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1.0 SCOPE OF WORK 

This Appendix A (“Statement of Work” or “SOW”) sets forth the scope of work for Los 
Angeles County’s (“County”) on behalf of the County’s Department of Medical Examiner-
Coroner (“DMEC”), whereby the County seeks to obtain a medical examiner-coroner 
commercial off-the-shelf (“COTS”) Case Management System software (as further 
described herein, "CMS") and professional services to implement and deploy the 
software (as further described herein, "Services").  

1.1 Scope of Work Overview 

DMEC contract with an organization (Contractor) for the implementation of a hosted, 
commercial off-the-shelf (COTS), Case Management System (CMS) that is targeted 
for Medical Examiner and Coroner business processes. The new CMS shall provide 
the following capabilities: 

 Business Process Management (BPM) to support tracking the workflow of a 
death investigation case and National Association of Medical Examiner 
(NAME) cycle time tracking. BPM and NAME cycle time tracking capabilities 
include: 

o Track Elapsed Case Time (supporting “clock start and stop” and 
exceptions per NAME standards) as well as various incremental 
process and subprocess times throughout the case life cycle. 

o Assignment of Staff for workforce/resource management to allow 
cases to be processed efficiently within NAME standards 

 Field team support via mobile devices 
 Case Management – Structured data fields for key case information and 

comment fields for internal case notes and formal narratives 
 Labels and barcoding 
 Location and Chain of Custody management for decedent bodies, digital and 

physical evidence, personal property 

In addition to the system capabilities to be provided by the software solution, DMEC 
will engage a Contractor to provide the following implementation services: 

 Project Management 
 Requirements Validation 
 System Configuration  
 Data Conversion 
 Integration with Current and Future Systems 
 Training  
 Deployment Strategy 
 Maintenance and Support  
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1.2 Department of Medical Examiner-Coroner (DMEC) Operation Overview 

1.2.1 DMEC Background 

DMEC is mandated by law “to inquire into and determine the circumstances, 
manner, and cause of all violent, sudden, or unusual deaths; unattended deaths; 
[and] deaths where the deceased has not been attended by either a physician or 
a registered nurse…in the 20 days before death” (California Government Code, 
Section 27491). 

Approximately 19,000 deaths are reported to DMEC each year and jurisdiction is 
accepted on approximately 9,500 cases. These cases are investigated by DMEC; 
a postmortem examination is performed and a cause and manner of death are 
determined and recorded on the death certificate.  Identification, notification of next 
of kin, management of property and evidence, and production of final reports, are 
also core tasks associated with the investigation. 

To manage the quality and timeliness of its work, DMEC has identified internal 
performance standards and adopted National Association of Medical Examiner 
(NAME) Accreditation Standards. DMEC currently has provisional accreditation 
status with NAME and continues to improve case management processes in order 
to meet accreditation standards and obtain full accreditation status. 

DMEC developed its first Department-wide computer system in the early 1990s. 
This system included the first version of CME (Coroners and Medical Examiners), 
a COTS case management system that is still in use today. The system has been 
modified and is no longer supported by the vendor. The County implemented 
ECFS (Electronic Case File System) to replace CME developed using the xCP 
workflow environment on Documentum.  DMEC currently is using ECFS version 2 
implementation for select case management functionalities (e.g. specimen 
barcode creation, physical case file tracking). An attempted upgrade to ECFS 
version 3 has not been adopted by users in production. As a result, Excel 
workbooks, Access databases, paper forms and photocopies are relied upon in 
several key business process areas to supplement current case management 
systems.  These additional case management solutions include but are not limited 
to property management (“Property Black Book”), evidence management (the 
paper “Evidence Log” and “Evidence Access DB”), and crypt management (“Crypt 
& Decedent Tracking Excel”). 

DMEC wishes to move from its current paradigm of a nearly completely paper-
based case file system to one where most of the case-related information is 
managed in a computer-based Case Management System in addition to the paper 
file, to whatever extent it exists. For example, currently there is no digital 
representation of exam reports, exam diagrams, or other key documents in the 
case management system.  The new system should be able to allow an authorized 
user to completely or nearly completely review an entire case “file” in one sitting at 
his/her workstation using only the case management system. 

In 2019, the DMEC conducted a Business Process Improvement (BPI) effort to 
identify improvement opportunities.  DMEC has implemented some of the identified 
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changes, piloted new processes and continues to identify opportunities to fully 
achieve NAME cycle time standards. Digital capabilities were confirmed as a 
significant area of improvement, and DMEC has prioritized the solicitation of a new 
Case Management System (CMS) as outlined in this SOW package.  

1.2.2 The National Association of Medical Examiners (NAME) Background 

The National Association of Medical Examiners (NAME) is the national professional 
organization of physician medical examiners, medicolegal death investigators and 
death investigation system administrators who perform the official duties of the 
medicolegal investigation of deaths of public interest in the United States. 

NAME is the national forum for the interchange of professional and technical 
information in this important segment of public administration. NAME seeks to 
promote excellence in the day-to-day investigation of individual cases as well as to 
improve the interaction of death investigation systems with other agencies and 
political entities that interface with death investigation in each jurisdiction in this 
country. 

NAME serves as a resource to individuals and jurisdictions seeking to improve 
medicolegal death investigation by continually working to develop and upgrade 
national standards for death investigation. The published NAME Standards for a 
Modern Medicolegal Investigative System provide a model for jurisdictions seeking 
to improve death investigation. 

As part of its mission to improve the quality of death investigation nationally and to 
recognize excellence in death investigation systems, NAME offers a voluntary 
inspection and accreditation program for medicolegal death investigative offices. The 
NAME Inspection and Accreditation Program is a peer review system, the goal of 
which is to improve medicolegal death investigation office or system performance 
through objective evaluation and constructive criticism. The standards emphasize 
policies and procedures and represent minimum standards for an adequate 
medicolegal system. NAME accreditation is an endorsement by the Association that 
the office or system meets the basic standards for a medicolegal death and provides 
reasonable assurances that the office or system serves its jurisdiction appropriately.  

A major requirement for NAME accreditation is the turnaround time for completed 
reports of postmortem examinations, which is in turn dependent in large measure on 
the completion of toxicological examinations and investigative reports. Law 
enforcement agencies rely on these reports in the discharge of their duties and for 
completion of their investigations. The courts need these reports in cases that will be 
adjudicated. There are other interested parties (e.g., treating physicians and 
hospitals, government oversight agencies, federal investigators, organ and tissue 
donation organizations) who utilize autopsy findings to do their work as well. Delays 
in completions of cases by a medical examiner/coroner's office diminish the utility of 
this information. Two of the required standards for full accreditation with no 
deficiency are that 90% of all postmortem examination reports are finished within 90 
days and that 90% of postmortem examinations are completed within 72 hours of 
report of death. 
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DMEC received provisional accreditation from NAME in response to the Office 
Report submitted on August 24, 2016 due to various deficiencies. Details are 
included in Section 1.3.4 NAME Deficiencies to Address via CMS in this document. 

1.3 Purpose and Goals 

The purpose of implementing a new CMS is to deploy an efficient and comprehensive 
case management system, to provide one case workflow that supports management 
of cycle times to NAME standards, one electronic case file and source of truth, and 
remote capability for field staff. 

1.3.1 Key Objectives and Benefits 

The key objectives of the CMS initiative include: 

 Achieve and maintain full NAME accreditation 
 Implement an efficient and comprehensive case management system 
 Deploy a system that includes remote capability for field staff 
 Structure case management data to enforce acceptance and track NAME 

exception criteria 
 Provide unstructured case notes with ability to edit fields and apply case 

amendments, simplifying case review and reporting  
 Support the capability to track and share information in real time to all 

critical users throughout the life of a case 
 Replace existing electronic interfaces with the public web portal and 

document management system 
 Provide capability to interface with future systems such as a call center 

system and a laboratory information management system (LIMS)  
 Develop a long-term partnership with a COTS medical-examiner software 

vendor within the evolving ME-C sector and NAME standards 

The anticipated benefits of implementing a Department-wide case management 
system include:  

 Clock Start and Stop Capabilities for Jurisdictional Cases – Ability to 
“start and stop the clock” measuring the cycle time of a case as defined by 
NAME standards for jurisdictional responsibility from point of case creation 
(Reporting Desk) to completion (Medical Report) 

 Replacement of Paper-based Systems of Record – Digitization of 
paper records which currently contain key information to be shared with 
various staff members during the life of a case, including but not limited to 
Form 1 Case Report (pink copy used for cause of death), Form 2 Personal 
Effects (for property intake), Form 15 Medical Report (yellow copy used 
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for test orders; pink copy used for cause of death), the “Property Black 
Book” record of Personal Effects inventory 

 User Experience – Comprehensive, adaptive interface to accommodate 
the broad spectrum of end-user needs and competencies. It is anticipated 
the new system will assist staff in capturing required information and 
identifying necessary next steps to efficiently process a case 

 Barcoding – Support generation and processing of all associated 
barcodes across the life of a case (including but not limited to decedent 
tag, physical evidence, physical property, specimens for handoff to the 
laboratory) 

 Case Review, Amendments and Analysis – Baseline performance and 
functionality consistent with standard coroner medical-examiner case 
management software to include searching, viewing, amending, 
excerpting, auditing and annotating case records within a collaborative, 
real-time environment; Auditing includes a quality assurance process to 
pull a random sample of completed cases and assign them for review 

 Reporting – Automated and manual capabilities to support measurement 
against NAME standards and DMEC goals, and to monitor key 
performance indicators (KPIs) 

 Vendor-Hosted & Supported ME-C CMS – COTS software hosted at a 
vendor-side facility designed with power and redundancy to minimize 
service outages; infrastructure-related support provided by the Vendor to 
augment DMEC’s first level help desk support team 
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1.3.2 Alignment to County of Los Angeles Strategic Plan, 2016-2021 

The CMS aligns with the following components of the County of Los Angeles 
Strategic Plan 2016 - 2021: 

Strategy III.2 Embrace Digital Government for the Benefit of our Internal 
Customers and Communities: 

 Implement technological business solutions to enable County 
departments to meet their core mission, transform how we share 
information, and protect the privacy rights of individuals. 

Strategy III.2.1 Enhance Information Technology Platforms to Securely 
Share and Exchange Data:  

 Establish a shared information management platform to enable County 
departments to identify common clients, securely share and exchange 
data to coordinate service delivery, and perform data-driven analytics to 
achieve outcomes in support of Board Priorities and other County-wide 
initiatives. 

Strategy III.2.2 Leverage Technology to Increase Visibility of and Access 
to Services: 

 Ensure that each department maximizes the use of technology to raise 
awareness of available programs and services. 

Strategy III.2.3 Prioritize and Implement Technology Initiatives That 
Enhance Service Delivery and Increase Efficiency:  

 Support implementation of technological enhancements and 
acquisitions that increase efficiency (e.g., infrastructure, software, 
hardware, applications) including replacement of legacy systems. 
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1.3.3 Alignment to DMEC Strategic Plan, 2018-2021 

DMEC’s vision is “to be the premier medicolegal death investigation agency, 
nationally recognized as a leader in the forensic science community.”  

The CMS initiative will support this vision through alignment with DMEC’s Strategic 
Plan 2018-2021: 

Goal I: Become a Premier Resource for Medical Examiner-Coroners 
Nationally 
Strategy A: Expand and Maintain Accreditation 

“Restore the DMEC to full NAME accreditation status” 

Goal III: Reimagining the Workplace of the Future 
Strategy B: Implement modernization of Information Technology (IT) 
infrastructure. 
Objective: Integrate an efficient and comprehensive case management system. 

Initiative 2: Modernize the Case Management System 

“Contract with a vendor to replace the existing case management system to 
include designing, building, testing training and deployment of the system.” 

Strategy C: Utilize data to drive decision making. 
Objective: Utilize operational data to enhance performance management. 
Objective: Utilize case-level data to better utilize resources. 

Goal IV: Improve the Customer Experience 
Strategy B: Provide timely data and reports. 
Objective: Implement method for electronically reporting cases to DMEC (by 
hospitals, mortuaries, etc.) 

“Implement and develop procedures for electronic case reporting” 

Objective: Implement policy to respond to data requests from partnering agencies 
and the public within 10 working days. 

“Log requests and responses electronically.” 
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1.3.4 NAME Deficiencies to Address via CMS 

DMEC received provisional accreditation from NAME in response to the Office 
Report submitted on August 24, 2018. Two specific deficiencies that are intended to 
be further addressed by the CMS include the following standards.   

 

Section C. Morgue – Sub-Section 6. Post-Mortem Examinations 

Phase 2 Standard: 

p. Are 90% of autopsies and external examinations performed within 72 hours 
from the time that medical examiner jurisdiction is accepted or coroner's 
authorization is granted, or within 72 hours of receipt of the decedent if an 
externally referred autopsy?  

Phase 1 Standard: 

o. Are 90% of autopsies and external examinations performed within 48 hours 
from the time that medical examiner jurisdiction is accepted or coroner's 
authorization is granted, or within 48 hours of receipt of the decedent if an 
externally referred autopsy?  

NAME Exceptions for Cycle Time Tracking: 

NOTE: Some inspector discretion allowed. If an office does not perform 
autopsies and examinations on weekends or holidays, those days should not be 
included in the determination of the time between which jurisdiction is determined 
to the time that the autopsy or examination is performed. Circumstances such as 
delays related to long distance body transport, organ/tissue procurement, family 
religious beliefs/practices, education requirements and mass fatalities are 
appropriate exceptions to this item. 

Section F. Reports – Sub-Section 4. Reports of Post-Mortem Examinations 

Phase 2 Standard: 

k. Are 90% of reports of all postmortem examinations completed within 90 
calendar days from the time of autopsy? 

Phase 1 Standard: 

l. Are 90% of reports of all postmortem examinations completed within 60 
calendar days from the time of autopsy? 
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1.4 Work Expectation 

Without limiting the more detailed descriptions set forth in the subsequent sections 
of this Statement of Work, and otherwise, in the resultant Contract and Project 
Management Plan, Contractor’s Work hereunder shall include the following, in each 
case in full accordance with this Statement of Work:  

o Contractor shall provide all Software Licenses and perform all Services, and other 
Work to set up, configure, develop, integrate and transfer knowledge to County 
staff on how to configure the CMS to support and operate within the County to 
the full benefit of the stakeholder agencies/departments. Contractor shall provide 
the County with a Software License for the perpetual use of the CMS and any 
additional software components necessary to meet the requirements described 
in this Statement of Work.  

o Contractor shall perform, complete and deliver all Tasks, Deliverables, Goods, 
Services, and other Work as set forth below or in any referenced document, in 
full compliance with this Statement of Work. Such Tasks and Deliverables shall 
include all configurations, data loads, systems interface configuration, knowledge 
transfer, tests, training, systems documentation and system cutover services set 
forth or referenced herein. Also defined in this Statement of Work are those Tasks 
that involve participation of Contractor and County. Except to the extent expressly 
specified as an obligation of County, Contractor shall perform all Tasks and 
provide all Deliverables set forth herein.  

o Contractor shall perform, complete and deliver all Tasks, Deliverables, Goods, 
Services and other Work as set forth in this Statement of Work within the United 
States.  

2.0 FUTURE STATE SYSTEM REQUIREMENTS 

DMEC envisions replacing CME, ECFS Case Management features, and other 
supporting applications (paper and digital) with a modern Commercial Off the Shelf 
(COTS), medical examiner – coroner focused application that supports DMEC 
processing of decedent case information and death investigations from initial call to 
ultimate disposition and release.  The CMS will serve as the single source of truth 
for death investigation cases and cycle time reporting according to NAME 
standards.  In addition, DMEC envisions the new CMS will support their other 
services such as external agency assists. 

DMEC anticipates upgrades and/or replacements to multiple associated systems 
including but not limited to LIMS and Reporting Desk Call Center technology and 
interfacing those future systems with the CMS. Therefore, the CMS shall be 
implemented with the flexibility to accommodate future integrations. 
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2.1 Functional Requirements 

The required functional capabilities of the CMS to support the business processes 
of medical examiner-coroner case management are described in Appendix B1 – 
DMEC Use Cases and Appendix B2 – Requirements Response Workbook. 

The Contractor shall provide the CMS software and services to configure and 
customize the CMS solution as defined in Appendix B2 – Requirements Response 
Workbook. 

2.2 Technical Requirements 

The required technical capabilities of the CMS are described in Appendix B2 – 
Requirements Response Workbook.  

2.3 CMS Stakeholders 

It is critical for the new system to support all key stakeholders within DMEC, in various 
divisions and units, as well as non-DMEC partner agencies. Table 1 provides a 
summary of the major stakeholders for the CMS. 

Table 1. Summary of Key Stakeholders 

Scope Area Description 

Key 
Stakeholders 

 DMEC Divisions 

o Operations (includes Investigations and the Decedent Services Unit 
aka DSU) 

o Medical (includes Deputy Medical Examiners and Forensic & Photo 
Support) 

o Forensic Labs (includes Evidence Control) 

o Administration (includes Information Systems and Public Services) 

 LA County Entities 

o Law Enforcement Agencies (e.g. LASD, LAPD) 

o Other County Departments (e.g. DPH, DHS, DMH, DPSS, DCFS) 

o Information Systems Advisory Body (ISAB) 

 Non-LA County Entities 

o External Medical Consult Agencies 

o External Laboratories (e.g. Toxicology) 

o California Electronic Death Registration System (CA-EDRS) 

o NAME 
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DMEC has multiple divisions that support death investigations and additional case 
management activities.  Some of these divisions have multiple units and teams.  The 
department works as a whole and must have a common view of the case record 
through the CMS.  Table 2 below describes the internal stakeholders. 

Table 2. Description of Internal Stakeholders 

Division /Unit Description 

DMEC 
Operations 
(includes 
Investigations 
and Decedent 
Services) 

The operations bureau is the largest segment of the Department; consisting 
of the Investigations and Decedent Services sections.  It is responsible for the 
24 hours a day, 7 days a week operation of the Department. The Medical 
Examiner-Coroner's Special Operations Response Team (SORT) is also 
under control of the operations bureau. 
Deaths that fall under the jurisdiction of the Medical Examiner-Coroner are 
investigated by the Investigations division. These deaths may require 
dispatching a Coroner Investigator to the scene of the death regardless of the 
time or location. Coroner Investigators will interview witnesses and emergency 
responders, photograph the scene, follow up on leads, collect evidence, make 
identifications, notify next of kin, secure valuables and interface with law 
enforcement agencies. Coroner Investigators prepare reports that are 
forwarded to the medical division for use in the determination of the cause and 
mode of death. 
The Decedent Services section is responsible to the transportation, 
processing, storage, and release of decedents' bodies.  Bodies are recovered 
from any death scene including in public view, homes and hospitals. Decedent 
processing includes the weighing and measuring of bodies, the collection of 
personal effects, and the collection of physical and medical evidence, 
fingerprinting and tagging of the decedent. Bodies are maintained in 
refrigerated crypts to await autopsies and claiming by mortuaries, or release 
to County disposition. 
Decedent services are responsible for the day to day handling of decedents 
from pickup to release, along with their preparation for County disposition, and 
their preparation and transportation to the Riverside National Cemetery for 
unclaimed Veteran burials. 

DMEC Medical 

The Forensic Medicine Division consists of physicians, forensic technicians 
(FTs), and radiologic technologists (RTs). Physicians autopsy and examine 
Coroner’s cases, determine cause and manner of death, prepare autopsy 
reports, and testify in court.  FTs assist in autopsy and photograph and X-ray 
decedents.  Radiologic technologists operate the CT scanner and other X-ray 
machines. 
The Division’s main responsibility is to determine cause and manner of death 
for Coroner’s cases.  In addition, the Medical Division trains forensic pathology 
fellows, pathology residents, pathologist’s assistant students, and medical 
students. 
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DMEC 
Forensic Labs 

DMEC Forensic Sciences Laboratories Division is responsible for the 
identification, collection, preservation, and analysis of physical and medical 
evidence associated with Coroner’s cases. Its mission is to conduct a 
comprehensive scientific investigation into the cause and manner of any death 
within the Medical Examiner-Coroner’s jurisdiction. This is accomplished 
through the chemical and instrumental analysis of physical and medical 
evidence. 
The laboratories division includes the following: Toxicology, Histology, Human 
Genomics Unit/DNA, Scanning Electron Microscope lab (includes gunshot 
residue and tool mark analysis), Field Criminalistics and Evidence Control. 

DMEC Public 
Services 

DMEC Public Services Division’s mission is to provide responsive, efficient, 
and fiscally conscientious services in a professional and caring manner to the 
affected family members, involved law enforcement, mortuaries, medical 
personnel, other county departments, and executive staff. Public Services, 
operating out of the famous front-facing historic building on Mission Road, 
handles sensitive functions related to the initial, midpoint, and close-out of 
Medical Examiner-Coroner cases. 
The Public Services Division provides a number of services to families and the 
public.  It is divided into different sections to help facilitate office visits. These 
services include Medical Examiner-Coroner case records management and 
release, safekeeping and release of decedent personal property, decedent 
billing, responding to law enforcement agency inquiries, managing civil and 
criminal subpoena requirements, and issuing death certificates to the 
mortuaries.  Internal departmental support services include expeditious 
transcription of all dictated or handwritten autopsy reports, neuropathology 
reports, microscopic reports and offering clerical support to Deputy Medical 
Examiners. 

DMEC 
Administration 
(includes FDIS 
(IT)) 

Administrative Services is responsible for all DMEC financial operations, 
departmental budget preparation, fiscal reports, human resources, payroll, 
litigation, procurement, accounting, revenue collection, volunteer services, 
diversity, contracts and grants, internal controls certification processes, 
workforce programs, facilities management, information technology, and other 
functions necessary to support the mission of the Department. 
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DMEC engages external stakeholders to complete some death investigations and 
ultimately shares and reports on their cases.  Table 3 below describes the external 
stakeholders for the CMS. 

Table 3. Description of External Stakeholders 

Entity Description 

External 
Medical 
Consults 

Select jurisdictional cases managed by DMEC may require coordination with 
external medical agencies. Conversely, external agencies may consult with 
DMEC on a non-jurisdictional case. Elements of the CMS must support this 
type of coordination and cooperation within the Medical Examiner/Coroner 
community. 

External 
Laboratories 

Depending on demands of a specific case, DMEC Forensic Labs may require 
the services of an external laboratory to reach its necessary conclusions on 
DMEC jurisdictional cases. The future state CMS must support such 
interaction (e.g. receive results from outside laboratory electronically other 
than only by paper) and should consider external labs to be a key stakeholder 
group. 

EDRS 

The California Electronic Death Registration System (CA-EDRS or “EDRS”) is 
the statewide system for electronic records of death certificates. Currently, 
DMEC is not aware of any electronic interface supported between a CA 
Medical Examiner-Coroner’s office and EDRS.   
The Contractor should describe any experience in interfacing with a state 
death registry and propose capability to enable an interface in the future. 

LA County 
ISAB 

Los Angeles County Information Systems Advisory Body (ISAB) oversees an 
ongoing effort to create and implement a modern Digital Evidence 
Management System (DEMS). This system will interface between Law 
Enforcement Agencies, Public Defenders, DMEC, and other departments 
within the county to exchange digital evidence files in a secured and controlled 
environment. DMEC case information and/or associated digital evidence may 
require ISAB DEMS-supported sharing and exchange. 
The Contractor should describe any experience in interfacing with a cross-
department or cross-agency digital evidence management system and 
propose capability to enable an interface in the future. 

LA County 
Law 
Enforcement 
Agencies 
(LEAs) 

Multiple law enforcement agencies in Los Angeles County work closely with 
DMEC, specifically in relation to cases which require criminal investigation or 
follow-up. LAPD and LASD interact with DMEC on a regular basis to 
receive/hand-off case files and artifacts (e.g. physical evidence, toxicology 
reports).  DMEC is responsible for all death investigations and works with all 
local police departments in the County.  
The Contractor should describe experience and system capability to interact 
with law enforcement agencies on death investigations and other cases that 
medical examiner-coroners support. 

Other County 
Departments 

Part of the mission of the DMEC is to work collaboratively to reduce 
preventable deaths.  One of the most common means of doing so is through 
sharing data for cross threading with other County departments the provide 
services and manage prevention or intervention programs.  The Contractor 
should describe experience and CMS functionality related to sharing of data 
with other agencies on an as needed basis. 
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2.4 System Interaction 

The CMS must support future state business processes and provide a single source 
of truth for all DMEC case records. The system must be implemented in a manner 
that reduces current reliance on paper records and physical media, enables mobility 
for field staff, and integrates effectively with associated systems. CMS must support 
a path toward full NAME compliance and allow for future enhancements. See Figure 
1 below for the current system landscape including key MS Access, Excel and paper 
systems of record. 

Figure 1. DMEC Current Systems Landscape Diagram 
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Table 4. Current State CMS Scope Overview 

Scope Area Description 

Legacy Systems to be 
Replaced 

 Primary Case Management Systems 

o CME 

o ECFS v2.0 (case management/non-
document management portion) 

 Other Systems 

o Evidence MS Access Database (for 
evidence control, gunshot residue testing for 
outside agencies to be tracked in future 
LIMS) 

o Crypt & Decedent Tracking Excel 

 Paper-based Logs 

o Property Black Book 

o Evidence Log (Form) 

Paper Forms to Replace / 
Incorporate  

 

 Form 1 Case Report (pink copy used for cause of 
death) 

 Form 2 Personal Effects (for property intake) 

 Form Body Control Card 

 Form 3 Investigator’s Report 

 Form 15 Medical Report (yellow copy used for test 
orders; pink copy used for cause of death) 

 Form 15b for changes in the cause or manner of 
death 

Number of Users 

 Total: 215 users currently 

 Investigation: 108 users 

 Medical: 50 users 

 Laboratory: 30 users 

 Public Services: 23 users 

 FDIS (IT): 5 users 

 Additional public users interacting with the CMS 
indirectly through DMEC’s Public Web Portal 

Volume Metrics 

 DMEC receives 19,000 reported calls annually 

 DMEC creates cases for approximately half of 
reported calls (~9,500 cases in CME in 2019) 

 Over 285,000 files stored in existing CME /ECFS 

 

 

DMEC requires a CMS that will integrate with existing and future systems (including 
but not limited to call center technology, document management systems, Laboratory 
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Information Management System (LIMS)), support electronic interfaces with external 
systems, deliver mobile capability, and support enhancements. See Figure 2 below 
for the vision of a future CMS integrated with external systems. 

 

Figure 2. DMEC Conceptual Future State IT Architecture 

 

 

2.5 Functional Capabilities 

The CMS must meet the business and functional requirements of DMEC.  These are 
summarized in Priority CMS capabilities to support achieving NAME cycle time 
standards and Business Capabilities & Use Case areas to be supported by COTS 
CMS. 

2.5.1 Priority CMS Capabilities to Achieve NAME Standards 

Within the components of the future state CMS as depicted in the DMEC 
Conceptual Future State IT Architecture figure, the following capabilities have 
been identified as a priority for the DMEC to further enable achievement of NAME 
cycle time standards.  
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 NAME Clock Start/Stops & Exception Tracking: 
o From the point of case initiation as a call is received at the Reporting 

Desk, DMEC desires a CMS that can “start and stop” the clock which 
tracks the length of time of various processes and subprocesses 
within their jurisdiction (e.g. time from report of death to exam; time 
from dispatch to body arrival; time from exam to exam report 
completion; time from investigator assignment to investigator report 
completion, to name a few). NAME defines rules which allow for 
DMEC to “stop the clock” when case completion is impeded by another 
party or set of circumstances beyond its control, and “start the clock” 
when the DMEC is able to resume control and work the remaining case 
processes. The Contractor shall describe how their CMS solution will 
support NAME cycle time and exception tracking per NAME standards. 

 Assignment/Availability of Staff: 
o DMEC does not expect the CMS to replace its staffing and payroll 

systems. Instead, it expects a CMS to support the Watch Commander 
(WC) so incoming cases may be assigned to Investigators and 
dispatch appropriate DSU FAs (in coordination with the Supervising 
FA) as early as possible. This may involve WC intervention, but all 
staffing-related views and processes should be streamlined for 
Reporting Desk clerks.  The CMS is also expected to support 
assignment of staff by the Duty Doctor and Supervising Forensic 
Technician (FT) for decedent processing and preparation from the 
crypt and staff to support examinations /autopsies. 

 Decedent Status/Location & Crypt Management: 
o The CMS is expected to replace the manual “Crypt & Decedent 

Tracking Excel Sheet” currently in use to monitor decedent locations in 
the crypt. The CMS should maintain a consistent tracking of all 
decedents and associated specimens, property and evidence, all tied 
to a single case record, from the point of decedent intake through 
disposition.  The CMS shall support tracking of needed Identification 
and Notification of decedents and all other pending actions to enable 
proper release and disposition of decedents. 

 COTS CMS Structured Data Fields: 
o DMEC’s current case management tools do not structure case data 

consistently or efficiently for input, review, or reporting. DMEC CMS 
should support structured data fields across all facets of the case. For 
example, County Hospitals must be selected from a dropdown list 
without providing an opportunity for free text entry.  

 Case Notes: 
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o Free text entry fields in addition to the Structured Data Fields to identify 
for internal notes, final Preliminary Investigative Report (that may be 
used for autopsy type decision), final Investigative Report and Medical 
Report. The System shall enable more precise and organized entry of 
case notes from initiation through amendments and follow-up.  

 Property Management: 
o The CMS shall replace paper systems being used to track property. 

Personal property is not considered evidence and may have a unique 
Next of Kin (NOK) compared to NOK of the decedent. CMS shall 
provide all case information to property staff while supporting property 
related business processes such as inventory management (from 
receipt through release/disposal management) and tracking chain of 
custody. 

 Evidence Management:  
o DMEC expects the CMS to replace paper-based evidence 

management and the Evidence MS Access Database for evidence 
control. The system must support unique retention and release policies 
and corresponding notifications and communications (e.g. 90 days to 
disposal). The CMS shall also support identification of LEAs’ 
associated case numbers.   

o The Evidence Access Database also supports gunshot residue (GSR) 
testing by DMEC for other agencies. DMEC envisions this process to 
be supported by the future LIMS.  The Contractor should propose how 
the new CMS will support partial decommissioning of the Evidence 
Access Database and how the Contractor’s Deployment Strategy will 
support DMEC processes until the CMS is interfaced with the new 
LIMS. 
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 Content/Document Management Integration: 
o The CMS will be supported by DMEC’s current document 

management system. ECFS Documentum currently houses some 
image files associated with decedent cases, electronic copies of case 
records and provides an interface with DMEC’s Vendor Neutral 
Archive (VNA), Lexmark. The CMS should provide a view of all 
associated case documents and media stored in Documentum and the 
VNA-Lexmark, so that DMEC end-users may experience entire 
workflows through the single system without utilizing multiple logins 
and user interfaces. 

2.5.2 Business Capabilities & Use Case Areas supported by COTS CMS 

DMEC expects a COTS, ME-C CMS to have standard capabilities to support death 
investigations.  A minimum set of business capabilities to be supported by the new 
CMS have been organized into 31 Use Cases and eight (8) business capabilities 
(see Figure 3). The business capabilities are described below and additional detail 
can be found in Appendix B1 – DMEC Use Cases. 

 Figure 3. DMEC Case Management System (CMS) Business Use Cases 
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These standard ME-C capabilities are summarized below: 

 Reporting Desk: Answer and respond to all reported deaths and calls from 
the public, as received over a 24-hour day, seven-day per week operation; 
answer/triage calls; Watch Commander and DSU Supervisor logs to track 
availability and dispatching of staff 

 Investigation & Transportation: Investigative and DSU transportation 
staff support; includes pickup, arrival, check-in to crypt (includes all steps 
pre-handoff to Forensic Attendants in Medical), preliminary investigative 
report development and presentation to DMEs, and final report completion; 
Investigator and DSU dispatch; pick-up and transport of decedents, 
property, and evidence (chain of custody tracking capability) 

 Property & Evidence Management: Managing property and evidence and 
establishing the corresponding chain of custody; Identification of any Next 
of Kin (NOK) different than NOK for the decedent, 

 Autopsy/Exam & Medical Report: Autopsy/exam processes in the 
lifecycle of a decedent case; category covers time after decedent arrival at 
DMEC through the times when decedent’s body is ready for release and the 
Medical Report is complete (per NAME standards) 

 Specimen & Test Order Processing: Forensic laboratory processing of 
decedent case specimens and evidence to fulfill the needs of medical and 
investigative staff; support external agency processes (e.g. Gun Shot 
Residue (GSR) analysis, evidence testing, tool testing, toxicology) 

 Disposition, Release Planning & Release: Identifications and 
Notifications (IDNOT) team processes cases in several areas of potential 
incomplete information and across several complicating factors that may 
impact the decedent’s disposition /release; decedent identification and NOK 
notification, “Doe” cases; Public Administrator investigation for assets; 
National Cemetery Scheduling Office verification of decedent’s eligibility to 
be buried at the Riverside National Cemetery 

 Public Requests Management: Interaction between DMEC and the public 
which it serves; variety of additional tasks must be fulfilled by the 
department to fully serve the community. DMEC envisions the new CMS to 
support processing public services related to death investigation cases. 

 Assisting External Department Processes: Interaction between DMEC 
and associated departments inside/outside of Los Angeles County; for 
example, DMEC envisions the new CMS to support County staff’s 
assistance in external agency death investigations. 
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2.6 Technical Capabilities 

General technical system capabilities are described in this section. Additional, 
detailed technical requirements are provided in Appendix B2 – Requirements 
Response Workbook describing detailed service level, availability and security 
requirements. 

Workflow & Business Rule Automation 

The system shall support the enforcement of business process and business rules 
across the DMEC’s multiple Bureaus by relying on a common set of technical 
components that include: 

 Rule Automation 

 Workflow Execution 

 Workflow Modeling 

Security 

The system shall track changes made to data in the system and provide an audit 
log.  The Contractor shall provide their approach for maintaining security and 
privacy of data in compliance with applicable ME-C regulations in Task 4 – 
Security, Deliverable – System Security Plan. 

The Contractor shall use County’s MS Active Directory service to set up 
authentication for CMS users. 

Mobile 

The system shall be accessible and updateable by field users utilizing a mobile 
device and enable the performance of required activities by staff including but not 
limited to Investigators, Forensic Attendants and Forensic Laboratory Staff.  

Interfaces & Integration 

The Contractor shall develop interfaces to existing agency/department solutions as 
identified in this SOW.  See Section 3.8 below. Additionally, the CMS shall provide 
the capability to develop interfaces to future systems. In Task 6 – Systems 
Integration, Deliverable – System Integration Plan, the Contractor shall describe the 
following: 

1. CMSs’ capability to provide standard APIs to interface with external 
applications.   

2. Integration methods supported by the solution including API, JSON, direct 
database connection, file exchange & types, and ability to schedule or 
manual trigger record additions, changes and deletions.  
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Reporting & Data Sharing 

The CMS is expected to have dashboard capability and out-of-the-box or pre-built 
reports on standard ME-C functionality and data.  The Contractor shall review the 
Reports List in Appendix B2 – Requirements Response Workbook as part of Task 
2 – Requirements Validation and provide a Reporting Strategy & Plan that 
includes specifications for what custom reports Contractor will build in addition to 
any standard reports provided as part of Task 3 – System Design, Development 
and Configuration. 

The Contractor shall also implement data sharing from CMS to DMEC’s reporting 
tool, Power BI, sharing data with Los Angeles County Department of Public Health 
(DPH), and sharing data with the County’s Office of the CIO master data 
management (MDM) and data warehouse solution.  DMEC currently provides a 
data feed from a SQL database to LAC DPH. 

Vendor Hosted 

The Contractor shall provide a hosted solution.  The Contractor shall describe where 
the solution is hosted and name the preferred hosting vendors if not hosted in the 
Contractor’s data center(s).  

The Contract shall support a high availability environment as described in the 
Service Level Requirements in Appendix B2 – Requirements Response Workbook. 

The Contractor shall provide the approach to CMS disaster recovery in Task 10: 
Production Support and Transition, Disaster Recovery Planning. 

Platform Support / Capability 

The Contractor shall provide users with access to CMS via desktop and mobile 
devices.  The Contractor shall describe what web browsers are supported and any 
differences in functionality available for mobile users.   

2.7 Data Conversion 

The County intends to convert a subset of the historical records maintained in CME 
today. The County has started on a data quality assessment initiative to understand 
the cleanliness of the data, as well as the feasibility and business importance of 
converting the data, in order to reduce implementation risk and convert only 
necessary information into the new system. It is likely that the data quality 
assessment and any clean-up efforts will overlap, in part, with the implementation 
and deployment of CMS. Therefore, the County is also requesting the Contractor 
assist in the data conversion strategy effort as defined in Task 5: Data Conversion 
of the SOW. 
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For each legacy system to be replaced by DMEC CMS, Table 5 provides a system 
description, as well as a summary of subset data to be converted over the course of 
implementation.  

Table 5. DMEC Applications to Replace with DMEC CMS and Expected Data Conversion  

Application Description 
Data Conversion Scope 

Summary  

CME 

Legacy case management system that 
does not adequately support future 
state. Currently requires manual work 
arounds. Inability to modify to meet 
future business needs in large part due 
to lack of vendor support (SQL is 2008,  
unable to upgrade to 2012 or above). 

Contractor to convert a subset 
of the historical records and 
data fields. 

 19,000 cases * 30 years 

 5-10 “clean” data fields 

 Narrative case notes 

ECFS v2  

(case 
management 

portion) 

The County implemented ECFS 
(Electronic Case File System) to 
replace CME.  ECFS was developed 
using the xCP workflow environment 
on Documentum.  DMEC current is 
using version 2 of the ECFS 
implementation for select case 
management functionalities (e.g. 
specimen barcode creation, physical 
case file tracking). An attempted 
upgrade to ECFS V3 has not been 
adopted by users in production. 
Currently, there is a unidirectional 
interface between the current CME 
and ECFS.  

Contractor to convert a subset 
of the historical records and 
data fields. 

 50,000 cases 

 5-20 data fields 

Evidence 
Access 

Database 

Database used by Evidence team to 
manage physical location, chain of 
custody, and testing/processing 
results associated with the evidence.  

No data conversion expected. 

 Please provide your plan 
for replacing the evidence 
control portion of the 
Evidence Access 
Database via theCMS. 

Crypt & 
Decedent 
Tracking 

Excel 

Current method to track decedent 
locations in the crypt relies on a 
manual Excel process. 

No data conversion expected. 

 At the time of DMEC CMS 
go-live, this system will be 
retired and crypt inventory 
will be established as new 
data entry into the CMS. 
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2.8 Interfaces 

A key component of the future state DMEC CMS technical architecture shall be 
integrations with adjacent systems within DMEC and external systems within the 
County.  The Contractor should also describe capabilities to support future interfaces 
with systems outside of the County such as with the State’s EDRS. 

For all interfaces identified, DMEC, in consultation with the agencies/departments 
impacted and the Contractor, will confirm the appropriate integration method. 
DMEC and external systems to integrate with DMEC CMS are the following: 

Table 6. DMEC and External Systems (Applications) to Integrate with DMEC CMS 

Application Description 

Interface  
(Source/ 

Destination
/ 

Both) 

High Level Data 
Interface 

Components 

Public Web 
Portal 

- Provides public information  
- Built on Wordpress 
Self-service capabilities include: 
- Case information: Search, Unclaimed 
Persons, Unidentified Persons 
- Transportation & Handling Payment 
(pay invoice online) 
- Purchase Coroner Documents 
(Coroner’s Report or Proof of Death 
Letter) 
- Register for DMEC Seminar 
- Submit Comment Online 
- Online payments linked to dept. point 
of sale system (CoreSense) 
- Mobile friendlty design – automatically 
recognizes form factor and adjusts 
format 

Both 

Mandatory Interface – 
Contractor shall build an 
interface from the CMS. 

Case info to be pulled 
from public information 
in CMS and public 
requests to be pushed to 
Public Portal. 

Online and in-person 
payments through 
DMEC point of sale 
sysetm (POS) connect 
to case records (e.g. via 
redirect to credit card 
processor /waiting for 
POS and confirmation of 
payment back to CMS). 
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Application Description 

Interface  
(Source/ 

Destination
/ 

Both) 

High Level Data 
Interface 

Components 

Document 
/Image 

Management 

(DMEC’s 
Documentum 
hosted at LAC 

ISD Data Center) 

Staff upload and track photos and 
document images (e.g. PDFs), which 
are linked to case records. System 
provides access to scanned X-Rays 
and links to view CT scans in VNA-
Lexmark.  

Both 

 

Mandatory Interface – 
Contractor shall build an 
interface from the CMS. 

Provide interface to 
Documentum for general 
document and image 
storage and replicate the 
current link that exists to 
the VNA – Lexmark for  
X-Ray and CT scan files 
(links within new CMS). 

Interface to incorporate 
single sign on 
experience from CMS 
with County identity and 
access management 
service so no manual log 
in is required. 

VNA – Lexmark 
(potentially via 
Documentum) 

Currently stores all CT slice images. 
Source of 

data 

Future Interface – 
Contractor shall describe 
capability to implement 
interface in the future.  

System will persist in 
future state, but DMEC 
CMS must incorporate 
in-system links (or 
similar) to view VNA 
Lexmark files within the 
CMS user interface – 
links may be sourced by 
the CMS through 
Documentum. 

Interface to incorporate 
single sign on 
experience from CMS 
with County identity and 
access management 
service so no manual log 
in is required. 
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Application Description 

Interface  
(Source/ 

Destination
/ 

Both) 

High Level Data 
Interface 

Components 

Reporting Desk 
Call Center IVR 

/ACD 

Public may call Reporting Desk or main 
“Contact Us” line. Modern call center 
technology is expected in short-term. 
IVR /ACD solution will support 
jurisdictional decision and triage to case 
staff as well as non-jurisdictional 
department line transfers. Case-related 
metrics include call volume, hold times, 
abandon rates, case type. 

Both 

Future Interface – 
Contractor shall describe 
capability to implement 
interface in the future.  

Case records must 
reflect call data on an 
individualized basis and 
aggregated for reporting. 

LIMS 
(Laboratory 
Information 

Management 
System) 

Current Toxicology Access Database to 
be replaced by full LIMS in short to mid-
term. System Tracks test orders 
/requests and test results: 
-Tracks specimen sample batches 
- Processes data from lab equipment 
- Converts run /sample test result 
information into specimen /case test 
result 

Both 

Future Interface – 
Contractor shall describe 
capability to implement 
interface in the future.  

Provide interface for 
LIMS status and output 
information. Connect 
with case records in 
real-time. 

If Contractor is 
successful in the CMS 
implementation, County 
may choose to extend 
work with Contractor to 
implement an interface 
from CMS to the future 
LIMS. 

EDRS 

The Electronic Death Registration 
System used by the State of California 
requires manual data entry from DMEC 
staff. These processes rely on view of 
real-time case data. 

Destination of 
data 

Future Interface – 
Contractor shall describe 
capability to implement 
interface in the future.  

Interface between 
DMEC and EDRS has 
not been achieved in 
any jurisdiction at this 
time. Manual entry may 
be required. 

LA County 
DEMS 

In short to mid-term, Los Angeles 
County ISAB DEMS will be 
implemented and DMEC will be one of 
the participating Departments. For 
select cases, DMEC evidence files will 
be shared through ISAB DEMS. 

Destination of 
data 

Future Interface – 
Contractor shall describe 
capability to implement 
interface in the future.  

 

Future CMS must 
connect be able to 
connect with future ISAB 
DEMS solution. 
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2.9 Deployment Preferences 

The County is anticipating a “big bang” implementation approach of DMEC CMS 
meaning one rollout to all users with all envisioned / requested functionality. With 
that said, the County is very interested in the best practices as of the Contractor 
and as such, are requested to submit details around the proposed implementation 
approach which they deem the best fit for the configuration, implementation and 
deployment of the new CMS. Where Contractor has included a phased 
implementation, the County requires separate documentation, and separate 
and/or updated deliverables for each as applicable. 

While DMEC operates field offices, the Contractor is only required to be onsite at 
DMEC’s primary location to conduct the implementation services. 

Contractor shall provide a deployment approach in its response, based on previous 
successful implementation experiences. See Deliverable 3.1: System 
Implementation Planning and Task 9: System Deployment and Rollout for 
additional details on requested tasks, sub-tasks and deliverables.    
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3.0 TASKS AND DELIVERABLES 

3.1 Overview of Tasks and Deliverables 

The following sections identify the tasks and deliverables Contractor shall complete 
and comply with during the execution of this project. These categories do not imply 
an order, priority or precedence except as noted within the task descriptions. 

 Task 1 – Project Management 

 Task 2 – Requirements Validation 

 Task 3 – System Design, Development and Configuration 

 Task 4 – Security 

 Task 5 – Data Conversion 

 Task 6 – Systems Integration 

 Task 7 – Testing 

 Task 8 – Knowledge Transfer and Training 

 Task 9 – System Deployment and Rollout 

 Task 10 – Production Support and Transition 

3.2 Deliverable List 

The below table provides a list of the minimum deliverables that must be 
completed by the Contractor.  
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Task Deliverables 

Task 1: Project 
Management 

 Project Kickoff Presentation 
 Project Management Plan 
 Weekly Status Reports 
 Monthly Executive Steering Committee Report 

Task 2: Requirements 
Validation 

 Requirements Management Plan 
 Requirements Analysis Document 
 Requirements Traceability Matrix 

Task 3: System Design, 
Development, and 
Configuration 

 System Implementation Plan  
 System Design and Development Plan 
 Application Configuration Report  
 Configuration Management Plan 

Task 4: Security  System Security Plan 

Task 5: Data Conversion 
 Data Quality Assessment and Strategy Plan 
 Data Conversion Plan 
 Data Conversion Report 

Task 6: Systems 
Integration 

 Systems Integration Plan 
 Interface Design Document 

Task 7: Testing 

 Comprehensive Test Plan 
 System Test Scenarios and Test Cases 
 System Testing Results 
 User Acceptance Testing Results 

Task 8: Knowledge 
Transfer and Training 

 Knowledge Transfer and Training Plan 
 Training Curriculum 
 User Manual 
 Training Execution Results 

Task 9: System 
Deployment and Rollout 

 Production Release Plan 
 Production Release 
 Production Cutover Plan 
 Production Cutover Report 

Task 10: Production 
Support and Transition 

 Transition Plan 
 Disaster Recovery Plan 
 System Acceptance Document 
 Maintenance and Support (M&S) Plan 
 Maintenance Activity Report 
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3.3 Deliverable Expectation Document and Deliverable Review Process 

In its response, the Contractor shall agree to provide each listed Deliverable. If 
Contractor does not agree to provide a given deliverable, Contractor shall provide 
an explanation. 

Contractor shall prepare and submit a Deliverable Expectation Document (DED) 
for each deliverable identified in the Deliverable List table above. The DED shall 
include deliverable purpose, approach/key activities, table of contents, and 
acceptance criteria either following the County’s DED sample provided in 
Appendix P (Sample Deliverable Expectations Document) or a similar DED. 
Contractor shall provide the DED to the County for approval prior to working on 
the subject deliverable. 

The deliverable acceptance and approval processes are outlined below, unless 
otherwise mutually agreed upon between the County and Contractor in a 
Deliverable Expectation Document (DED): 

A. Contractor shall deliver all deliverables to the County, accompanied by a 
Deliverables Acceptance Document (DAD), by the delivery date, as 
established in the Project Management Plan. If Contractor is unable to 
meet the established delivery date, it shall provide the County with written 
notice at least two (2) weeks prior to the delivery date. Such notice shall 
specify the proposed new delivery date. 

B. Unless otherwise noted, the County will review the deliverable within ten 
(10) Business Days of receipt of the Document Deliverable and issue to 
Contractor a Deliverable Acceptance Document (DAD) which either: 

i. Indicates that the County has accepted the deliverable; or 

ii. Documents the County’s comments on where and how the 
deliverable fails to conform to the relevant specifications. 

Should the County not accept the deliverable, or if no changes or 
comments are requested within the specified acceptance review period, 
Contractor Project Manager shall escalate the delay in deliverable 
acceptance to the County’s Project Manager for follow-up and action. 
Contractor Project Manager will assess any potential delays and provide 
this information as a part of the escalation process. 
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If Contractor does not deliver the deliverable by the established delivery 
date, the ten (10) Business Day period (unless otherwise noted) will be 
extended by the period reasonably required by the County to reallocate 
resources to perform the review. 

C. The parties shall repeat the above processes until the County accepts the 
deliverable per the acceptance process for deliverables. 
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3.4 Task 1: Project Management 

The Project Management task includes the services and deliverables to be 
provided by Contractor throughout the life of the project. Contractor shall follow 
project management methodologies consistent with the County’s standards and 
guidelines as well as the Project Management Institute (PMI) Project Management 
Methodologies stated in the Project Management Body of Knowledge (PMBOK) 
or similar industry standard.  

Contractor must provide a Project Manager that has led a case management 
system implementation for a medical examiner and/or coroner department in the 
past five (5) years with the proposed software. 

Contractor shall provide ongoing project management including weekly project 
plan updates, weekly status reports and weekly status meetings. Contractor shall 
prepare a baseline risk management plan and update the plan regularly (bi-
weekly) over the course of the project. 

Contractor shall provide project management tools, processes, and techniques to 
guide the project, measure and monitor progress, identify and mitigate risks, 
facilitate completion of tasks, ensure quality, and accommodate and manage 
changes in scope. All Project Management documents (e.g. Project Management 
Plan, Project Schedule, Work Breakdown Structure) shall be compatible with 
Microsoft 2010 or later software products. 

 Contractor shall provide the following project management activities: 

 Development and Management of a Project Management Plan (PMP) 

 Project Document Management 

 Resource Management (County and Contractor Staffing) 

 Schedule Management 

 Communications Management (Status Reporting /Stakeholder Agency 
/Department Communications) 

 Quality Assurance and Control, including Quality Gate Reviews 

 Risk and Issue Management and Escalation 

 Scope and Requirements Management, including Requirements 
Traceability  

 Cost Management 

 Change Request Management 
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 Performance Management (Project and System) 

Contractor shall provide the following Project Management sub-tasks and 
deliverables: 

Task 1: Project Management Sub-Tasks and Deliverables 

Task 
# 

Sub-Task 
Name 

Description Deliverables 

1.1 
Project 
Kickoff  

Contractor shall, at minimum, 
develop a Project Kickoff 
Presentation to deliver and 
present to DMEC CMS 
Stakeholder agencies 
/departments in a Formal Kickoff 
Meeting to initiate the project.  

A Project Kickoff Presentation shall include 
information to provide the stakeholder 
agencies/departments an understanding of the 
process, roles and responsibilities: 

 Understanding of the roles of various 
project stakeholders including the 
sponsor, Project Management Team, 
Contractor Project Team, Business 
staff, IT staff, and any other key project 
team members 

 Identification of key stakeholders to be 
contacted to review and validate 
information relative to all steps of the 
project throughout the Software 
Development Life Cycle (SDLC) 

 Understanding of the process to provide 
input to the strategic and tactical reports 
on a regular basis 

 Understanding of project performance 
measurements and critical success 
factors 

Any decisions or agreements from the kickoff 
meeting shall be documented by Contractor and 
submitted to the overall project team for review 
and acceptance. 
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Task 
# 

Sub-Task 
Name 

Description Deliverables 

1.2 
Project 
Management 
Plan 

Contractor shall plan the activities 
to be carried out in the project, the 
assignment of resources to those 
activities, the dependencies 
among those activities, and their 
timing. Working with the County 
Project Manager, Contractor shall 
set up roles, responsibilities, 
record-keeping systems, lines of 
communication, and procedures 
for managing the project, assuring 
quality, managing technical 
configuration, and controlling 
project changes.  

 

A Project Management Plan (PMP) and 
Schedule shall conform with PMI’s PMBOK or 
similar industry standard.  

The deliverable shall minimally include the 
following components:  

A. Project Objectives  

B. Project Scope Definition 

C. Project Schedule & Work Breakdown 
Structure  

D. Project Resources  

I. Contractor’s Project Team 
(e.g., organization, names, role 
definition and organization 
reporting lines) 

II. Project roles and 
responsibilities 

E. Resource Management Plan (Staffing 
Plan) 

F. Scope and Requirements Management 
Plan 

G. Release Management Plan 

H. Communications Plan 

I. Quality Assurance and Control of work 
products developed and delivered by 
Contractor and Contractor’s sub-
contractor(s) if applicable 

J. Risk and Issue Management including 
Risk Assessment Baseline 

K. Project Schedule / Work Breakdown 
Structure 

The County acknowledges that some portions of 
the PMP may require a standalone plan. 

The Contractor shall propose a Project 
Management approach.  
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Task 
# 

Sub-Task 
Name 

Description Deliverables 

1.3 
Project 
Status 
Reporting 

Contractor shall establish a project 
control and reporting system to 
provide routine and realistic 
assessments of the project 
progress through the completion 
of the project against approved 
milestones and detailed plans.  

Contractor shall advise the County 
of progress in meeting goals and 
schedules contained in the work 
plans. This shall be initiated one 
week after Contract effective date 
and applied weekly thereafter, and 
shall consist of weekly progress 
meetings attended by Contractor 
and the County. These may 
include walkthroughs of selected 
deliverables as requested by the 
County staff. 

Contractor shall prepare monthly 
Executive Steering Committee 
(ESC) reports, attend and present 
to the ESC, summarizing project 
accomplishments in the prior 
reporting period, risks, issues, 
upcoming tasks and deliverables.  
All risks and issues shall be 
documented in a list that 
summarizes impacts, alternatives 
and recommendations.  

Weekly written Status Reports, shall be 
provided by Contractor to the County one 
working day before each weekly meeting, and 
containing items to be discussed at the meeting, 
including: 

A. Tasks completed for the period 

B. Tasks planned but not completed for 
the period 

C. Tasks planned for next period 

D. Earned value status 

E. Upcoming County resource needs (90-
day forecast) 

F. Issues 

G. Risks 

H. Decision requests 

Monthly Executive Steering Committee 
reports, shall be provided by the Contractor to 
the County one working day before each 
monthly ESC meeting, and contain a summary 
of the project from the prior reporting period.  
Any decisions or project items for escalation 
shall include alternatives, an impact analysis, 
and recommendation. 

1.4 
Project 
Close-out 

Contractor shall provide Contract 
close-out plans and manage 
project close-out activities in 
accordance with the plan.  

A Contract Close-out Plan describing 
Contractor’s approach to completing the 
required activities necessary to close the 
Contract, minimally including: updating and 
transferring all System documentation to the 
DMEC Project Team, obtaining County 
acceptance on implementation of all  
requirements including tracking and reporting 
against NAME cycle time standards, performing 
formal Contract closure, and transitioning 
operational CMS responsibilities over to DMEC 
Project Team, except for those assigned to the 
Contractor in any ongoing maintenance and 
support agreement. 
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3.5 Task 2: Requirements Validation 

Contractor shall manage requirements as defined within the Requirements 
Management Plan defined within the PMP. Contractor shall review the 
requirements included in this SOW and work with County to confirm, update and 
finalize the list of requirements to be provided by DMEC CMS. Inputs to this review 
shall include the requirements included in this SOW, DMEC CMS Future State Use 
Case documentation, and capabilities of the out-of-box DMEC CMS product. 
Contractor shall ensure that all confirmed functional and technical requirements 
are provided by DMEC CMS and document how such requirements are realized 
in a Requirements Traceability Matrix (RTM). Contractor shall update the matrix 
as the project proceeds. 

Contractor shall provide the following Requirements Validation sub-tasks and 
deliverables: 

Task 2: Requirements Validation Sub-Tasks and Deliverables 

 

   

Task 
# 

Sub-Task Name Description Deliverables 

2.1 
Requirements 
Management 

Contractor shall validate, update, 
and manage the functional and 
technical requirements to ensure 
traceability throughout the life of 
the project. 

The Requirements Management Plan shall, 
at a minimum, address the following areas: 

 Establish a baseline for existing 
requirements 

 Manage versions of requirements 

 Establish and maintain the County’s 
requirements traceability matrix that 
will be used for requirements 
management, and map where in the 
software a given requirement is 
implemented 

 A requirements change control 
process 

 A methodology for managing 
requirements in an iterative 
development lifecycle 
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Task 
# 

Sub-Task Name Description Deliverables 

2.2 
Requirements 
Analysis 

Contractor shall conduct working 
sessions to review Appendix B1 – 
DMEC Use Cases and Appendix 
B2 – Requirements Response 
Workbook. Contractor shall 
validate each functional and 
technical requirement, as well as 
details described in the Use Case 
document. 

 

Contractor shall ensure a common 
understanding with the County of 
the functional and technical 
requirements, and use cases, prior 
to entering the Design Stage to 
ensure the System solution meets 
the County’s expectations and 
vision for the new solution. 

 

Contractor shall validate, update, 
and manage the functional and 
technical requirements to ensure 
traceability throughout the life of 
the project. 

A Requirements Analysis Document (RAD) 
shall summarize findings from requirements 
working sessions, changes made to 
Requirements Traceability Matrix and Use 
Case documentation and require approval by 
County stakeholders.  The RAD shall include 
the updated Future State Use Case 
Document. 
 
A Future State Use Case Document 
reflecting all updates to the County document 
following working sessions, validated by 
Contractor and County stakeholders. 
 
A Requirements Traceability Matrix (RTM) 
defining design-level requirements (functional 
and technical) in a manner that easily 
illustrates how requirements are satisfied 
through configuration, interface and other 
design/development activities. Contractor shall 
provide updates from all functional and 
technical working sessions in this document. 
 
For each requirement, the RTM shall include: 

A. Reference to the DMEC Use Case and 
requirement number in Appendix B2 – 
Requirements Response Workbook.  

B. The specific DMEC CMS component 
(e.g. screen, report, workflow, data 
field) where the requirement is met 

C. The test scenario(s) where the 
requirement is tested including 
acceptance criteria 

D. The user procedure or training module 
where instruction is provided for the 
requirement (if applicable) 



STATEMENT OF WORK (SOW) 

 

1/19/21  40 

3.6 Task 3: System Design, Development and Configuration 

Contractor shall use a proven implementation methodology based on industry 
standards and best practices. The methodology establishes an accountability 
framework which allows Contractor to deliver high-quality services throughout the 
project. The framework shall link project stages to defined quality gates and 
deliverables.  

Contractor shall conduct workshops with the County during project initiation and 
planning to determine the System production deployment approach for rolling out 
DMEC CMS, including possible phasing strategies, site specific considerations, 
and benefits and risks of strategy alternatives.  

Contractor shall apply industry best practices and work with the County to 
determine recommendations for managing organizational change required for 
DMEC CMS to meet the project objectives. Such recommendations shall be 
developed considering business impact on each of DMEC CMS stakeholder 
agencies/departments.  

In addition to requirements management outlined within Task 2, Contractor shall 
configure DMEC CMS and provide any specified customizations to meet the 
requirements included in the RTM and the specifications contained in the System 
Design. Contractor shall apply all configuration updates and system changes per 
the approved Configuration Management Plan. 

Contractor shall document all system configuration values and system changes. 
Contractor shall update such documentation for all changes. 

In its response, Contractor shall describe any limitations and/or constraints of 
County staff performing configuration during the implementation. In addition, 
Contractor shall identify any specific skills that may be needed by County staff 
performing configuration changes after production deployment, and any limitations 
or constraints.  

Contractor shall provide the following System Design, Development and 
Configuration sub-tasks and deliverables: 

Task 3. System Design, Development and Configuration Sub-Tasks and Deliverables 
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Task 
# 

Sub-Task Name Description Deliverables 

3.1 
System 
Implementation 
Planning 

Contractor shall describe its 
preliminary System 
Implementation Methodology 
Plan (e.g. implementation 
and/or development 
methodology and plan) for 
system analysis, design, build 
and deployment. Clearly 
identify the timing of each 
stage and key milestones, 
including the rationale for 
Contractor’s proposed timeline 
and any assumptions. The plan 
shall align the stages, 
milestones, and deliverables in 
the project plan with this 
proposed Statement of Work. 

The System Implementation Plan shall 
include (at a minimum): 

A. Description of the implementation 
methodology and plan for delivering 
DMEC CMS, including:  

i. Installation and/or setup  

ii. System Analysis and 
Design 

iii. System Configuration 

iv. System Build (e.g. data 
import, interfaces) 

v. Testing (e.g. unit testing, 
system, UAT) 

vi. Training 

vii. Production Deployment 
(e.g. including possible 
phasing strategies, site 
specific considerations, and 
benefits and risks of 
strategy alternatives) 

viii. Production Go-Live 
Support 

ix. Post-Production Go-Live 
Support 

B. Identification of stages and key 
milestones, including any 
assumptions. Aligns the stages, 
milestones, and deliverables in the 
Project Plan within this proposed 
Statement of Work.  

C. Description of dependencies on 
DMEC CMS project activities and 
any external constraints or 
dependencies.  

D. Organization change management 
recommendations 
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Task 
# 

Sub-Task Name Description Deliverables 

3.2 System Design  

Contractor shall use a 
structured Software 
Development Life Cycle 
(SDLC) process, including an 
iterative software development 
methodology and incremental 
deployment of functionality to 
the production environment. 
This approach allows both 
Contractor and the County 
frequent feedback as to the 
progress of the Project with 
opportunities to make 
corrections in interpretation 
and will result in a better 
understanding of the 
challenges of the Project at an 
earlier date. 

Contractor shall conduct 
workshops with the County 
during project initiation and 
planning to determine the 
System production deployment 
approach for rolling out DMEC 
CMS.  

Contractor shall incorporate 
the design and development 
approach into a 
comprehensive System Design 
and Development Plan. 

The System Design and Development 
Plan deliverable shall minimally include: 

A. Use cases, business process flows 
or a similar mechanism describing 
how DMEC CMS will be used in the 
context of each County business 
process 

B. Reporting Strategy & Plan that 
includes specifications for what 
custom reports Contractor will build 
in addition to any standard reports 
provided to address the Reports 
List in Appendix B2 – Requirements 
Response Workbook 

C. DMEC CMS security and privacy 
controls 

D. Key business processes and/or 
policy changes required to conform 
with DMEC CMS capabilities 

E. Summary level descriptions of 
DMEC CMS changes needed to 
meet County requirements 
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Task 
# 

Sub-Task Name Description Deliverables 

3.3 
Configuration 
Management 

Contractor shall document the 
system configuration, including 
references to system tables 
where appropriate.  

The Application Configuration Report 
shall include history of configuration 
changes, including references to system 
provided change logs if available. In 
addition, the Deliverable shall include 
detailed specifications for all system 
changes/customizations and shall also 
include information regarding the 
configuration needed to scale and expand 
within and across other 
agencies/departments, potentially including 
those outside of criminal justice. 
 
The Configuration Management Plan 
deliverable shall minimally include: 

 
 Platform-specific Hardware and 

Software solution components. 
 

 Descriptions including Architecture 
or Configuration updates, new 
functionality introduced, defects 
fixed, modifications to interfaces 
with other systems, other changes 
to existing code, and any software 
and hardware configuration 
changes. 
 

 Detailed hardware and software 
configuration information including 
any software and hardware 
dependencies and instructions at a 
level of detail that will enable 
System administration staff to 
rebuild and configure the hardware 
environment. 
 

 Detailed configuration information 
for any 3rd party hardware and 
software. 

 

   



STATEMENT OF WORK (SOW) 

 

1/19/21  44 

3.7 Task 4: Security 

Contractor shall provide the following Security sub-tasks and deliverables: 

Task 4. Security Sub-Tasks and Deliverables 

Task 
# 

Sub-Task 
Name 

Description Deliverables 

4.1 
System 
Security 
Management 

Contractor shall provide a System 
Security Plan that describes the 
security approach for DMEC CMS. 
In addition, because of the 
expected interactivity with other 
entities, a comprehensive plan 
shall explain how DMEC CMS will 
respect and coordinate, when 
necessary, with the security 
constraints of other entities (e.g. 
LEAs).  

 

The System Security Plan shall address, at a 
minimum, the following areas: 

 General Information about System 
Environment, Interconnections 
/Information Sharing, Applicable Laws 
or Regulations, Information Sensitivity, 
Responsible Parties, General System 
Description 

 Security Controls pertaining to Risk 
Assessment and Management, User 
Rules or Behavior, Implementation 
Phase, Operation and Maintenance 
Phase 

 Operational Controls pertaining to 
Personnel Security, Physical and 
Environmental Protection, Input 
/Output Controls, Contingency Plans, 
Maintenance, Integrity, Documentation, 
Training, Incident Response 

 Technical Controls pertaining to User 
Identification and Authentication, 
Logical Access Controls, Audit Trails 
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3.8 Task 5: Data Conversion 

Contractor shall provide the following Data Conversion sub-tasks and 
deliverables: 

Task 5. Data Conversion Sub-Tasks and Deliverables 

 

   

Task 
# 

Sub-Task 
Name 

Description Deliverables 

5.1 

Data Quality 
Assessment 
and Strategy 
Plan 

Contractor shall plan how source 
data will be reviewed and 
characterized for conversion.  
The plan shall include best 
practices from prior experience 
of performing data conversions 
to the proposed CMS.  

 

 

The Data Quality Assessment and 
Strategy Plan shall include plans for working 
sessions with County staff to identify potential 
data quality issues, and review data profiling 
results.  The plan shall include how data 
quality will be evaluated and reports 
generated on major data quality issues within 
the legacy systems identified for migration. 
 
The Strategy shall include a Data Cleansing 
Plan.  The Contractor shall provide 
recommendations and best practices on 
converting the identified subset of data to the 
new systems. The Plan shall include a 
roadmap for conducting data cleansing, a 
resolution plan including business rules to 
correct data for each data quality issue to be 
addressed, either through automated scripts 
or manually by staff. 
 
The Strategy shall document, based on the 
Data Quality Assessment and Data 
Cleansing Plan, the roadmap for data 
conversion, high-level scope and 
responsibilities. 
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Task 
# 

Sub-Task 
Name Description Deliverables 

5.2 
Data 
Conversion 
Planning 

Contractor shall develop a plan 
that describes the overall 
migration process, how data 
cleansing will be achieved 
(manual and automated scripts), 
data migration technology and 
tools, roles and responsibilities 
for Contractor and County staff. 

 

Contractor shall propose any 
required or recommended 
Extract, Transform, Load (ETL) 
tools to use with the CMS. 

The Data Conversion Plan shall specify 
what and how data conversion (Legacy 
System to CMS solution) will function. This 
plan must include, but not be limited by the 
following: 

 Description of conversion 
Methodology (e.g., processes to 
extract data, processes to validate 
data, documentation of data) 

 Number of mock runs that will be 
conducted 

 Description of manual conversion 
processes that cannot be automated 

 Milestones, targets 
 How much history is converted out of 

each system 
 List of data to not convert 
 Manual data entry and error 

correction after conversion 
 Plan for testing and validating 

converted data 
The Plan shall also include Data Mapping.  
The mapping shall identify source and target 
data fields, data dictionary and entity 
relationship diagrams for the target data 
model. 

5.3 
Data 
Migration 

Data Conversion shall include at 
least 3 mock or test conversion 
runs prior to the final data 
conversion to production. 

The Data Conversion Report shall include: 
 

 Description of the mock runs 
conducted 

 Description of manual conversion 
activities 

 How much data was converted and 
loaded into the target system 

 List of data to be converted 
 Description of automated data 

cleansing or correction during 
transformation and loading to target 
system 

 Manual data entry and error 
correction after conversion 

 
The Report shall indicate successful 
complete on data conversion. 
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3.9 Task 6: Systems Integration 

Contractor shall provide an overview of integration capabilities and inventory of 
interfaces available with DMEC CMS. Contractor shall work with the County to 
identify existing APIs or other methods for DMEC CMS to receive or provide data 
for each DMEC CMS interface.  

For each DMEC CMS interface, Contractor shall provide API(s) or other method(s) 
for DMEC CMS to provide data to or receive content from the integrated 
application. As appropriate, Contractor shall extend DMEC CMS to provide the 
required functionality, including working directly with the interfacing application to 
design, develop and test direct interfaces. County shall provision services from 
third party providers of the interfacing systems, if support activities or third-party 
system modifications are required. Contractor shall additionally support County 
testing of all interfaces. 

Contractor shall provide their approach for planning and developing interface 
requirements, including planned design patterns, use of point-to-point and 
middleware/API management methods. Additionally, Contractor shall identify any 
constraints and risks associated with the interfaces anticipated in this project, and 
how the Contractor will address these to ensure successful development and 
deployment. 

Contractor shall provide the following System Integration sub-tasks and 
deliverables: 

Task 6. Systems Integration Sub-Tasks and Deliverables 



STATEMENT OF WORK (SOW) 

 

1/19/21  48 

Task 
# 

Sub-Task 
Name 

Description Deliverables 

6.1 
Systems 
Integration 
Management 

Contractor shall provide a 
Systems Integration Plan 
that describes the 
integration and 
interoperability approach 
for DMEC CMS. In addition, 
because of the expected 
interactivity with other 
entities, a comprehensive 
plan shall explain how 
DMEC CMS will respect 
and coordinate when 
necessary with the 
constraints of other entities.  

The Systems Integration Plan shall address, at a 
minimum, the following areas: 

 General Information about System 
Environment, Interconnections /Information 
Sharing, Information Sensitivity, Responsible 
Parties, General System Description 

 Business processes and workflows between 
systems 

 Capabilities of validation, transformation and 
routing of information and data 

 Adherence and integrity of security 
requirements across systems 

 Interface and Protocol Management (APIs, 
WebServices, etc.), Enterprise Adapters, 
Semantic Mapping, File Transfers, Data 
Federation and Replication, Message and 
Event Generation and Brokering 

 Contractor shall ensure accurate design and 
function, and where needed to allow DMEC 
CMS to accept case content 

6.2 
Interface 
Design 

Contractor shall provide 
interface design services by 
providing API(s) or other 
methods for DMEC CMS to 
provide and receive data 
from stakeholder agency 
/department systems.  

For each interface, the Interface Design Document 
shall include (at a minimum): 

 Integration flow 

 DMEC CMS adapter /connector type (e.g. 
web service, file) 

 Interface content (field level) 

 Interface trigger event or frequency 

 Validations and exception processing 

 Testing considerations 
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3.10 Task 7: Testing 

Contractor shall prepare test plans and conduct testing needed to ensure that all 
System components are complete, integrated, error free, and meet system 
requirements and specifications. Progressive test cycles shall be repeated until all 
bugs and anomalies are resolved and DMEC CMS components are demonstrated 
to meet all applicable criteria, specifications, and system requirements. 

Contractor shall conduct unit/module and systems integration testing, as specified 
in the Test Plan. 

Contractor shall develop test plans and perform tests to ensure that the production 
system will meet all response-time requirements when deployed to all users and 
used during peak workloads. Contractor shall tune, and otherwise, update the 
production system to resolve noted issues. Contractor shall repeat stress-test 
cycles until all issues are resolved.  

The County shall conduct User Acceptance Testing (UAT) as specified in the 
Comprehensive Test Plan. Contractor shall support UAT.  

Testing and Development shall have their own environments, separate from Stage 
and Production environments. Testing or development shall not be performed in 
the production environment. Contractor shall prepare system environments, 
including configuration and loading of test data, required to support all testing as 
specified in the Test Plan.  

Contractor shall record all tests conducted, defects discovered, defects resolved 
and retests. Contractor shall provide regular status reporting of all testing.  

In addition, Contractor shall use a single Problem Resolution Tracking tool that 
Contractor and the County shall use collaboratively for the tracking of System 
defects. The Problem Resolution Tracking tool shall, at a minimum, include: 

 All defects in the System identified during any testing phase or in 
production shall be recorded, prioritized, tracked, and resolved in a 
timely manner. Each shall be assigned a “Defect Level” based on the 
following definitions: 

o Critical - Results in a complete system outage and/or is 
detrimental to the majority of the development and/or testing 
efforts. There is no workaround.  

o Serious - System functionality is degraded with severe adverse 
impact to the user and there is not an effective workaround. 
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o Moderate - System functionality is degraded with a moderate 
adverse impact to the user but there is an effective workaround. 

o Minor - No immediate adverse impact to the user. 

 Contractor shall allow the County full access to the Problem Resolution 
Tracking tool. 

 The processes and management of the Problem Resolution Tracking 
tool shall be addressed as part of the Quality Control Plan. 

Contractor shall comply with the “Defect Level” approach as described above, 
including the requirement that the County's Project Management shall designate 
the level of severity to all defects. 

Contractor shall provide the following Testing sub-tasks and deliverables: 

Task 7. Testing Sub-Tasks and Deliverables 

Task 
# 

Sub-Task 
Name 

Description Deliverables 

7.1 
Test 
Planning 

Contractor shall prepare test plans 
and conduct testing needed to 
ensure that all system 
components are complete, 
integrated, error free, and meet 
system requirements and 
specifications. Progressive test 
cycles shall be repeated until all 
bugs and anomalies are resolved 
and DMEC CMS components are 
demonstrated to meet all 
applicable criteria, specifications, 
and system requirements. 

 

Contractor shall record all tests or 
inspections conducted, any 
corrective action taken, the time a 
problem was first identified, a clear 
description of the problem, and the 
time elapsed between 
identification and completed 
corrective action. 

 

Contractor shall provide a Comprehensive 
Test Plan complying with the County’s testing 
practices. The Test Plan shall include the 
procedures for documenting the completion of 
each test phase, test scripts, test conditions, 
test cases, and test reports. Detailed Test Plans 
shall be created for the following: 

 Unit/module testing approach 

 Systems integration testing approach 

 County user acceptance testing 
approach with support from Contractor 

 Performance and stress testing 
approach 

 Security testing approach 

 Test data creation approach, including 
data refresh processes 

 Automated test usage (optional) 

 Defect remediation release strategy 

 Defect reporting and tracking  
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Task 
# 

Sub-Task 
Name 

Description Deliverables 

7.2 

Test 
Scenarios 
and Test 
Cases 

Contractor shall describe the 
scenarios required to fully test all 
requirements of DMEC CMS.  

 

For each test scenarios, the System Test 
Scenarios and Test Cases shall minimally 
include:  

 Traceability to validated requirements 
and business processes  

 Dependencies and data preconditions 

 Test instructions 

 Expected results 

7.3 
System 
Testing 

Contractor shall conduct and 
record the results and remediation 
steps of the integration system 
testing. 

For each test scenario during Systems Testing, 
the System Testing Results shall include (at a 
minimum): 

 Date scenario was executed 

 Person executing the scenario 

 Performance and stress testing results 

 Test result status (pass/fail) 

 Defects discovered 

 Retest dates and results 

7.4 
User 
Acceptance 
Testing 

Contractor shall support the 
County in UAT testing and record 
all associated results and 
remediation steps. 

For each test scenario during User Acceptance 
Testing, the User Acceptance Testing 
Results shall include (at a minimum): 

 Date scenario was executed 

 County Person performing executed 
test scenario 

 County determined test result status 
(pass/fail) 

 Defects discovered and proposed 
resolution from Contractor Team 

 County Retest dates and results 
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3.11 Task 8: Knowledge Transfer and Training 

Contractor shall provide full onsite training and curriculum for approximately twenty 
(20) County Trainers for each of the user roles identified in Sub-Task 8.1. The 
County intends to implement a train-the-trainer approach. Contractor shall 
coordinate with the County Training Manager to adhere to County training 
standards, guidelines and best practices. 

In addition, Contractor shall provide the County a training course outline for review 
and acceptance at least thirty (30) calendar days prior to the scheduled training. 
The Training Course Outline shall minimally include: 

 Course Presentation Material 

 Student training exercises 

 Pre- and post-assessment materials 

Contractor shall populate on-line help content consistent with documentation 
provided under this task. Contractor shall provide the capability for the County to 
update on-line help content. Also, Contractor shall work with the County to 
incorporate content describing the corresponding business process for each help 
menu item.  

Contractor shall provide documentation specific to the County’s DMEC CMS 
implementation.  

In its response, Contractor shall list and describe documentation that will be 
provided, including the formats in which the documentation will be made available.  

Contractor shall provide the following Knowledge Transfer and Training sub-tasks 
and deliverables: 

Task 8. Knowledge Transfer and Training Sub-Tasks and Deliverables 
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Task 
# 

Sub-Task Name Description Deliverables 

8.1 

Knowledge 
Transfer and 
Training 
Planning 

Contractor shall provide training for 
the following roles. Training shall 
be specific to each listed role: 

A. Super User – “Train the 
Trainer” (e.g. business) 

DMEC CMS End-Users: 

B. Reporting Desk Clerk/WC 

C. Investigator/Supervisor 

D. Forensic Attendant/DSU 
Supervisor 

E. Forensic Technician 

F. Deputy Medical Examiner 

G. Toxicology Lab Technician 

H. Notifications Clerk 

I. Public Records Clerk 

J. Disposition Clerk 

K. Support Staff 

 

Note: Contractor coverage through 
its “Train the Trainer” approach 
must accommodate extended 
shifts of DMEC employees (e.g. 
night shift Investigators). 
Contractor should address plan to 
transfer knowledge to these DMEC 
stakeholders in its response. 

Contractor shall develop (in cooperation with 
the County) a Knowledge Transfer and 
Training Plan to describe the approach for 
bringing managers, end users, and technical 
personnel to a familiar level of understanding 
with how DMEC CMS works. The Plan shall 
address the following topics: 

 Resources necessary to complete the 
training effort along with the tools and 
documentation that will be necessary 
to support proposed effort 

 Specific courses and course materials 

 Lists of materials, facilities, 
equipment, user profiles, access 
procedures, work samples, and other 
items needed for each training 
session, including items that County is 
to furnish 

 Training calendar indicating the 
specific attendees and locations for all 
user training sessions. The calendar 
shall also indicate any planned phases 
or iterations in the delivery of training 

 Knowledge Transfer to enable County 
personnel to operate, maintain, 
configure and modify the new 
systems, including operation of the 
testing tools, supporting infrastructure, 
and security 

Contractor shall provide a report about the 
progress of training activities 
 

8.2 
Provide Training 
Curriculum 

Contractor shall provide training 
curriculum of sufficient depth and 
clarity to provide breakdown of the 
course material. 

For each course identified in the Training Plan, 
the Training Curriculum shall include (at a 
minimum): 

 Course presentation materials 
(Trainer Version) 

 Course presentation materials 

 Student training exercises 

 Pre-and post-assessment materials 

 Training data specifications for 
training exercises (if applicable), 
including training data initialization 
procedures 
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Task 
# 

Sub-Task Name Description Deliverables 

8.3 
Provide User 
Manual 
Documentation 

Contractor shall provide online 
user manuals of sufficient depth 
and clarity to enable users to utilize 
all relevant system features during 
their work duties, both during the 
implementation and after the 
production cutover. 

The User Manual shall include (at a 
minimum): 

 CMS end-user manual(s) 

 CMS mobility user manual 

 System administration and operations 
manual 

 On-Line Help administration manual 

 Ad hoc report writing manual 

 Run book that contains: network 
configurations, reboot procedures, 
monthly/daily maintenance along with 
trouble shooting guidelines 

8.4 
Conduct 
Training 

Contractor shall conduct and 
complete onsite Train-the-Trainer 
training session within a sixty to 
ninety (60-90) day period prior to 
system Go-Live.  
 
Contractor shall provide technical 
training with sufficient depth and 
clarity to enable County technical 
personnel to understand the 
underlying structure and function of 
system components, to 
troubleshoot the application 
software and interfaces (including 
platform, network, and security 
interfaces), to support users (help 
desk(s)), to perform all system 
administration and administration 
duties, and to plan for potential 
future integration with other 
applications. 

The Training Execution Results shall 
summarize the training efforts, its outcomes 
and confirm its completion including training of 
trainers and technical training of system 
administrators. 
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3.12 Task 9: System Deployment and Rollout 

While DMEC desires a “big bang” CMS implementation, a successful approach will 
require extensive training across bureaus and must allow for enhancements in the 
short to mid-term. Contractor shall use a proven implementation methodology 
based on industry standards and best practices. The methodology establishes an 
accountability framework which allows Contractor to deliver high-quality services 
throughout the project. The framework shall link project stages to defined quality 
gates and deliverables.  

Contractor shall validate that each interface to an external system is working 
correctly. Contractor will repair all interface-related problems caused by 
Contractor-developed interfaces. 

In addition, Contractor shall assist the County with testing and release preparation 
in the pre-production environment. 

Contractor shall provide the following System Implementation sub-tasks and 
deliverables: 

Task 9. System Deployment and Rollout Sub-Tasks and Deliverables 

Task 
# 

Sub-Task 
Name 

Description Deliverables 

9.1 
Production 
Release 
Planning 

Contractor shall, in coordination 
with the County, create a 
Production Release Plan that 
shall consist of a deployment 
plan to go live in the production 
environment, assist the County 
in successfully cutting over users 
and maintaining DMEC CMS in 
the Production environment. 

The Production Release Plan shall include, 
but not be limited to, the following components: 

 Updated Configuration Information 
required satisfying the County 
production configuration management 
requirements 

 Updated System Architecture 
 Updated Detailed Design, including 

detailed system, technical, and user 
documentation. Deployment schedule 
 

In addition, the Plan shall include detailed step-
by-step activities (both Contractor and County 
activities) and the timeline for the cutover 
process. The plan shall define the milestones 
where readiness to proceed is assessed, 
go/no-go criteria, and fallback positions to be 
taken if no-go conditions are encountered. 
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Task 
# 

Sub-Task 
Name 

Description Deliverables 

9.2 
Production 
Release 

Upon successful completion of 
UAT, the County will schedule a 
release to be moved to the 
Production environment. 

Each Production Release shall include the 
following: 

 Release-specific Hardware and 
Software system components 

 Release Description including 
Architecture or Design updates, new 
functionality introduced, defects fixed, 
modifications to interfaces with other 
systems, other changes to existing 
code, and any software and hardware 
configuration changes 

 Release Contents including a 
description of the release structure 
and contents and instructions for 
assembling and/or configuring the 
components of the release 

 Detailed hardware and software 
configuration information including any 
software and hardware dependencies 
and instructions 

 Database documentation conforming 
to industry standards 

 Detailed configuration information for 
any 3rd party hardware and software 

Contractor shall provide updated 
documentation when system upgrades to 
software or any Contractor supplied equipment 
occurs through the life of the Contract. 
 

9.3 
Production 
Cutover 
Planning 

Contractor shall provide multiple 
cutover cycles, if specified in the 
Solution Implementation Plan, 
including at minimum one Table 
Top Rehearsal to confirm the 
process and to establish the 
cutover timeline.  

The Production Cutover Plan shall include 
detailed step-by-step activities (both 
Contractor and County activities) and the 
timeline for the cutover process. The plan shall 
define the milestones where readiness to 
proceed is assessed, go/no-go criteria, and 
fallback positions to be taken if no-go 
conditions are encountered. 

9.4 
Production 
Cutover 

Contract shall complete multiple 
cutover cycles, as specified in 
the Production Cutover Plan. 

The Production Cutover Report shall provide 
results of the cutover cycles, including steps 
taken, milestones, fallback positions taken, 
decisions made, and the associated timeline. 
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3.13 Task 10: Production Support and Transition 

Contractor shall provide implementation, maintenance and support of the 
production DMEC CMS for the period as requested in this SOW, and as stipulated 
per County standard terms and conditions. 

Contractor services shall include (at a minimum): 

A. Provision of core DMEC CMS upgrades, including enhancements and new 
features 

B. Service desk support  

C. Defect correction 

D. Impact analysis of upcoming patches and upgrades 

E. Modifications to Contractor provided components and configurations to 
support upcoming patches and upgrades  

F. Testing and deployment of patches and upgrades in all environments 

G. Continuous health checks of the production system 

H. Continuous tuning and other required system level administration 

I. Recommendations for system performance tuning 

J. Application modifications required to support scheduled infrastructure 
upgrades 

Contractor shall support the County to apply maintenance and support activities 
to any components restricted for access to County staff. 

Contractor shall conduct the Vendor Monitoring process on a monthly basis during 
review meetings between Contractor and County. Results may be used to: 

A. Create actionable strategies and remediation plans 

B. Communicate and manage contracts performance 

C. Enhance relationship management through open performance dialogs 

Contractor shall recommend and support infrastructure (e.g., operating system, 
database, etc.) upgrades such that the utilized infrastructure is no more than two 
(2) major releases behind the current release available from the provider of the 
infrastructure component.  

Contractor shall bill County for maintenance and support services provided after 
the acceptance of the Production Cutover Report. If DMEC CMS is implemented 
incrementally, Contractor shall provide maintenance and support services for the 
incremental releases at no additional cost to the County. With concurrence from 
the County, the routine planned maintenance activities shall be scheduled with 
minimal disruption of the 24-hour operational window. Contractor shall provide the 
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County with a copy of the schedule at least 30 days in advance of the scheduled 
maintenance date for approval. 

Contractor shall provide the following sub-tasks and deliverables: 

Task 10. Production Support and Transition Sub-Tasks and Deliverables 

Task 
# 

Sub-Task 
Name 

Description Deliverables 

10.1 
Transition 
Planning 

Contractor shall provide a 
comprehensive Production Support 
and Transition Plan (Transition Plan). 

The Transition Plan will describe how the 
Contractor intends to support DMEC CMS 
and transition that support over to the 
responsible County entities.  

Contractor shall provide the County with a 
list of personnel, contact information, and its 
area of expertise of who shall be performing 
system production support. 

10.2 
Disaster 
Recovery 
Planning 

Disaster recovery requirements 
relative to the physical environment 
and planning for recovery from 
operational failures are not the 
responsibility of the Contractor, unless 
vendor hosted. However, Contractor’s 
knowledge of the System will be 
helpful in the County’s business 
continuity and disaster recovery 
planning.  

Contractor shall provide a Disaster 
Recovery Plan to address the following: 

 Areas of the System most 
susceptible to failure or disaster 
that may result in downtime. 

 Recommendations for recovery 
processes, or steps to take in the 
event of a downtime event. 

 Recommendations for the County 
on how to comprehensively and 
effectively mitigate the risk of a 
downtime event. 
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Task 
# 

Sub-Task 
Name 

Description Deliverables 

10.3 
System 
Acceptance  

There shall be one System 
Acceptance event for DMEC CMS. 
This System Acceptance event will 
mark the end of successful 
Production and Support and the 
beginning of Maintenance and 
Support. 

Conditions for System Acceptance 
shall include:  

 Change configuration and release 
management shall be able to be 
provided by the County. 

 The County shall be able to 
provide application maintenance, 
development and testing 
immediately after acceptance of 
DMEC CMS without Contractor’s 
intervention. 

 All ownership of licenses and 
maintenance contracts shall be 
transitioned from Contractor to 
the County. 

 The resolution of all documented 
Contractor-responsible 
deficiencies as stipulated through 
the approved defect and issue 
tracking process. 

 DMEC CMS successfully 
performs in the production 
environment for a period of one 
hundred twenty (120) consecutive 
calendar days without any level 1 
or level 2 deficiencies. 

 Knowledge transfer and training 
for end users has been provided. 

The successful completion of all other 
work breakdown structure elements, 
tasks, and deliverables as specified in 
the Contractor project schedule as 
approved by the County. 

Once all System Acceptance conditions 
have been met, Contractor shall provide to 
the County for approval, a System 
Acceptance Document that shall include a 
final Requirements Traceability Matrix 
identifying all System requirements 
allocated to current, in-production System 
components. Sign-off of this document by 
the County will constitute System 
Acceptance and trigger the beginning of 
Maintenance and Support. 
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Task 
# 

Sub-Task 
Name 

Description Deliverables 

10.4 
Maintenance 
and Support 
(M&S) 

Upon System Acceptance, DMEC 
CMS will enter Maintenance and 
Support (M&S). Contractor shall 
provide an M&S Plan and sample 
contract language for its standard and 
premium M&S services. 

The M&S Plan shall address the following 
areas: 

 Support Model 
 Triage Procedures 
 Tools 
 Identification of Roles and 

Responsibilities of support 
personnel 

 Release Management 
 Upgrades 
 Maintenance 
 Ongoing Operations 
 Deliverables 
 System Security 
 Defect/Issue management 

10.5 
Maintenance 
Activity 
Reporting 

Upon completion of any maintenance 
activity, Contractor shall furnish a 
maintenance activity report to the 
County within the response timeframe 
define by the Service Level 
Requirements (SLRs).  See Appendix 
B2 – Requirements Response 
Workbook. 

The Maintenance Activity Report shall 
include, at minimum, the following: 

 Date and time notified. 
 Date and time of arrival. 
 If hardware, type and serial 

number(s) of machine(s). 
 If software, the module or 

component name of the affected 
software code. 

 Time spent for repair. 
 List of parts replaced and/or actions 

taken. 
 Description of malfunction or 

defect. 

Contractor shall provide Maintenance 
Activity Reports, monthly, for the duration of 
maintenance and support services. 
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4.0 QUALITY ASSURANCE PLAN 

The County will evaluate Contractor’s performance under this Contract using the quality 
assurance procedures as defined in this Contract. 

4.1 Status Meetings 

Contractor is required to attend scheduled status meetings. 

4.2 Contract Discrepancy Report 

Verbal notification of a Contract discrepancy will be made to the County Project 
Manager within ten (10) business days, whenever a Contract discrepancy is 
identified. The problem shall be resolved within a time period mutually agreed upon 
by the County and Contractor. 

The County Project Manager will determine whether a formal Contract 
Discrepancy Report shall be issued. Upon receipt of this document, Contractor is 
required to respond in writing to the County Project Manager within ten (10) 
business days, acknowledging the reported discrepancies or presenting contrary 
evidence. A plan for correction of all deficiencies identified in the Contract 
Discrepancy Report shall be submitted to the County Project Manager within ten 
(10) business days. 

4.3 County Observations 

In addition to departmental contracting staff, other County personnel may observe 
performance, activities, and review documents relevant to this Contract at any time 
during normal business hours. However, these personnel may not unreasonably 
interfere with Contractor’s performance.   
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5.0 RESPONSIBILITIES 

The Project Team Overview and County’s and Contractor’s responsibilities are as 
follows: 

5.1 Project Team Overview 

The Contractor must provide a team of resources that have the following 
experiences: 

 A Project Manager (“Contractor Project Manager”) with a minimum three 
(3) years of experience of project management experience in implementing 
solutions for U.S. Coroners or Medical Examiners comparable in business 
processes and capabilities to what is requested in this SOW. Specifically, 
case management system experience should include medical examiner-
coroner department clients. This resource must have reference-able 
credentials in the successful completion of the critical project-specific 
administration and oversight activities to execute and deliver an enterprise-
level project. PMP certification is desired for this role 

 A Lead Solution Architect with a minimum three (3) years of experience 
designing case management solutions discussed in this SOW. This 
resource is responsible for project compliance with technical, architectural, 
and implementation best practices and for the implementation of all 
functional requirements. Contractors may propose multiple Lead Solution 
Architects to ensure proper coverage for each implementation phases 

COUNTY 

5.2 County Personnel 

The County will administer the Contract according to the Appendix C – Sample 
Contract, Paragraph 6 (Administration of Contract - County). Specific duties will 
include: 

 Monitoring Contractor’s performance in the daily operation of this Contract. 

 Providing direction to Contractor in areas relating to policy, information and 
procedural requirements. 

 Preparing Amendments in accordance with the Contract. 

5.3 Furnished Items 

The County will provide workspace for the Contractor’s proposed project team 
while they are onsite at DMEC. 
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CONTRACTOR 

5.4 Contractor Project Manager 

Contractor shall provide a full-time Project Manager or designated alternate. 
County shall have access to the Project Manager during all business hours, 365 
days per year. Contractor shall provide a telephone number where the Project 
Manager may be reached during regular County business hours. 

Project Manager shall act as a central point of contact with the County.  

Project Manager/alternate shall have full authority to act for Contractor on all 
matters relating to the daily operation of the Contract. Project Manager/alternate 
shall be able to effectively communicate, in English, both orally and in writing. 

5.5 Contractor Personnel 

Contractor shall assign a sufficient number of employees to perform the required 
work as specified in the Statement of Work. 

All Contractor staff performing Work under this Agreement shall undergo and 
pass, to the satisfaction of County, a background investigation as a condition of 
beginning and continuing Work under this Agreement. Contractor may conduct its 
own background checks, provided that they comply with County’s requirements, 
as acknowledged by County’s Project Manager or designee. 

5.6 Facilities and Furnished Items 

The Contractor shall provide the system hosting environments for Development, 
Testing, Stage, and Production operation of the CMS. In addition, Contractor will 
provide Disaster Recovery capability. The recovery method will depend on the 
selected platform(s) and the System’s architecture and capabilities. The County 
shall provide the training facilities as needed. Contractor shall supply all materials 
not provided by County that are needed to comply with this Statement of Work and 
the Contract. 

5.7 Materials and Equipment 

The purchase of all materials/equipment to provide the needed services is the 
responsibility of the Contractor. Contractor shall use materials and equipment that 
are safe for the environment and safe for use by the employee.  
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5.8 Contractor’s Office  

Contractor shall maintain an office with a telephone in the company’s name where 
Contractor conducts business. The office shall be staffed during the hours of 8:00 
a.m. to 5:00 pm, Pacific Standard Time, Monday through Friday, by at least one 
employee who can respond to inquiries and complaints which may be received 
about the Contractor’s performance of the Contract.  

Calls received during these hours of business must be responded to within 15 
minutes of receipt. Critical system failures must be resolved within 2 hours from time 
of call, while non-critical system failures must be resolved within 6 hours from time 
of call. Non-system failure calls (“Questions”) must be resolved within 24 hours of 
time of call. Each of these response and resolution time windows must apply across 
seven days a week. When the office is closed, an answering service shall be 
provided to receive calls. Contractor shall answer calls received by the 
answering service within 24 hours of receipt of the call. 

See Appendix B2 – Requirements Response Workbook for further details on Service 
Level Requirements. 
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6.0 WORK SCHEDULES 

6.1 Hours /Days of Work 

County regular business hours are 8:00 a.m. to 5:00 p.m., Pacific Standard Time, 
Monday through Friday.  

County observed Holidays are: New Year's Day - January 1, Martin Luther King 
Jr.'s Birthday - third Monday in January, Presidents' Day - third Monday in 
February, Cesar Chavez Day – last Monday in March, Memorial Day - last Monday 
in May, Independence Day - July 4, Labor Day - first Monday in September, 
Indigenous People’s Day - second Monday in October, Veterans Day - November 
11, Thanksgiving - fourth Thursday and fourth Friday in November, Christmas - 
December 25.  

If January 1st, July 4th, November 11th, or December 25th falls upon a Saturday, 

the preceding Friday is a holiday. If January 1st, July 4th, November 11th or 

December 25th falls upon a Sunday, the following Monday is a holiday. 

6.2 Work Schedules 

Contractor shall submit for review and approval a work schedule for each facility to 
the County Project Manager within 10 days prior to starting work. Said work 
schedules shall be set on an annual calendar identifying all the required ongoing 
maintenance tasks and task frequencies. The schedules shall list the time frames 
by day of the week, morning, and afternoon the tasks will be performed. 

Contractor shall submit revised schedules when actual performance differs 
substantially from planned performance. Said revisions shall be submitted to the 
County Project Manager for review and approval within 10 working days prior to 
scheduled time for work. 

6.3 Physical Location 

Contractor shall submit for review and approval a physical work location, which may 
be incorporated into overall work schedule documentation.  The Contractor Program 
Manager shall co-locate at DMEC facilities (1104 N Mission Rd, Los Angeles, CA 
90033) on a part-time or full-time basis during the lifetime of DMEC CMS 
implementation.  

DMEC maintains Investigation division regional offices in the South Bay, Antelope 
Valley, and San Fernando Valley.  These offices provide a more rapid response to 
the location of death in these areas due to the proximity of the regional facility.  The 
Contractor is not required to travel to these regional offices for any tasks such as 
requirements validation, train-the-trainer training or production cutover and go-live. 


