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Scope Statement

Department/Agency: Office of the State Controller
Issue Date: July 30, 2004
Project Name: Statewide Business Infrastructure Project

HR/Payroll Planning Project
Tracking No. TECH-002050

Project Sponsor: State Controller

Project Contact: Don Waugh

Contact Email; ISBIP@mail.osc.state.nc.us |

Technology Services Contract: Attachment 10 — Technology Advisory Services and

Attachment 15 — Financial Systems Support and
Implementation

Due Date for Questions: August 10, 2004 at 5:00 PM (EST)
Answers to be emailed by: August 12, 2004 at 5:00 PM (EST)
Due Date for Responses: August 26, 2004 at 2:00 PM (EST)
Delivery Instructions: Scope Statement Responses should be addresses to:

Office of the State Controller
Attention: John Morgan
3512 Bush Street

Raleigh, NC 27609

The State requests vendors to e-mail questions regarding this Scope Statement to
ISBIP@mail.osc.state.nc.us py the date and time specified above. Responses to the questions
will be emailed to the vendors on Attachments 10 and 15.
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1. Scope Statement Purpose

The purpose of this Scope Statement is to solicit proposals from Vendors to develop a detailed
set of business/functional requirements and a corresponding business process re-design
approach for the State of North Carolina focusing on the State’s critical needs in the areas of
Human Resources and Payroll. These requirements will be subsequently used as input to a
formal procurement process for implementing a new, fully automated human resources and
payroll system to accommodate statewide business needs. The deliverables produced under this
Scope Statement are the early steps in the development of a new, comprehensive, financial and
human resources business infrastructure for the State of North Carolina.

The Statewide Business Infrastructure Project (SBIP) - HR/Payroll Project will have the following
three Phases:

Phase 1 — Planning (This Project)
Phase 2 — RFP Development/Procurement

Phase 3 — Implementation

This Scope Statement is for Phase | only. The successful vendor will not be permitted to
bid on Phase Il of this project, however, will be permitted to bid on Phase IIl.

4 of 36 9/22/2004



2. Project Background

History

Session Law 2001-491 directed the Office of the State Controller (OSC) to determine the
feasibility of developing and implementing a new business infrastructure for the State. The
systems included in the State Business Infrastructure Study (SBIS) support the following
business functions: financial management, cash management, payroll, human resources, budget
management, procurement, treasury, retirement, and revenue accounting. For these core
business systems, a wide range of data was collected — data such as: core system purpose and
capabilities; planned system enhancements; system interfaces; costs associated with existing
systems operation; industry best practices; and, functional gaps/operational risks. The study was
conducted in two Phases:

= Phase |l - Inventory and Assessment - Completed April 4, 2003
Goal: To develop a high-level inventory and assessment of the business systems,
subsystems and integration/ interface components that provide financial, human
resource, and payroll information and support to programs in State government. This
included the identification of technical and business requirements, problems and
risks, and the approximation of present costs incurred for operations and
maintenance.

= Phase Il - Blueprint for Selecting Improvement Approach — Completed October
31, 2003
Goal: To determine and document viable options for implementing a business
infrastructure that would include integrated operations for budgeting, accounting,
payroll, human resources, revenue collection, cash management, investments, and
other business functions of State government. Descriptions and risks for each
alternative approach are provided, along with benefits, constraints and other relevant
considerations.

The SBIS documented the State’s current core business systems as having limited functionality.
These systems rely on dated technology and do not communicate well with each other. In many
cases, they are becoming increasingly difficult to operate, perform routine maintenance, or to
modify to meet new operational requirements. Moreover, these systems are unable to meet the
increasing demand for information needed by management to assist in their decision-making.
Other contributing factors include such things as the overall age of the system, withdrawal of
vendor support, and a rapidly declining workforce possessing the skills necessary to maintain
these systems.

Both summary and detail report information can be accessed on the Office of State Controller
web site: bttg:f!www.osc.state.nc.us!|by selecting the “Business Systems Infrastructure Study”
under the Business Initiatives section.

The study concluded that continued use of the current business systems may adversely impact
the fiscal integrity of state government, as well as the efficiency and effectiveness of its
operations. Therefore, the State decided upon a replacement strategy that carefully weighs the
risks of potential system failures with the current State budget condition and State funding
priorities. The strategy involves an extended implementation approach with the first focus on
replacing the Human Resources and Payroll Systems. Ratified Senate Bill 991 appropriates
funds to implement this strategy.
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3. Project Purposes and Objectives

Real-time integration between current State Human Resource and Payroll systems is greatly
needed for the State of North Carolina to be successful in managing its human capital. Business
functions such as time collection, payroll, human resource administration, financial and
accounting all currently operate on disparate and outdated systems. In an effort to aggressively
move forward with electronic government, the State’s core business infrastructure systems have
been examined from an enterprise perspective and a blueprint for achieving this effort has been
recommended. This blueprint, the Statewide Business Infrastructure Project (SBIP), provides the
roadmap and resources required for implementing a new Financial and Human Resources
business infrastructure for the State of North Carolina. (Detailed information can be found at
http://www.osc.state.nc.us/|by selecting the “Business Systems Infrastructure Study” under the
Business Initiatives section.)

The first initiative under the Statewide Business Infrastructure Project identifies the Human
Resources/Payroll system replacement as a top priority with the primary near-term focus on
defining requirements and selecting a replacement strategy. The goal of the HR/Payroll Project is
to develop an enterprise-wide Human Resources/Payroll system that provides a foundation for
management flexibility, increased efficiency, and the providing of information needed to make
timely and appropriate decisions.

The purpose of this Scope Statement is to accomplish the following deliverables:

1. Develop a complete requirements analysis identifying human resource and payroll
current business processes, current workflows, and future business needs. The
requirements should focus on the most critical business and functional processes central
to the management of personnel resources in state government. Documentation that
was previously captured through the SBIS should be refined for the analysis while
identifying detailed information on the following core business systems: the Personnel
Management Information System (PMIS), Central Payroll System (CP), and the
Department of Transportation Payroll System (DOT Payroll).

The core system assessments should include business processes central to the following
functions across the Office of State Personnel (OSP), the Office of the State Controller
(OSC), and the Department of Transportation (DOT Payroll) including, but not limited to,
the following:
=  Payroll Administration
Payroll Processing
Labor Cost Distribution
Employee Self Service
Personnel Administration
Workforce Analytics
Time Collection and Management
Leave Tracking
Budget Support
Compensation Management
Competency based HR Management
Benefit Administration
Training Administration
Recruitment
Disciplinary Action & Complaint Management
Incident and Accident Tracking
Exit Interviews
Performance Management
Job and Salary Surveys
Position Evaluation Analysis
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= Organizational Management
=  Applicant Tracking

In addition to the core central processes, agencies have individually developed stand-
alone applications to assist them with the HR business functions. For example, typical
duplicate individual agency applications include applicant tracking, time and attendance,
and disciplinary action management.

Therefore, additional agency systems and processes will be assessed in addition to the
core systems and processes. The agency assessments should detail processes that
support HR/Payroll functionality or processes that exchange essential HR/Payroll data
with the State’s central systems. The agencies to be assessed will include:

Department of Health and Human Services

Department of Transportation

Department of Correction

University of North Carolina System

Department of State Treasurer — Retirement Systems Division
State Health Plan

2. Identify process re-engineering and organizational restructuring opportunities for human
resource and payroll business functions particular to the purchase of a comprehensive,
mtegrated HR/Payroll application.

Define how an integrated HR/Payroll appllcatlon would be implemented within
the State of North Carolina to include assessing the potential merger of the DOT
Payroll System with the Central Payroll System.

= Document high-level system requirements including process, function, data,
security, and other technical requirements.

= Review and make recommendations regarding issues such as system(s),
response time(s), system sizing and growth, up-grade ability, etc.

= Present knowledge of present industry practices as well as knowledge of what
traditional industry HR/Payroll packages encompass.

The awarded Vendor shall perform project management, other administrative tasks and additional
work required to respond to questions, issues or other requests made to the project office that are
necessary to successfully accomplish this assessment. All products from this project shall be
property of the State of North Carolina.

The intent is to perform this planning project work in an expeditious and cost-effective manner. |t
is expected to be a six-month effort. Due to severe project budget constraints, vendors are
expected to make the best use of the information prepared in the Statewide Business
Infrastructure Study (SBIS) and their skills and experiences from projects of a similar nature.
Work efforts are to be targeted to the areas where the most benefits accrue to the state, and
preciseness of numbers and exactness of information must be proportional to the value of the
results.

OSC and other participating State agencies will identify appropriate staff to be available to answer
vendor questions on present systems and their benefits and problems, as well as desires and
plans for improvements.

The graphic below summarizes the major statewide business infrastructure projects.
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4. Subsequent Work by Winning Vendor

The Project Steering Committee anticipates that many vendors will desire to participate in this
Project. In order to maintain a fair and competitive procurement process, the following section
has been added to clarify vendor participation in the potential award of future contracts for
subsequent work that may result from the results and recommendations from this first phase
effort.

Specifically the State desires:

HR/Payroll Project Phase Vendor Eligibility

1. Planning All Vendors

2. RFP Development All Vendors with the exception of the Vendor
who was awarded the Phase 1 Planning
Project.

3. Implementation All Vendors with the exception of the Vendor
who was awarded the Phase 2 Bid Preparation
Project.

The awarded Vendor(s) of the Planning Phase and the Bid Preparation Phase will be required to
organize pertinent information obtained in performing the work and provide this documentation to
the State in both paper and computer readable (hard and soft copies) formats. The
documentation must be in a structure that is helpful to all vendors responding to future bidding
documents related to the combined study; thereby, creating a “level playing field” for interested
vendors. The documentation and other relevant material and information resulting from the
Statewide Business Infrastructure Study project are posted to the Office of State Controller's Web
site at http://www.osc.state.nc.us.

The State has final approval authority of the vendor's project documentation described above
including organization, structure, content and technical format.
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5. Vendor Proposal Requirements

Vendor proposals must be straightforward, clear, well organized, easy to understand, and
concise. They must contain the following seven sections. No other sections may be submitted.
Proposals must be submitted in three-ring notebooks or binders with tabs delineating each of the
sections. The minimum font size is 12 on 8.5 x 11 paper, the maximum number of pages for
each section is given below, and the total number of pages must not exceed 20 (front only).
Double spacing of type is the minimum allowed spacing for major contents (inserts of charts,
matrices, tables, graphs, etc. may have smaller type and spacing, but must be readable and
clear). The 20-page limit does not apply to official/legal pages or documents that must be
submitted with the vendor’s proposal, such as The Execution of Scope Statement.

1.
2.

Table of contents (1 page maximum).

Statement of no _conflict of interest (1 page maximum) - Vendors must certify that neither
they, nor any of their personnel who may provide services under any awarded contract, have
a conflict of interest:

As defined or described in NC General Statute § 14-234; and that vendor (including past or
present staff) has not participated in prior work with the State that would bias the work of this
project and/or create real or perceived questions regarding the veracity, integrity or
trustworthiness of the work, including findings and recommendations. Also the vendor
(including past and present staff) has no preexisting disposition on any finding or
recommendation that comes from a vested interest in any particular technology, service or
product or an emotional investment in the project or its results.

Corporate background and experience (4 pages maximum) - This section shall include
information determined by the vendor on the vendor's corporate organization (history, size,
financial soundness, etc.), experience and skills regarding the vendor's track record,
reputation and past performance that indicates the capabilities for the successful completion
of this work. A minimum of three references of similar projects or other projects indicating the
vendor’'s past performance, experiences and capabilities to do this work must be provided
with project description (accompanied by an explanation of how it relates to this project), cost,
and other pertinent information. Contact person(s), with telephone numbers and e-mail
addresses must be provided for each reference.

Project approach (6 pages maximum) - This section must describe the objectives of the
project, the methodology or approach for performing the project, the deliverables resulting
from the work, the person-days involved in the work and the schedule/timetable for
completing the project. The use of subcontractors is allowed pursuant to Paragraphs 4 and 5
of the General Terms and Conditions for Goods and Services, but must be described plainly
in the project approach. Also, the responsibility of the vendor must be unequivocally
described in the project approach.

Project personnel staffing and vendor organization for completing this project (4 pages
maximum) - This section must include the proposed staffing, responsibilities and
organizational structure for accomplishing this project. Names and gualifications of proposed
staff must be provided. Subcontracting is allowed for this work pursuant to Paragraphs 4 and
5 of the General Terms and Conditions for Goods and Services, but its use must be
explained and the responding vendor must be responsible and accountable for all work
performed by subcontractors.

Costs (1 page maximum) - This project requires a time and materials bid with a not-to-exceed
amount. The cost schedule must include two items:

A. Not to exceed bid amount. This amount will be used in the evaluation criteria in
selecting the awarded vendor (see Section 9).

B. Single hourly rate. This rate will apply to all work efforts, regardless of type or
complexity. Also, it will apply to all vendor personnel, regardless of required skill or
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experience levels. The single hourly rate will cover all costs, including direct and
overhead expenses. Travel, per diem and other miscellaneous costs will be
absorbed in the single rate. Only one (1) single hourly rate will be accepted, and that
rate must apply to all persons and all work times (i.e., person-hours). No limitations
on or variations of the single hourly rate will be accepted (such as tiered rates or
maximum/minimum number of hours for a rate).

7. Deliverables/Payment Schedule (3 pages maximum) — Payments will be tied to the
submission of acceptable deliverables. The State will determine the acceptability of all
deliverables. A schedule should be provided of deliverables, the timing for submitting the
deliverables to the State, and the expected payment (per the work effort expected to be
expended for each deliverable per the project plan). This section also should contain a
description of each deliverable and should list the proposed criteria for acceptability of each
deliverable.

The State of North Carolina will provide workspace for the awarded vendor comprising three
cubicles and a suitable meeting room. Telephones and Internet access will be available, but no
computers will be provided.
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6. Timetable/Schedule

Vendor selection and award is anticipated to take from one to three weeks after all proposals are
received. The awarded vendor is expected to begin work within two weeks of selection. The
project is expected to begin in early September and progress in an expeditious cost-effective
manner. All work should be completed in approximately six months. The awarded vendor shall
prepare and submit periodic status reports to the Project Steering Committee not less than
weekly; and as otherwise directed by the committee.
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7. Project Organization and Reporting

Project Steering Committee

v

Program Management Committee

v

Project Management Office

v

Awarded Vendor Staff

v

State Staff

The project organization and reporting structure will be a five-layer hierarchy. The top layer will
consist of the Project Steering Committee (PSC), which will be responsible for the overall
direction and management of the endeavor. Members of the PSC will include the State
Controller, State Chief Information Officer, Deputy State Budget Officer and the State Personnel
Director. The Committee will address and resolve issues, problems and challenges as they arise.
It is responsible for the successful completion of the project - on time, within budget and with
satisfactory results.

The second layer will be the Program Management Committee (PMC). This layer will consist of
key State business leaders at a senior level and provide guidance and coordination across all of
the SBIP projects (including the HR/Payroll Planning Project). This Commitiee has decision-
making authority for normal activities and will make funding recommendations to the PSC.

This third layer will be the Project Management Office (PMO). This Office will establish uniform
project management standards, procedures, tools and reporting. The Office will also compile
status reports for the PMC and PSC, and prepare and monitor the integrated program
management plan for milestone schedule, costs and quality of work/ deliverables. Project
managers from the State and Vendor, and administrative staff from the vendor will compromise
this layer of governance.

The fourth layer, the awarded vendor, will perform the work, prepare all progress, status and
other reports, perform project management tasks, and report to the PMO at least weekly.

The last layer consists of State staff. These personnel, considered to be business and technical
experts, will be available to provide the necessary information to assist the awarded vendor in
performing its work to meet the deliverables and objectives of the project, primarily through
interviews.

The awarded vendor is expected to work closely with the PMO in reporting of findings; performing
analyses; identifying, evaluating, and selecting viable implementation approaches; and preparing
detailed justifications or business cases for the selected alternatives.
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8. “Best Value” Procurement

It is the intent to award this contract to a single overall vendor. The evaluation and vendor
selection process will be based on "best value” in accordance with NCGS §143-135.9 and
Section 9 of this document. The particular procurement methods used are selected so as to
result in the best buy for the State in terms of the functions to be performed. Competitive Best
Value Procurement allows the use of alternate competitive purchasing techniques in addition to
low price analysis in the selection of supply sources determined to represent best value.

A tradeoff/ranking method of source selection will be utilized in this procurement. The evaluation
committee may request written clarifications of any offer received. However, the State in its sole
discretion may refuse to accept in full or partially the response to a clarification request given by
any vendor. Vendors are cautioned that the evaluators are not required to request clarifications;
therefore, all offers should be complete and reflect the most favorable terms. Evaluation
methodology shall be in accordance with Title 9 of the NCAC Subchapter 06B, Section.0302, or
the corresponding section of any future NC Administrative Code, and Section 9 of this document.

The State may elect to conduct negotiations with one or more vendors and make requests of
vendors as may be necessary or proper for best and final offers. Final ranking of responses and
award of the contract will be made after the State reviews all bids and completes its evaluation, or
if negotiations are conducted, and all rounds of Best and Final Offers have concluded. An award
will be made to the vendor with the most advantageous offer.
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9. Evaluation Criteria

An evaluation team will be formed to evaluate proposals and reach a recommendation for the
Project Steering Committee. The State Controller will select the evaluation team, and it will
include State staff knowledgeable in the areas of the study. At its option, the evaluation team
may request oral presentations or discussion with any or all vendors for the purpose of
clarification or to explain the materials presented in any part of the proposal. The process used
by the evaluation committee includes the principles listed above and the criteria listed in the table
below and by applying the associated weight. Due to the State's budget crisis, vendor
capabilities and approaches for completing the study in a cost-effective manner will be a key

consideration.

Evaluation Criteria Section of Vendor Evaluation
Proposal Weight
1. Vendor strengths, capabilities and 3 20%
experience, including corporate
background, references, past and current
projects, financial soundness, performance
history, etc.
2. Description of work, including objectives, 4,5and 7 60%
approach, deliverables, organizational
structure, staffing qualifications,
schedule/timetable, etc.
3. Cost 6 20%

A. Not to exceed bid amount — The not to
exceed bid amount is the cost that will
be used in the evaluation of vendor
responses.

B. Single hourly rate — The single hourly
rate cost is not evaluated as part of
these criteria, but it will be a condition
of the resulting contract with the
selected Vendor.
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10. Administrative ltems

At least 2 originals and 4 copies of the proposal, with an execution page signed by an authorized
officer of the Vendor must be submitted. One electronic copy (in Microsoft Word and/or Excel
format) must be provided on diskette to facilitate distribution. Do not mark your entire response as
“Confidential and/or Proprietary”. Only vendor information referenced in the NC Information
Technology General Terms and Conditions for Goods and Related Services, Section 17,
“Confidentiality” may be confidential. Acceptance of proposals for evaluation when marked
confidential or proprietary, or as exempt from disclosure under N.C. Public Records laws, shall
not constitute a determination by the State that any materials or information contained therein are
exempt from disclosure

* This project may be subject to approval of the State CIO and may be canceled if it is not
certified.

*» Proposals must be submitted to the address and by the time and closing date specified in the
General Information Section

The term of this contract will be for a 6-month period beginning on the date of award.
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11. Additional Terms and Conditions

1)

2)

Supplement: The additional terms and conditions set forth herein shall supplement the
General Terms and Conditions for Goods and Related Services. In the event of a conflict
between this Supplement and the General Terms and Conditions, or any other document, the
order of precedence shall be determined by the State’s solicitation document(s).

Personal Services: The State shall have and retain the right to obtain personal services of
any individuals providing services under this Contract. This right may be exercised at the
State’s discretion in the event of any transfer of the person providing personal services,
termination, default, merger, acquisition, bankruptcy or receivership of the Vendor to ensure
continuity of services provided under this Contract. Provided, however, that the Agency shall
not retain or solicit any Vendor employee for purposes other than completion of personal
services due as all or part of any performance due under this Contract.

a) Vendor personnel shall perform their duties on the premises of the State, during the
State’s regular work days and normal work hours, except as may be specifically agreed
otherwise, established in the specification, or statement of work.

b) The State has and reserves the right to disapprove the continuing assignment of Vendor
personnel provided by Vendor under this Contract. If this right is exercised and the Vendor is
not able to replace the disapproved personnel as required by the State, the parties agree to
employ good faith efforts to informally resolve such failure equitably by adjustment of other
duties, set-off, or modification to other terms that may be affected by Vendor's failure.

c) Vendor will make every reasonable effort consistent with prevailing business practices to
honor the specific requests of the State regarding assignment of Vendor's employees.
Vendor reserves the sole right to determine the assignment of its employees. If one of
Vendor’'s employees is unable to perform due to illness, resignation, or other factors beyond
Vendor’s control, Vendor will provide suitable personnel at no additional cost to the State.

d) This Contract shall not prevent Vendor or any of its personnel supplied under this Contract
from performing similar services elsewhere or restrict Vendor from using the personnel
provided to the State, provided that:

i) Such use does not conflict with the terms, specifications or any amendments to
this Contract , or

ii) Such use does not conflict with any procurement law, regulation or policy, or

iii) Such use does not conflict with any non-disclosure agreement, or term
thereof, by and between the State and Vendor or Vendor's personnel.

e) Responsibilities of the State:

i) Any special requirements in addition to the specifications shall be identified in a
statement of work, made in writing, and annexed to the Contract.

ii) The State will provide the information, data, documentation, test data, and
other items or materials necessary, in its opinion, to facilitate Vendor's
performance of the Contract.

f) Vendor shall provide written notice of any delay or failure of the State under (a) or (b)
above,
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3)

4)

5)

6)

7)

Invoices, Payment: Upon execution of this Agreement, the Vendor shall submit to the
Agency a monthly invoice and, upon approval by the Agency, receive payment within thirty
(30) days. If this Contract is terminated, the Vendor is required to complete a final accounting
report and to return any unearned funds to the Agency within sixty (60) days of the Contract
termination date. All payments are contingent upon satisfactory performance of the invoiced
items and fund availability. In addition to the Payment Terms of the General Terms and
Conditions, the following terms shall apply:

a) Invoices for partial delivery of any Deliverables or for the number of work hours expended
without acceptance of the associated Deliverables may be submitted no more frequently than
monthly, shall reflect all work performed, and shall be subject to a Retainage of twenty five
(25%) percent of the unit costs therefor.

b) Invoicing for work performed of a continuing nature and for an identified Deliverable shall
reflect the pro-rata completion of the work associated with the Deliverable reduced by any
amount previously invoiced and paid and further reduced by a Retainage of ten (10%)
percent of the unit costs therefor.

c) Invoicing for unanticipated work, as described herein, shall not exceed ten (10%) of the
total costs identified by the Contract, and shall be submitted in conformance with (b) above.

d) Upon completion of a work authorization, task, or Deliverable, and acceptance by the
State, Vendor shall submit an invoice for the full charges applicable reduced by the amount
previously invoiced and paid.

e) Notwithstanding any other term herein, progress payments shall not exceed ninety (90%)
percent of the Contract amount prior to the satisfactory completion of the Contract and
acceptance of the Deliverables by the State.

Reports: The Vendor will provide periodic status reports to the Project Manager. Status
reports will include at a minimum a discussion of project progress, problems encountered and
recommended solutions, identification of policy or management questions, and requested
project plan adjustments.

Project Management: All project management and coordination on behalf of agency shall be
through a single point of contact designated as the agency Project Manager. Vendor shall
designate a Vendor Project Manager who will provide the single point of contact for
management and coordination of Vendor's work. All work performed pursuant to this
Contract shall be coordinated between the agency Project Manager and the Vendor Project
Manager.

Meetings: The Vendor is required to meet with agency personnel, or designated
representatives, to resolve technical or contractual problems that may occur during the term
of the Contract. Meetings will occur as problems arise and will be coordinated by agency.
The Vendor will be given reasonable and sufficient notice of meeting dates, times, and
locations. Face to face meetings are desired. However, at the Vendor's option and expense,
a conference call meeting may be substituted. Consistent failure to participate in problem
resolution meetings as demonstrated by two (2) consecutive missed or rescheduled
meetings), or to make a good faith effort to resolve problems, may result in termination of the
Contract.

Confidentiality of Data and Information:
a) The Vendor shall protect the confidentiality of all information, data, instruments, studies,

reports, records and other materials provided to it by the State or maintained or created in
accordance with this Agreement. No such information, data, instruments, studies, reports,
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8)

9)

records and other materials in the possession of Vendor shall be disclosed in any form
without the prior written consent of the State. The Vendor will have written policies governing
access to and duplication and dissemination of all such information, data, instruments,
studies, reports, records and other materials.

b) All project materials, deliverables, including software, data, and documentation created
during the performance or provision of services hereunder is the property of the State of
North Carolina and must be kept confidential or returned to ITS, or destroyed with an
acceptable certification of destruction provided to ITS, or designee. Proprietary vendor
materials shall be identified to the State by vendor prior to use or provision of services
hereunder and shall remain the property of the vendor. Derivative works of any vendor
proprietary materials prepared or created during the performance of provision of services
hereunder shall be subject to a perpetual, royalty free, nonexclusive license to the State.

Personnel, Facilities, And Records — Unless otherwise provided by the Agency, the Vendor
shall furnish all necessary personnel, services, and otherwise perform all acts, duties and
responsibilities necessary or incidental to the accomplishment of the tasks specified in this
Agreement. The Vendor shall be legally and financially responsible for its personnel
including, but not limited to, any deductions for social security and other withholding taxes
required by State or federal law. The Vendor shall be solely responsible for acquiring any
equipment, furniture, and office space necessary for it to comply with this Agreement. The
Vendor shall not substitute key personnel assigned to the performance of this contract
without prior written approval by the Agency’'s Contract Administrator. The individuals
designated as key personnel for purposes of this contract are those specified in the Vendor's
proposal.

Unanticipated Tasks: In the event that additional work must be performed that was wholly
unanticipated, and that is not specified in this Contract, but which in the opinion of both
parties is necessary to the successful accomplishment of the contracted scope of work, the
procedures outlined in this article will be followed. For each item of unanticipated work,
Vendor shall prepare a work authorization in accordance with the State’s practices and
procedures.

a) It is understood and agreed by both parties that all of the terms and conditions of this
Contract shall remain in force with the inclusion of any work authorization. A work
authorization shall not constitute a contract separate from this Contract, nor in any manner
amend or supersede any of the other terms or provisions of this Contract or any amendment
hereto.

b) Each work authorization shall comprise a detailed stateStatement of the purpose,
objective, or goals to be undertaken by Vendor, the job classification or approximate skill
level or sets of the personnel required, an identification of all significant material then known
to be developed by Vendor's personnel as a Deliverable, an identification of all significant
materials to be delivered by the State to Vendor's personnel, an estimated time schedule for
the provision of the services by Vendor, completion criteria for the work to be performed, the
name or identification of Vendor's personnel to be assigned, the Vendor's estimated work
hours required to accomplish the purpose, objective or goals, the Vendor’s billing rates and
units billed, and the Vendor’s total estimated cost of the work authorization.

c) All work authorizations must be submitted for review and approval by the procurement
office that approved the original Contract and procurement. This submission and approval
must be completed prior to execution of any work authorization documentation or
performance there under. All work authorizations must be written and signed by Vendor and
the State prior to beginning work.
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d) The State has the right to require Vendor to stop or suspend performance under the “Stop
Work” provision herein.

e) Vendor shall not expend Personnel resources at any cost to the State in excess of the
estimated work hours unless the procedure below is followed:

i) If, during performance of the work, the Vendor determines that a work
authorization to be performed under this Contract cannot be accomplished within
the estimated work hours, the Vendor will be required to complete the work
authorization in full. Upon receipt of such notification, the State may:

(1) Authorize the Vendor to expend the estimated additional work hours
or service in excess of the original estimate necessary to accomplish the
work authorization, or

(2) Terminate the work authorization, or

(3) Alter the scope of the work authorization in order to define tasks that
can be accomplished within the remaining estimated work hours.

f) The State will notify Vendor in writing of its election within seven (7) calendar days after
receipt of the Vendor's notification. If notice of the election is given to proceed, the Vendor
may expend the estimated additional work hours or services.

10) Conflict Between Terms In Technical Services Contract — In the event of any conflict

between the terms set forth herein and the terms set forth in Exhibit 3 of the Technical
Services Contract, the terms set forth herein shall prevail.
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12. Execution of Scope Statement

By signing the below, the Offeror certifies that:

e This Scope Statement Response was signed by an authorized representative of the Offeror;

s This Scope Statement Response was not derived through any acts of collusion as Stated in
NCGS 147-33.100;

e The Offeror agrees to all the mandatory terms and conditions and agrees to pay the 2%
administrative fee to ITS per Section |, Paragraph B of the ITS Technical Services Contract;
and

e The Offeror agrees to abide by all State of North Carolina Policies, Standards and
Procedures and in addition, adhere to the Statewide Technical Architecture.

Therefore in compliance with the foregoing Scope Statement and subject to all terms and
conditions of the ITS Technical Services Contract, including all exhibits, the undersigned
offers and agrees to furnish the services set forth in the Scope Statement if the Scope
Statement Response is accepted by the State.

Failure to execute/sign scope statement response prior to submittal shall render it invalid.
Late bids are not acceptable.

BIDDER: FEDERAL ID OR SOCIAL SECURITY
NO.
STREET ADDRESS: P.O. BOX: ZIP:
CITY & STATE & ZIP: TELEPHONE NO: TOLL FREE TEL.
NO
TYPE OR PRINT NAME & TITLE OF PERSON SIGNING: FAX NUMBER:
AUTHORIZED SIGNATURE: DATE: E-MAIL:

Acceptance by Agency is contingent upon the Statewide IT Procurement Office's approval of the
Agency’'s recommendation of award. This contract was approved for award by the Statewide IT
Procurement Office on , 2004.

ACCEPTANCE OF SCOPE STATEMENT RESPONSE

If any or all parts of this scope are accepted, an authorized representative of Using Agency shall
affix their signature hereto and this document along with the provisions of the Technical Services
Contract shall then constitute the written agreement between the parties. A copy of this
acceptance will be forwarded to the successful offeror(s).

FOR CONTRACTING AGENCY USE ONLY
Offer accepted this day of , 2004, as indicated on attached certification or purchase order

by (Authorized representative of Contracting Agency)

21 of 36




Appendix A

This appendix provides an overview of the current Human Resources environment for the State
of North Carolina. A description of the Personnel Management Information System (PMIS)
follows the environment overview.

Current Human Resources Environment

The main Human Resources system for the State of North Carolina is the Personnel
Management Information System (PMIS). The purpose of PMIS is to provide a centralized data
repository for those personnel records relating to State of NC employees in order to satisfy the
HR-related business needs of State Government. PMIS has a presence in all
Agencies/Universities in State Government, one of the few data systems in State Government
that has this distinction. In addition to serving as the centralized HR database for State
Government, PMIS also serves as a conduit or hub for HR/Budget/and Payroll-related information
created at the Agency/University level, passed on electronically to State Budget's Salary Control
System, and then on to the Central Payroll System.

The following section contains a brief summary of the current system capabilities for major HR
functions:

Personnel Actions

The current systems require multiple end users to enter data at various locations and times to
complete a single transaction. Information such as hires, rehires, separations, leaves, transfers
etc. is duplicated on numerous systems. This data entry process allows for individual
interpretation of business rules and policies.

Workforce Analytics

Generating trend analysis and HR management reports is very difficult and time consuming in the
present systems’ environment. The limitations are due to the lack of an integrated database or an
ad-hoc reporting tool. A number of pre-defined reports are offered by PMIS. The current situation
requires that end users spend unnecessary time gathering data from multiple sources, formatting
the data, and then manipulating the data to produce statewide analytical management reports.
The time required completing the sorting and summarizing of the information often means that the
data in the reports is no longer up to date.

Employee Self Service

Currently the only employee self service capability is Leave Tracking for employees in the
Agencies that use the State-wide Leave Tracking software. Routine human resource
transactions such as an employee change of address or a change in the number of deductions
for payroll calculation currently can require multiple processing steps.

Compensation Management

The current systems are able to support standard salary range method of pay, but do not support
variable compensation (e.g. bonuses, etc). There is not currently a means to reward the best
performers and includes bonuses or merit increases.

Competency based HR management
The State does not have an on-line statewide qualifications and competency catalogue which
allows for competency based HR management processes.

Budget Support
The current system does not allow for personnel cost planning and the development of

complicated cost scenarios. PMIS does allow for grade revisions, however, to process
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complicated cost scenarios a set of employees is downloaded into an Excel file and then
manipulated. Any changes are then manually keyed back into the system.

Time Collection and Management / Leave Tracking

The current process is very time-consuming and open to individual interpretation of rules and
policies. Non-integrated stand-alone time and attendance/employee leave tracking systems are
being used by some agencies. These stand-alone systems provide no integration between time
collection and payroll, and lack employee self-service time sheet options. There is currently a
project underway to assess the Time Collection and Management process.

Disciplinary Action & Complaint Management

The existing systems capture some but not all of the data required to analyze trends and patterns
of employee behavior in the areas of disciplinary actions taken, employee complaints, and
grievances. The current systems also do not allow the Central Personnel Office to report on
disciplinary actions taken, complaints, and grievances that are resolved at the agency level.

Incident, Accident Tracking
None of the State systems provide an integrated application to tracking, integration, and reporting
of the following types of information:

Occupational health and safety job requirements and employee qualifications.
Workers' Compensation claims, appeals and dollar amounts (currently outsourced).
Disability payment eligibility and integration with payroll.

Accident and incident investigation information.

Employee rehabilitation assignments.

Some systems do have small separate databases to maintain information in the areas mentioned
above. In addition, there is currently no payroll integration between workers' compensation
claims and bills received from healthcare providers. In many cases, the State pays the claim in
twice and then relies on the reimbursement process.

Recruitment

Currently, some Agencies maintain their own stand-alone, applicant tracking systems. This has
led to a great deal of duplication of effort by both state employees and job applicants. There are
no economies of scale and no sharing of information across the various Agencies.

Employee Benefit Administration

The current system is limited in its support of employee benefits’ administration. Employee benefit
systems are spread all over state government and lack a single point of administration.
Retirement, health, and disability benefits are housed in three different agencies. Non-portable
supplemental benefits are administered at each agency.

The State is currently preparing to move towards electronic enrollment. This electronic
enroliment is for the OSP — NC FlexPlan only.

Training Administration

The State has a training center that is responsible for training and professional development.
There are no systems with functionality to the areas of employee training and development
including self-service portals for training requests and applications, course catalogues, facility
scheduling, and course and instructor evaluations.

Performance Management

PMIS records final ratings on performance review codes and runs annual reports based on this
information. There is limited ability to maintain other performance related data. The lack of state
wide standard competency definitions makes it very difficult to match current employee
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qualifications or competencies to those required by their planned career path. It also makes it
difficult to identify specific training that would assist the employee in reaching their career goals.

Job and Salary Surveys
The State does not have a complete on-line source of job and salary survey data. The current

effort required for competitive job pricing and salary comparisons to other public and private
sector employers is very tedious. The State now relies mainly on purchased surveys. PMIS does
not have the capability to compare survey data to employee salaries. A database for the survey
information to be housed is currently in development.

Job Analysis

The State currently has an on-line classification description capability, however, there is no
automated position evaluation process to ensure enterprise wide consistency of evaluations and
comparisons of jobs. This leaves the State open to employee grievances based on different pay
for the same work.

Organizational Management

Organizational charts cannot be directly generated by PMIS. There is also no capability to
generate ad-hoc organization charts, or to generate multiple proposed or planned organizational
charts to assist with organizational or budgetary planning. PMIS does store information on
reporting structures, however, this information is exported into lists only. Agencies do have the
ability to download information from PMIS into OrgPlus software.

Personnel Management Information System (PMIS)

The PMIS stores position and employee history dating back to 1980. It maintains standard
employee and position data such as hire date, classification, position, demographic information,
organizational assignment, salary information, employment status, and grievance information.
Agencies are required to use PMIS for transactions that affect Budget and Payroll through PMIS.
All other functions of PMIS are optional and have been developed in response to user requests.

Technical Platform

Most of PMIS operates in an enterprise-server environment with data housed at ITS (NC
Information Technology Services) using IMS- DL/I and DB2 databases. Programming language
used is COBOL for MVS. The Employee Time and Leave Recording System uses Roma/MQ
Series middleware to access back-end IMS and DB2 databases, via Java EJBs and servlets
housed on a Sybase J2EE Enterprise Application Server, and presents the application to the user
in a web-browser using HTML and Java applets. The document-imaging system (IBM's Image-
Plus) is accessed through CICS. IMS databases are hierarchical and DB2 databases are
relational.

Interfaces

Updates are made directly to the database by each on-line transaction. Mass changes require
individual forms. Approximately 350,000 personnel-action form updates are processed each
month as part of the over 1.25 million total transactions and queries/month handled by the entire
PMIS. Additional interfaces occur in batch mode with the NCAS (State of NC Accounting
System), the Department of Transportation’s Payroll System, and various Agency/University-
developed local systems.

Other real-time components of PMIS include the Statewide Vacancy Posting System (20,000
updates/month), the Accident/ Injury, and Worker's Comp System (2,000 updates/month), the
Grievance/Disciplinary Tracking System (2,000 updates/month), the Employee Training Records
System (1,000 updates/month), the web-based Employee Time & Leave Reporting System
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(6,000 updates/month currently; those updates will increase greatly), the Temporary Solutions
System (2,000 updates/month), the Applicant System (400 updates/month; these updates are
used only in the Employment Security Commission), the document-imaging system for employee
records retention (10,000 updates/month), and the Span of Control System (2,000
updates/month).

Reports

PMIS provides approximately 1,000 hard-copy report requests per month; many handled by the
ZEKE automated scheduler. In addition, PMIS generates 300 separate downloads of system
data a month to about half of the agencies to satisfy agency-specific reporting needs.

Typical types of HR data requests satisfied from the databases include the generation of
position/employee rosters; trends in hiring, promotions, separations, and any other of the
approximately 100 types of personnel actions; turnover rates; projected costs of range revisions
and COLA increases; position and/or employee histories; projected retirements; position and
employee counts; EEO statistics; payroll deductions/Agency; and several types of ad-hoc style
queries. Employee and position histories are available from 1980 to current.

Position counts by Agency and/or Job title are available by quarter from 1980 to current. On-line
turnover rate statistics by Agency and/or Job Title are available by fiscal and/or calendar year
from 1980 to current. EEO data is available from 1980 to current. Most all of the above
information is available not only in hardcopy format but also through on-line queries and/or
downloads.

PMIS Summary

The current Human Resources systems do a good job of maintaining employee and position data
but are not designed to use this data to complete business functions such as Career
Development, Performance Management, Applicant Tracking, Employee Grievance and
Complaint Tracking, Training, Occupational Health and Safety, Budget Cost Planning, or Funds
Based Position Management.

Agencies have individually developed stand-alone applications to assist them with the HR
business functions. For example, some agencies have developed Applicant Tracking systems.
These systems do not share data and a great deal of duplicate work occurs. In our example of
Applicant Tracking, duplicate data collection is required by each agency and applicants must
separately apply to each agency for the same kind of job.

PMIS currently has plans to develop or enhance the following: Employee Overpayment System,

On-line Applicant Tracking, Upgrade from IMS to DB2, PMIS-ITS Bill Automation, Web-enabled
PMIS, Agency/ University Rollout of electronic forms.
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Appendix B

This appendix provides an overview of the current payroll environment for the State of North
Carolina. Descriptions of the Central Payroll System (CP) and the Department of Transportation
(DOT) Payroll System follow the environment overview.

Current Payroll Environment

Within the State of North Carolina, there are twelve agencies and universities responsible for
performing payroll services across thirteen payroll systems. As a whole, the entire payroll for the
State of North Carolina covers in excess of 250,000 employees and retirees (140,000 retirees
and 110,000 active members). Logically, these agencies and universities can be divided into
three major categories:

= The Central Payroll System (CP)

= The University Payroll Systems
o University of North Carolina at Chapel Hill (UNC-CH)
o University of North Carolina at Greensboro (UNC-G)
o University of North Carolina at Charlotte (UNC-C)
o Appalachian State University (ASU) and New River Light & Power Company
o University of North Carolina at Wilmington (UNC-W)
o North Carolina State University (NCSU)
o East Carolina University (ECU)

= Other Systems
o Department of Transportation (DOT Payroll)
o UNC Hospitals
o North Carolina General Assembly
o North Carolina Port Authority

The CP and the DOT Payroll systems were developed in-house. The production, maintenance,
user and enhancement support for CP is provided by the Office of Technology Services (ITS).
The direct deposit function for the DOT Payroll system is also supported by ITS. The remaining
eleven systems are commercial payroll packages that have been customized to meet the specific
needs of each agency or university. These systems are supported locally or by the vendor of the
appropriate software vendor.

With the exception of the North Carolina General Assembly payroll system and the North Carolina
Port Authority payroll system, all other systems interface into a single statewide Personnel
Management Information System (PMIS), owned by the Office of State Personnel. Many
agencies have developed stand-alone software applications to provide HR business functions not
readily available in PMIS. Select payroll systems have a direct interface to PMIS; the remaining
organizations either “re-key” or “file transfer” shared information. The chart below, “Payroll
System Integration,” depicts the systems integration, the name of the software package, and the
interface method to PMIS.
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Central Payroll System (CP)
Processing

CP is the largest of the payroll systems, supplying sixty-eight units with the ability to manage
payroll activities for 79,000 employees. The system processes approximately 100,000 payroll
transactions each month and generated 97,000 W-2's totaling over $3 billion for the 2002
calendar year.

The CP system consists of the following processing cycles:
1. Mid-Month Cycle
2. Cancellation and Rewrite
3. Monthly Cycle
4. Stop Orders
5. Month end Cycle

Additional functionality includes processing for: refunds, moving expenses, nurse’s bonus, law
enforcement allowance, education expenses, National Guard payroll, personal service contracts,
student payrolls and telephone stop orders.

Technical Platform

The Central Payroll system has been in use for the past 20 years. The system was originally
developed in 1982 and resides on the mainframe in the OS/390 operating system with an IMS
DL1 database. The system has approximately 300 Easytrieve and COBOL programs.

Interfaces

There are seventy-six interfaces within the CP — 12 inputs and 64 outputs. The only direct
interface to the CP system is the PMIS. The media for the other interfaces is in the form of either
a tape or a disk file. Most of these interfaces are with other governmental entities and third party
vendors (i.e., State Employees Credit Union, Colonial Life Insurance and, BB&T 401(k) Services).
The output data is usually for either taxes or employee deductions and is accompanied by a
warrant and mailed to the appropriate recipient.

CP also interfaces with NCAS for the posting of payroll expenditure ledger distributions as well as
the reconciliation of the various payroll accounts. The system does not have any direct interfaces
to leave tracking systems for automatically adjusting payroll amounts based on leave usage.
Each agency has its own system or method in place for leave tracking. Payroll adjustments
associated with an employee’s leave must be made manually.

Reports

CP produces a large number of printed reports for each agency payroll unit as a result of every
calculate cycle. The reports are received, prepared for distribution, and mailed to the agency
payroll units by the Central Payroll staff. Technological advances have provided the ability for
reports to be made available to the end-user in electronic format. All Agency payroll units have
obtained the ability to access the Systemware software package, X/PTR. This software package
resides on the mainframe computer and allows for electronic viewing of the reports.

Laser Printing

Central Payroll is currently responsible for printing and distributing payroll checks, deposit
notices, and W2 tax forms. Central Payroll management has identified the need to migrate from
the current use of impact printing to distributed laser printing for payroll checks, deposit notices,
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and W2 tax forms. With this enhancement, Agency units have the ability to print payroll
documents for their employees.

CP Summary

In general, given the magnitude and scope of CP, it is an effective system. However, system
limitation and weaknesses do exist:

= System architecture is not compliant with the existing statewide technical architecture.

= CP is a legacy mainframe system application with loose interfaces to PMIS that
contribute to the following business process inefficiencies:

o Manual calculations and keying of non-standard payroll transactions such as
salary changes due to leave adjustments.

o No direct interfaces to leave tracking systems for automatically adjusting
amounts based on leave usage.

o Inability to process and track Non-resident Alien tax forms on-line.

= Knowledge transfer is non-existent due to limited technical resources and funding.
Contract personnel are performing critical functions.

= Changes in employee benefits that impact payroll are processed manually by various
agencies.

= The cost of maintaining this legacy system will continue to escalate and adding
functionality will be more difficult and costly as technology gaps increase.

Department of Transportation Payroll System (DOT Payroll)

Processing

The DOT Payroll system is similar to the Central Payroll in that it performs the gross and net
payroll calculation for all employees of the Department of Transportation, 80% of which are paid
via direct deposit. The average payroll consists of around 15,000 employees every two-weeks.
The system takes the total amount of working hours in the year and computes that against the
labor rate for each individual. The DOT payroll system has multiple locations for time entry; there
are over 500 employees that enter payroll daily and weekly to support the bi-weekly calculations.
The system generated 16,578 W-2's in 2003 for over $480 million. DOT operates a separate
payroll system for the following reasons:

= DOT has a mechanism to fund and expend all labor cost from the Highway Fund and
Trust Fund.

= DOT has a very detailed and complex labor distribution and cost allocation process that
must be followed to support project accounting and FHWA billing requirements (over
85,000 projects). This functionality is not typically required by other state agencies.

= DOT employees are paid on a bi-weekly pay frequency for regular and supplemental
payrolls. Bi-weekly payments help employees on the lower end of the salary/pay scale.
DOT has a large population of employees at this level.

DOT has the following functionality:
=  Supports day turn around for changes to business rules. (i.e. change status of
individuals from non-eligible to eligible for overtime in disaster recovery)

= Supports Time Capture for employees and equipment usage that must be updated to
cost accounting for project tracking and federal reimbursements.

29 of 36



= Accommodates different time schedules.

= Daily input of financial transactions to monitor disaster recovery and the calculation of
actual payroll cost for FEMA reimbursement.

= Compensatory Leave

= QOvertime, Premium, and Shift-Pay can be calculated and paid with the earnings for that
time period rather than the month after time is earned.

=  Bi-weekly payroll is adjusted once a year for the number of hours in the fiscal year.
Monthly payroll is adjusted each month for those employees who do not work the entire
month.

= Payroll is paid on the actual hours worked, not a projection.

= Pay stubs have leave balances.

=  Supports agreement with FHWA regarding leave time (annual, sick, holiday) additive
rates. These rates are charged to cost centers and reserve accounts are credited
through payroll cycles. Leave time is charged to cost centers and leave codes for
reserve accounts that are debited for actual leave cost through payroll entries. Supports
other payroll related payroll expenses through the use of additive rates charged to cost
centers; such as unemployment compensation, workmen’s compensation, FICA
matching rates — temporary and permanent. Retirement, hospital/medical, disability, and
public liability rates are handled with additive rates. Reserve accounts for these amounts
are credited through the payroll journal entries.

The DOT Payroll system generates regular, supplemental, law enforcement allowance, short-
term disability, premium, moving expense, incentive, longevity, bonus, and hospital medical
payrolls. Processing cycles vary from bi-weekly, monthly or as needed dependent on the payroll
cycle.

Technical Platform

The DOT payroll system has been in existence for over 30 years. Originally written in 1966, the
DOT Payroll system resides on a mainframe system using indexed VSAM files and DB2 tables; it
is written in the Assembler programming language. There are also an estimated 103 programs
written in COBOL for on-line and batch processing and an estimated 260 programs written in
EasyTrieve.

The DOT HR system has been in existence for over 14 years with some components written in
the last 4 years using more up to date technology. There are an estimated 7 CICS COBOL
programs using indexed VSAM files and an estimated 40 Assembler, COBOL and Easy Trieve
programs written for batch processing using indexed VSAM files and DB2 tables. There are 4
Visual Basic applications, 10 Microsoft Access applications, 4 ASP Web apps, 1 CGl Web app,
and 5 Excel applications.

OSP’s IMS system is the main system used by DOT HR staff and DOT Field staff to update and
create personnel records, such as new hires, separations, promotions, and terminations.

Interfaces

There are thirty-eight different interfaces to and from the DOT system. For instance, OSP,
Prudential Retirement, the State Employees Credit Union, the IRS, the Federal Government, Blue
Cross Blue Shield, the Retirement system and various dental, medical and insurance companies
are all outputs/inputs of the system.

OSP creates files nightly for DOT. These files are used to update DOT Payroll files, Parking files,

Skill Base files, and DOT SAP files. The files created by OSP contain daily transactions keyed
by DOT HR and DOT Field personnel.
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Time is captured in the SAP R3 system, CATS, and is FTP to a DOT server. The DOT Payroll
system takes the time file to produce the DOT Payroll. Once pay stubs are created the payroll
system will then create files to be FTP to the SAP R3 system. The files contain detail financial
information that is updated to the Funds Management (FM) and Financial (FI) modules.

Reports

The DOT Payroll system produces an estimated 300 reports that are delivered to DOT Payroll
staff. Some reports are received via ITS courier and other reports are printed on an impact
printer located in the DOT Highway building. DOT Payroll staff manually sorts reports and
batches them with the check and stubs and mails them to over 250 DOT Field Personnel located
through out the state. The reports distributed to the DOT Field Personnel consist of the check
registers, commuting fees, leave reports, bond deductions and Year-to-Date information. DOT
Payroll staff and DOT Field Personnel can access some reports on-line utilizing X/PTR, but only if
they have been authorized to do so. In most cases, only the most recent pay period’s report is
available online. Reports are “written over” each pay period.

Laser Printing and Distribution

DOT Payroll registers, most standard reports, and W2s are printed on a laser printer located at
ITS. However, payroll checks, and deposit stubs, as well as some reports, are printed on an
impact printer located at ITS. The payroll checks and stubs are burst and signed in the DOT
Payroll office. This process does not make it possible for DOT Payroll to provide the employee
with their check or stub in sealed envelopes. The employee’s stub or check is mass mailed to the
DOT Field Personnel for their manual distribution to employees. DOT Payroll staff can request
reports print on an impact printer in the DOT Highway building located in their area. In some
instances the request can be made via an on-line transaction.

DOT Summary

DOT implemented SAP April 23, 2003 as its core business infrastructure platform. All financial
processes are updated to SAP with the exception of payroll calculations. Time entry occurs in
SAP by employees throughout the State daily and weekly. On a two-week interval a time file is
pulled into the legacy payroll system for payroll calculations. (Project related detail is updated to
the Controlling (CO) module.) Once payroll computation is complete files are created and
updated to SAP to record the general ledger and funds management-budget impacts of the
payroll. The Department is evaluating whether or not to implement the SAP HR suite.

The DOT Payroll system is an effective system. However, system limitations and weaknesses do
exist:

= System architecture is not compliant with the existing statewide technical architecture.

= The computer programs, for the most part, are not standardized making it hard to change
them. In addition, some computer programs are written in old assembler code, and they
are not modular which makes it hard to follow the logic flow. Requests for changes to the
system are not a quick turn,

= Documentation that exists for any part of the system is not a reliable resource because
over the years the documentation was not kept up to date. The non-existence of
documentation leaves the technical analyst or users trying to figure out what the system
is supposed to do. This adds time to making changes to the system. In the past few years
there has been an effort to create and or update documentation that can be used by the
technical staff and user.

= The payroll system is a batch system not real time. DOT HR and DOT Field personnel
update DOT personnel records utilizing OSP’s online system. In the last year, changes
were made to allow Payroll staff access to OSP’s online system to make address
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changes only. When errors occur, either by filed staff, HR, or Payroll, it will be the
following night before the corrections are applied.
= There are manual processes that the technical staff, payroll staff, and field staff must do
= Technical staff must change hard coded values in computer programs and tables
throughout the year. If values are not changed it will cause problems in payroll
runs. For example, the date printed on the check could be incorrect, the date
used to post to R3 could be incorrect, and tax information must be updated as
necessary.
= Payroll staff manually creates over 3,500 change cards each month. Creating the
change cards is a massive undertaking and time consuming. The on-line
screens used to input the changes are not user friendly and they are out dated.
In addition, the on-line programs are written in assembler.
= Estimated 10,500 change cards are created, each month, programmatically.
There are estimated 3,800 change cards created, each month, by outside
entities, such as insurance companies, and sent to DOT via tape, disk, or
FTP.
= Adjustments to leave balances and changes to time entry are entered by
personnel from a greenstripe card (correction card) that is hand written by time
entry staff across the state. The payroll staff process approximately 100 or more
greenstripe cards each month requiring at minimum 4 change cards and
sometimes as many as 8 change cards.
= Change cards are used to update employee’s payroll master record.
Supplemental staff submits JCL job streams that apply the change cards.
= After the change cards are applied, payroll staff request the payroll run to stop so
they can correct any errors caused by the change cards. This includes change
cards created programmatically or created by outside entities. Payroll staff stays
in this loop of restarting the payroll run and correcting errors until they are
satisfied with the changes applied.
= There is no functionality for voided checks in the system. This is a completely
manual process requiring change cards to update the employee’s master record
affecting the employee’s W-2.
= Manual worksheets are kept and used to balance W-2 data.
=  The current payroll stubs have no room left on them to enter new insurance program
deductions.
= We are not able to produce manual payroll checks in the system. We have to utilize the
accounts payable process to create emergency payroll checks and then manipulate the
system to correct all of the master data for the employees involved.
=  Although some processes have been automated, there is still room for improvement.

Functionality Needed in Future System for DOT

DOT needs a system that can add the following functionality to the business processes in our
current system. This includes the following:

Automated process for manual checks and voided checks

Calculate retro pay for employees

Store and process garnishment and child support information on employees
Provide employee self service for deductions

Provide a more secure process for distribution of payroll checks and stubs

Explore possibility of printing at a decentralized location for both reports and stubs.
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Appendix C

This appendix provides an overview of what the State is seeking in the future HR/Payroll
Application. Specific requirements for the functions described below will be a deliverable of this
Scope Statement (Section 3).

The State requires a full suite of integrated enterprise human resource and payroll applications to
support and enforce standardized processes and procedures as described below:

Data and Analytics

The HR/payroll application will house all HR data for state employees. The ability for a single end
user to complete an entire transaction ensuring that all relevant data is entered in the appropriate
sequence without any duplication of effort will be required of the application. For certain
transactions, the system should allow for single or multiple levels of review, approval, and
transaction editing. The personnel actions would include information such as Hires (part time, full
time, seasonal, contractor, temporary, etc.), Rehires, Separations including retirements and
involuntary terminations and layoffs, Leaves (Medical, Personal, FMLA), Transfers, Inter-
Governmental Exchange, Promotions, Demotions, Position, Reclassifications, etc.

In addition to eliminating the duplication effort for entering HR data, the new application should
also provide the following data capabilities:

= The ability to complete applicant and workforce analytics such as automatically
generating detailed, timely, and efficient trend analysis and HR management reports
including pre-defined and ad-hoc reporting capabilities.

= The ability to produce system-generated organizational charts as well as ad-hoc
organizational charts. Capabilities are also needed to produce multiple proposed or
planned organizational charts to assist with organizational or budgetary planning

=  The ability to complete human resource metrics based on industry benchmarks and
metrics.

= The ability to capture position information and track positions for budget and payroll.

= The ability to have historical and payroll data for reporting and inquiry. This information
will allow for establishing trends and setting benchmarks.

Employee Self Service

The State wants to develop an employee/manager self-service function that will give employees
and managers secure on-line access to use the Internet to view payroll, benefits, personal and
training information, and the ability to update certain personal information. The long term goal is
to provide employees with the ability to access personal information, make certain changes (such
as address changes) in their personal files themselves, sign-up for benefits on-line, report time
worked, request leave, and schedule training, thus improving workflow, minimizing paperwork,
and reducing routine administrative costs. Many routine activities will be carried out by employees
themselves thereby freeing management, human resources, and payroll for more productive
activities. The functions of employee self-service should include, but is not limited to:

Demographic changes

Benefit eligibility changes

Address changes

Employment verification (for bank loans and mortgages)
Job applications

Leave requests
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Training requests and scheduling

Time entry

Tax changes/dependent changes

Messaging to employees such as performance review dates

Payroll Processing

Integration of the two large payroll systems in use by the central administrative agencies is
required. This integration will allow for the processing of multiple pay cycles. In addition, the
option for employee self-service options for bank deposit details, taxation options and time
collection should also be provided.

Compensation Management

Best practice government organizations are moving away from longevity-based pay to market
and performance based pay. The new application will enhance the current Compensation
Management capability and support both a standard salary range method of pay and a variable
compensation (e.g. bonuses) method of pay.

Competency based HR management

The State of North Carolina is currently moving closer to competency based HR management
through banding all state positions. The new application should fulfill the State’s long-term goals
by enabling a statewide qualifications and competency catalogue that will help to facilitate
performance management, succession planning, recruitment, job and position classification, and
training. Furthermore, on-line classifications and position evaluations to ensure enterprise wide
consistency of evaluations and comparisons should also be included.

Budget Support
Capabilities for personnel cost planning and the development of potential cost scenarios are

needed. The enhancement should project personal services costs for partially filled positions and
vacant positions that may be filled in the future, in addition to merit increases, cost of living
increases, and the savings for vacant positions that are not going to be filled. The system should
also support “what-if” modeling (e.g., impact to budget of across the board 5% increase or what
the impact is on the budget if we don't fill vacant positions for the next 6 months, etc.).

Time Collection and Management /L eave Tracking
The State wants the ability for electronic capture and input of time and attendance data statewide.
An integrated statewide time capture system would include the following capabilities:
= A single system application for leave tracking that would be integrated with time collection
and evaluation, payroll, and employee self-service.
= Integrated shift planning and resource availability tracking.
= Automatic update of payroll records

Labor Cost Distribution

The State requires the ability to distribute payroll costs to appropriate financial accounts. The
payroll costs include the actual wages paid to the employee and the corresponding State related
expenses contributed by the State as part of the total compensation package. The State needs
to distribute labor costs (and related employer expenses) back to cost centers for which an
employee works during any given pay period, including specific appropriations, grants, funds,
projects, etc.

Each fund source associated with the employee may be assigned a fixed and/or variable
percentage which, when applied to employee charges, determines the split to be calculated which
is then posted to the cost center. Cost allocation records are then generated based on the split
that was defined.
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Employee Relations

The existing State systems capture some but not all of the data required to analyze trends and
patterns of employee behavior in the areas of disciplinary actions, employee complaints and
grievances. The new application should provide the ability to capture data required to analyze
trends and patterns of employee behavior in the areas of disciplinary actions, complaints and
grievances and report on complaints resolved at the agency level. This should include internal
disciplinary and grievance activity, internal grievance cost, final resolution of internal grievances,
settlement activity and cost, contested case activity, and judicial appeal activity.

In addition, the system will provide tracking, integration, and reporting capabilities of the following
types of information:

Occupational health and safety job requirements and employee qualifications.
Workers" Compensation claims, appeals and dollar amounts,

Disability payment eligibility and integration with payroll.

Accident and incident investigation information.

Employee rehabilitation assignments.

Unemployment

Recruitment
Create a statewide applicant tracking system integrating and enhancing the current stand-alone
Agency tracking systems into one enterprise-wide application with the following capabilities:

=  Web based applications

=  Applicant tracking

= Candidate to position competency/qualification matching

=  Applicant pool and recruitment efficiency evaluation.

Employee Benefit Administration
A single statewide point of benefit administration is needed. An enhanced system should include:
= Eligibility rules that are configured in the system and do not require individual
interpretation.
= Employee self-service portals that would allow employees to update their own benefit
coverage and dependent information.
= Full integration between payroll, and accounts payable and receivable.
= Employee benefit expenditure data like unemployment insurance and workers
compensation benefits currently captured through separate organizations.
=  Full tracking capabilities for healthcare plans, disability plans, and supplemental
insurance plans including the ability to delineate specific providers for multiple Agencies.

Training Administration
The State wants to move towards self-service for training requests and applications. The new
HR/Payroll application should also facilitate the following:
= Competency Catalog
Administration
E-Learning
Media Inventory Management
Individual Development Plans
Tests, Assessments, and Surveys

Workflow

Workflow provides the ability for authorized personnel (e.g., employees, supervisors, managers,
personnel and central agency staff) to route actions/documents electronically in an established
review/approval path, within or outside departments. Departments will have the capability to
develop the specific approval workflow based on the type of request or action. Workflow also
provides the ability to track the status of actions/documents (e.g., outstanding, pending approval,
approved, rejected). Workflow will automatically trigger an electronic notice when a document is
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outstanding/pending approval beyond the approval timeframe designated by the department and
will provide departments with the flexibility to alter the designated reporting relationship
permanently or temporarily.
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