

HEALTH INFORMATION EXCHANGE (HIE) ENGAGEMENT LETTER

Project Title – [Enter Name]

Project Overview – See Statement of Work (SOW), Attachment 1

Project Deliverables – See SOW, Attachment 1

SDE Key Staff – [List SDE’s key project staff.]

Purchaser’s Key Staff and Staff Support – [List Purchaser’s key project staff and describe any support to be provided by Purchaser’s staff for the project.]

Project Change Control – [Describe process for managing and approving changes to the project scope/requirements, deliverables, schedule, and budget.] 

Project Reporting and Monitoring – See SOW, Attachment 1 [Describe required activity reports and status meetings, including specifications and periodicity.]

Project Funding and Payments – [Describe the funding being provided by Purchaser for the project, which will be based on the approved budget in the SOW, and the payments terms.]

Term of the Agreement

This Engagement Letter will be in effect from [Date] through [Date]. 

This Engagement Letter is only effective to the extent the current Agreement for State-Level HIE Governance and Services (“Agreement”) is in effect.

Upon the termination of this engagement for any reason, or upon engagement’s expiration, each party shall be released from all obligations to the other party arising after the date of termination or expiration, except for the parties' respective termination obligations set forth in Section XX of the Agreement and those that by their terms survive such termination or expiration.

Engagement

All terms and conditions outlined in the Agreement that by their language or context apply to Purchaser and its HIE project are incorporated into this Engagement Letter. 
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Additional Obligations

[Reserved]

Contact Information

Communications to either WISHIN or Purchaser shall be provided in the manner(s) indicated herein.  The parties reserve the right to make changes to the contact information by giving thirty (30) days’ written Notice to the other.  

	SDE Project Lead   
	

	Name:      
Address:      
Phone:      
E-mail:      

	Purchaser Project Lead

	[bookmark: Text30]Name:      
Address:      
[bookmark: Text32]Phone:      
[bookmark: Text33]E-mail:      




With the signatures affixed below, WISHIN is granted written authorization to proceed with the engagement and commence with project initiation and implementation.  As per Section VI of the Agreement, the Engagement Letter and SOW will serve as the contractual instrument for this specific engagement.  The services performed under this Engagement Letter shall provide the Purchaser with the identified deliverables. 

Approvals


_________________________		Date_______________
Purchaser’s Project Lead


_________________________		Date_______________
Purchaser


_________________________		Date_______________
WISHIN Representative


Enclosure
Attachment 1, SOW Excel Workbook
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Attachment 1 – Statement of Work Excel Workbook
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SOW Template.xlsx
Scope and Deliverables





				Project Title



		Project Overview/Scope

				This section should include a brief description of the project, the business need for the project, acceptance & completion criteria, and federal or stakeholder rules that apply.










		Milestones and Deliverables

				Describe the major project milestones and associated deliverables.  Include a high-level description of each deliverable including who is assigned responsibility for each deliverable. 











































Cost Allocation

		WISHIN Cost Allocation Plan for Implementation Activities





		Vendor Staffing (WISHIN)

				Duration (Weeks)		Total # Hours		FTE		Hours Allocated		Rate/hour		Total Personnel

		Project Title

		Example		36		1,350		0.025		33.75		$125		$4,219

		Management

		Finance/Legal/Policy

		Project Manager

		Test Engineer

		Trainer

		Product Outreach Specialist

		Sub Total 												$4,219

		Contracted & Sub-Contracted Services

		**sub-contractor projections below are estimates and will be updated once finalized statements of work are in place for each project.



		Project Title		Price				Qty						Total

		Example		$100,000				1						$100,000

		Sub-contract DDI work*												$0

		Sub Total												$100,000





		Grand Total												$104,219

		*WISHIN may take on work initially noted as sub-contract work if necessary.  



		Definitions

		Total # Hours:		Assumes a 37.5-hour work week

		Hours Allocated:		Equals the (Total # Hours)*(FTE) 

		Total Personnel: 		Equals the (Hours Allocated)*(Rate/hour)







Activities

				Schedule								Staff Allocation (# Weeks)

												Management				Finance/Legal/Policy				Project Manager				Test Engineer				Trainer				Product Outreach Specialist

				# Weeks		# Hours		Start Date 		End Date 		Allocation		Total Hours		Allocation		Total Hours		Allocation		Total Hours		Allocation		Total Hours		Allocation		Total Hours		Allocation		Total Hours

		Project Name - note if this is a multi-phase or pilot project, if applicable

		Example		6.00		225.00		2/3/14		3/14/14		0.025		5.63		0.025		5.63		0.250		56.25		--		--		--		--		--		--

		Analysis & Start-up Activities

		Contracting

		Execute necessary contracts

		Identify Security or Certificate Needs

		Identify data that needs to be authenticated and authentication process

		Establish technical process for submitting credentials

		Identy other security or privacy changes that need to be made or processes that need to be created

		Accepting Data

		Identify data elements

		Collect transaction specifications

		Analyze specs against subcontractor-required or standard specifications

		Define additional translation or conversion needs

		Secure Statement of Work from subcontractors based on requirements

		Develop specification based on analysis

		Pilot

		Identify participants

		Establish baseline/current-state measures for value assessment

		Design

		Credentialing

		Design credentialing transaction per specification

		Querying PMPi

		Design query transaction per specification

		Accepting data

		Design transaction per specification

		Pilot

		Develop strategies to collect baseline/current-state measures for value assessment

		Construction

		Credentialing 

		Code credentialing transaction per spec

		Querying

		Code query transaction per spec

		Accepting data

		Code transaction per spec

		Pilot

		Collect baseline/current state measures for value assessment

		System Test (CERTification)

		Credentialing, Querying and Accepting data

		Build WISHIN Pulse CERT environment

		Set up/configure system security and credentialing

		Point interfaces to CERT

		WISHIN to validate against specification

		PDMP Pilot - End User Acceptance

		Verify data appears as intended in WISHIN Pulse

		Implementation

		Credentialing, Querying, and Accepting data

		Establish WISHIN Pulse PROD environment

		Set up/configure system security and credentialing 

		Point production interfaces to WISHIN PROD

		Verify data in WISHIN PROD

		Pilot

		Train pilot providers

		Give providers access

		Rollout





		Definitions

		Blue Titles:		Signify a project phase. Each phase should have a line on the Gantt.

		# Weeks:		Specify the duration of each project phase, ensuring the total number of weeks equals the estimate provided in the Cost Allocation and Gantt.

		# Hours:		(Assuming a 37.5 hour work week) * (# Weeks)

		Allocation:		This is the allocation defined in the Cost Allocation for this role.

		Total Hours:		The total at the end of the project per role should not exceed the total allowed in the Cost Allocation.





Gantt

						February								March								April										May								June								July										August								September								October										Total # weeks

				Week #		1		2		3		4		1		2		3		4		1		2		3		4		5		1		2		3		4		1		2		3		4		1		2		3		4		5		1		2		3		4		1		2		3		4		1		2		3		4		5		36

		Phases

		Analysis & Start-up Activities

		Design

		Construction

		System Test (CERTification)

		Implementation

		Rollout

		Resource Allocation

		Example				$469								$469								$586										$469								$469								$586										$469								$469								$234										$4,219

		Management																																																																																		$0

		Finance/Legal/Policy																																																																																		$0

		Project Manager																																																																																		$0

		Test Engineer																																																																																		$0

		Trainer																																																																																		$0

		Product Outreach Specialist

				Totals		$469								$469								$586										$469								$469								$586										$469								$469								$234										$4,219



		Definitions

		$XYZ:		This should be the total dollar allocation for this role for this month, based on the Cost Allocation.







Reporting & Monitoring

		Reporting

		Title		Recipients		Delivery Schedule		Description		Notes

		Budget Oversight - Internal						Monitor resource allocation against actual hours and dollars spent.

		Schedule Tracking - Internal						Monitor timeline against actual start and completion dates.

		Grant Required - TBD

		Grant Required - TBD

		Grant Required - TBD











		Monitoring

		Meeting		Attendees		Schedule		Description		Notes

		Project Status		WISHIN, WI DHCAA		Weekly or Bi-weekly, starting immediately after project planning kickoff		Review project progress against budget, scope, and timeline. Determine whether corrective action is needed to keep the project on track. 

		Technical Implementation		WISHIN, WI DHCAA, Subcontractors		Weekly or Bi-weekly, starting in Design phase		Review outstanding technical hurdles and monitor progress. Determine appropriate corrective action or escalation.

		Grant Oversight & Reporting		WISHIN, Grant Recipient		Quarterly or prior to reporting submission dates		Review project reporting prior to submission



















































































































































Risk Analysis

		Risk Analysis

						Risk		Severity		Impact		Owner		Mitigation Plan

































































































Issues Log

		Issues Log

		Status		Date		Issue		Severity		Owner		Notes		Date Closed






