information is breached; communicating with any third parties, including the media, as necessary; notifying any other public and private sector agencies involved; responding to inquiries about the breach; resolving all issues surrounding the breach of FPLS information and CS program information; performing any necessary follow-up activities to correct the vulnerability that allowed the breach; and any other activities, as required by OCSE. The (Tribe) IV-D Director or designee is responsible for ensuring appropriate measures are in place at the data center storing, transmitting or processing FPLS information and CS program information to report confirmed or suspected incidents of such information to the (Tribe) IV-D Director or designee.

VII. TIMEFRAMES AND DEADLINES

OCSE will: 
· Provide the (Tribe) with a sample schedule with estimated dates for all of the activities defined herein.

The (Tribe) will: 
· Adhere to all agreed upon dates as provided by OCSE to the (Tribe) and outlined in the APD.

The (Tribe) agrees:  
· That failure to adhere to all agreed upon dates as outlined in the APD can be grounds for suspension of the APD and all related Federal funding in accordance with Federal regulations at 45 CFR 310.30.  Suspension of the APD can result in termination of this agreement in accordance with section VIII of this agreement.

VIII. AGREEMENT TERM, RENEGOTIATION, NOTIFICATION, AND TERMINATION 

A. Original Agreement Term.  The original term of this agreement is [date] to [date] (“Agreement Term”).

B.   Renegotiation, Negotiation, and Termination.

· Renegotiation: Either Party may notify the other of conditions, which require re-negotiation of this Agreement.  Notice will include a detailed statement of the condition requiring re-negotiation and follow the procedures outlined in the Tribal Consultation Policy. 

· Notification: Either Party shall notify the other Party’s Agreement Manager in writing whenever it is unable to fulfill its obligations.  Upon such notification the responding party shall determine whether such inability will require revision or cancellation of this Agreement, or any part thereof. 

· Termination: This Agreement can be terminated by a thirty (30) calendar day written notice by either Party.  Notice to OCSE shall be served upon the Commissioner, OCSE, with a copy to the Agreement Manager stating the reasons for termination.  Notice to the Tribe shall be served upon the presiding chairperson, with a copy to the Agreement Manager stating the reasons for termination.  Upon termination, OCSE’s or the Tribe’s liability shall be limited to the costs incurred to the date of termination, and the corresponding APD will be suspended in accordance with Federal regulations at 45 CFR 310.30.  No termination determination shall impact future opportunities to request federal funding through the APD process. 


IX. PERSONS TO CONTACT

A.  The U.S. Department of Health and Human Services/Administration for Children and Families/Office of Child Support Enforcement contact for programs and security issues is:

Joseph Bodmer, Director, Division of State and Tribal Systems
Office of Child Support Enforcement
Administration for Children and Families
370 L’Enfant Promenade SW, 4th floor
Washington, DC 20447		
Telephone: 202- 401-5410
Fax: 202- 401-5558
Email: joseph.bodmer@acf.hhs.gov

B. The [TRIBE] contact for systems issues is:

Name and Title:
Name of Agency:
Address of Agency:
Telephone:  
Fax:      
Email:



X.	APPROVALS 

A. HHS Program Official.  In witness whereof, the parties hereby approve this agreement.   

	


	
Vicki Turetsky
Commissioner, OCSE
	

Date





B. Tribe Program Official.  In witness whereof, the parties hereby approve this agreement. 


	


	
NAME
Tribe and Title

	

Date







Child Support Director/MTS Project Director


Administrative Assistant


Training Lead


Data Conversion Lead (Financials)


Data Conversion Lead (Case Management)


Contractor/System Integration


Department of Information Technology


Temporary Services Company


























