


































ATTACHMENT A 
 
COPY CENTER OPERATIONAL / RETAIL HOURS: 
Monday – Thursday 8:00 AM – 7:00 PM 
Friday 8:00 AM – 5:00 PM 
Summer Hours; M-F 8:00 AM – 5:00 PM 
Saturday & Sunday CLOSED 
During University holidays or closures, the Copy Center is generally 
closed.  Exceptions include, but are not limited to, winter break 
December Mailer production schedule, which is coordinated with the 
UMW Bookstore.   
 



ATTACHMENT B 
 
POST OFFICE OPERATIONAL / RETAIL HOURS: 
Monday – Friday 8:00 AM – 5:00 PM 
Retail Window Hours: M-F 10:00 AM – 4:30 PM 
During each new semester, the operation opens for a limited period on 
two Saturdays. 
 



ATTACHMENT C 
 
PAY-TO-PRINT RETAIL PRICING 
TYPE – PUBLIC PRINT WITH PAPER 
B&W $0.10 / COPY 
COLOR $0.30 / COPY 
 
 
 
 



ATTACHMENT D 
 
PAY-TO-PRINT DEVICES (as of March 2017): 

Description and Location Function(s
) Manufacturer Model Tender(s) Accepted 

B&W Printer in Combs Lab 011 Print HP LaserJet P3010 EagleOne 
B&W Printer in Combs Lab211 Print HP LaserJet P3010 EagleOne 
B&W Printer in Combs Lab 349 Print HP LaserJet P3010 EagleOne 
B&W Printer in Jepson 108 Print HP LaserJet P3010 EagleOne 
B&W Printer in Jepson 308 Print HP LaserJet P3010 EagleOne 

KM in Combs (2nd Flr Lobby area) Copy, Print 
KONICA 
MINOLTA bizhub 223 EagleOne, cash/coin 

KM in Trinkle (1st Flr Hallway) Copy, Print 
KONICA 
MINOLTA bizhub 223 EagleOne 

KM in Simpson Library Copy, Print 
KONICA 
MINOLTA bizhub 423 EagleOne 

Color Printer in Melchers 209 Print HP 
HP ETHERNET MULTI-
ENVIRONMENT EagleOne 

B&W Printer in Melchers 209 Print HP LaserJet P3010   
B&W Printer in Mercer 202 Print HP LaserJet P3010 EagleOne 
B&W Printer in Mercer 222 Print HP LaserJet P3010 EagleOne 
B&W Printer in Monroe Lab 114 Print HP LaserJet P3010 EagleOne 
B&W Printer in Monroe Lab 320 Print HP LaserJet P3010 EagleOne 
B&W Printer in Trinkle B12 Print HP LaserJet P3010 EagleOne 
B&W Printer in Trinkle B9 Print HP LaserJet P3010 EagleOne 
B&W Printer in Woodard 205 Print HP LaserJet P3010 EagleOne 
B&W Printer in Hurley 130 Print HP LaserJet P3010 EagleOne 
B&W Printer in Hurley 2nd Flr Lobby Print HP LaserJet P3010 EagleOne 
B&W Printer in Stafford GH Labs Print HP LaserJet P3005 EagleOne 

KM in Stafford Library Copy, Print 
KONICA 
MINOLTA bizhub 223 EagleOne, cash/coin 



B&W Printer in Stafford Library Print HP LaserJet P4015 EagleOne 

        
cash/coin - Jamex 
Bank 

Color Printer in Stafford Library Print HP Color LaserJet CP2025dn EagleOne 

        
cash/coin - Jamex 
Bank 

Sharp in Simp Library (reference side) Copy, Print SHARP MX-3100N EagleOne 
B&W Printer Simpson Library Circulation side Print HP LaserJet 600 EagleOne 

        
cash/coin - Jamex 
Bank 

Color Printer Simpson Library Circulation side Print HP Color LaserJet 4700 EagleOne 

        
cash/coin - Jamex 
Bank 

B&W Printer Simpson Library Reference side Print HP LaserJet 600 EagleOne 

        
cash/coin - Jamex 
Bank 

 



ATTACHMENT E 
 
PHASE I MFD LOCATIONS: 

BUILDING LOCATION / ROOM # 
JAEC Business Center – 1st floor 

Kalnen Inn 
 Alumni Center – 1st floor 
 2rd Floor, Advancement   
Belmont  
Brent Hall Police Department 
Combs 1st Floor 
 Rm. 208 
 3rd Floor 
 Lobby (Public) 
Dahlgren 2nd Floor 
Dupont Rm. 325 
Eagle Village 4th floor, Suite 480 (Fin./Adm.) 
 4th floor, Suite 400 (SBDC) 
 3rd floor, University Relations 
Goolrick Rm. 106A 
 Rm. 212 
G.W. Hall Rm. 103, President’s Office 
 Rm. 111 
 Rm. 306 
 Rm.  (2nd floor, Human Res.) 
Hurley Convergence Center 
(HCC) 

 

Jepson Science Rm. 202 
James Monroe Museum & L.O.  
Lee Hall 1st Floor, Talley Center 
 Rm. 217, Acad. Services 
 Rm. 232, Financial Aid 
 Rm. 308 Career Services 
 4th Floor, Admission 
 Bookstore 
Marye House  
Mercer  Psychology 
Monroe 2nd Floor 
 3rd Floor 
Physical Plant Front Hallway 
Pollard Near Rm. 205  
Simpson Library Rm. 107 
 Public - Color 
 Public – Left 
 Public - Right 
 Rm. 113 



Stafford  Library 
 North 
 South 
Tennis Center  
Trinkle Hall Rm. 121 
 Rm. 226 
 Near Rm. 104 
Tyler House Talley Center Admin. Office 
University Center Multicultural Center, 3rd Floor 
 SAE 3rd floor 
Warsaw SBDC office 
1201 William Street  
Woodard  Post Office 
 Business Administration/COB 
  
  
 



ATTACHMENT F 
 
CAMPUS MAIL-RUN SCHEDULE: * 
ON CAMPUS / 
OFF CAMPUS 

BUILDING / LOCATION DEPARTMENT(S) SCHEDULED PICK-
UP / DELIVERY 
TIME 

OFF CAMPUS James Monroe Museum & Law Office 
908 Charles Street 

 8:30 – 10:15 AM 

 Economics House – 1004 College Avenue Economics  
 1201 William Street Debate & Creative Writing  
 Executive Offices at Eagle Village Foundation, University 

Relations, SBDC, Finance 
and Administration 

 

 The Stone House, Battlefield Athletic 
Complex; Hanover Street 

Athletics, Sports 
Information 

 

 Physical Plant; 1202 Hanover Street Facilities, Central Storeroom  
 Tennis Center, 1200 Hanover Street   
 Jepson Alumni Executive Center (JAEC), 

1119 Hanover Street 
  

 UMW Apartments, William Street   
ON CAMPUS Pollard Hall Music  
 Simpson Library   
 Mercer Hall  Psychology 10:15 – 10:30 AM 
 Woodard Hall College of Business 10:30 – 10:45AM 
 Monroe Hall 2nd floor History & American 

Studies, Political Science, 3rd 
Floor Geography, Sociology 
& Anthropology 

 

 Lee Hall:  Basement/1st Floor including 
Talley Center for Counseling 
Services, EagleOne Card 
Center, Student Health 

10:45 – 11:15AM 

  2nd floor Assistant Provost, 
Parking Management, 
Student Accounts & 
Cashiers, Academic Services, 
Registrar, Accounting, 
Financial Aid 

 

  3rd floor including Kiosk and 
Bookstore, Admissions 
Office, Career Center office 
of Academic Services 

 

  4th floor including 
Admissions staff office pick-
up only, CIE (Center for 
International Education), 
BLS, Disability Resources 

 

 Trinkle Hall 1st floor: National Latin 
Exam, Mathematics; 

11:15 – 11:30AM 

  2nd Floor: Curriculum & 
Instruction College of 

 



Education (COE), Classics, 
Philosophy & Religion (CPR) 

  Basement Level: Computer 
Science 

 

 Marye House Dean of Student Life, 
Residential Life, Judicial 
Affairs 

11:30 – 11:40AM 

 Brent Hall Police, Emergency 
Management, Public Safety 

11:40 – 11:45AM 

 George Washington Hall Basement Level: IT/EAS,  11:45 – 12:00 
Noon 

  1st Floor: Office of the 
President, VP for Admin. & 
Finance, Budget & Financial 
Analysis, Events & 
Conferencing, Dodd 
Auditorium 

 

  2nd Floor: Human Resources  
  3rd Floor: Provost, CIO, VP of 

Student Affairs, Diversity & 
Inclusion (James Farmer 
Scholars), Dean of College of 
Arts & Sciences, Institutional 
Research 

 

 Combs Hall 1st Floor: Diversity & 
Inclusion, Summer 
Transition Program (STP), 
Prevention and Advocacy, 
Dean of College of 
Education, Historic 
Preservation, Rappahannock 
Scholars Program 

12:00 – 12:10 PM 

  2nd Floor: Modern 
Languages & Literature 

 

  3rd Floor: English, Linguistics 
& Communication 

 

 Tyler House Talley Center for Counseling 
Services Annex Offices, 1st 
and 2nd Floors 

12:10 – 12:20 PM 

 Fairfax House Currently Vacant  
 Hamlet House Phonathon Center 12:20 – 12:25 PM 
 University Center (UC) 1st floor: Dining Services 

Administrative Offices 
12:25 – 12:35 PM 

  2nd Floor: Center for Career 
& Professional 
Development, UC 
Coordinator 

 

  3rd Floor: Student Activities 
& Engagement (SAE), 
Student Involvement 
Admin., Multicultural 
Affairs, Center for Honor, 

 



Leadership & Service 
 Hurley Convergence Center (HCC) IT Business Office 1:00 – 1:10 PM 
 Jepson Science Biology, Environmental 

Science, Geology, Physics, 
Chemistry 

1:10 – 1:15 PM 

 Goolrick Hall Fitness Center 1:15 – 1:20 PM 
  Athletics and Physical 

Education 
 

 DuPont Hall Theatre & Dance 1:20 – 1:25 PM 
 Melcher’s Hall Art & Art History 1:25 – 1:30 PM 
 Ridderhoff-Martin Gallery   
 Lee Hall, 2nd floor Copy Center 1:30 – 1:40 PM 
  Student Employment  
 Lee Hall  Admissions Office Only  
OFF MAIN 
CAMPUS 

Stafford Campus Buildings 1 & II TBD 

OFF CAMPUS U.S.P.S.  Falmouth TBD 
*Times may vary by approximately 15 minutes. 
 
 



ATTACHMENT G 
 
Pricing Structure: Attachment  

SPS shall provide the following as base pricing for Goods and Services under standard terms and 
conditions of this contract. 

 

University Mary Washington   
Cost Detail Accessing Entities   
   
Labor Rates for Accessing Entities Mos Fee  
CSM $6,355.63  
CSA III - Mail $4,230.31  
CSA I -  Mail $3,730.89  
CSA I -  Mail $3,231.48  
CSA III - Repro $3,525.25  
CSA I -  Repro $3,064.03  
CSA I - Part Time $1,468.86  
CSA I - Part Time $1,468.86  
   
   
Software Mos Fee  
Space & Move - Calculation based on square footage   
Room Reservations $563  
Work Orders $557  
Assets $563  
Mail $557  
Visitor $130  
Print & Copy $557  
Inventory $557  
Reporting $125  
Print/IT Platform Services & All Inclusive Paper Cut $5,345  
Send Pro 3000 $975  
Relay 4000 $585  
ConnectRight Software $195  
   
   
Equipment (48 months) Mos Fee  
Canon iR8505i $1,046.17  
HP Wide Format $563.99  
Canon C700 $1,026.03  
Toshiba 2508a 96.17  
Toshiba 4508a 111.59  
Fax Machine Brothers/Lexmark Model 19.67  
B&W impressions in Copy Center (with/without paper) 0.0171 0.0105 
Color impressions in the Copy Center (with/without paper) 0.0572 0.0506 
MFD B&W impressions (with/without paper) 0.0146 0.008 
   
Spiral Equipment (48 Months) Mos Fee  
MBM Destroyit 3104CC Shredder 3/32" x 5/8" Cross Cut 46.49  
Challenge JF Single Spindle Floor Drill 59.31  
Challenge Titan 200 BC Paper Cutter w/ Plexiglass Shield 263.26  
Onyx HD7700 Ultima Electric Punch - 1 free die included 90.85  
Rhin-O-Tuff Onyx HD4170 Rhin-O-Roll Coil Inserter 16.36  



Preferred Pack PP-48ST 110V One-Step Shrink Wrap System 32.25  
JBUSA  Speedy-Lam 330R10 10 Roller Laminator 31.07  
LJ-4 Heavy Duty table Top Jogger 21.65  
   
Other Equipment (48 Months) Mos Fee  
iPod Touch 23.02  
Cell Phone 75.52  
Dell Optiplex 70.38  
Yamaha Adventurer Two Golf Cart or something similar 125.87  

 
SOFTWARE PRICING: Monthly pricing for user-based modules of iTools 
Space & Move: calculation based on square footage “a la carte” 
Room Reservations $563.00 
Work Orders $557.00 
Assets $563.00 
Mail $557.00 
Visitor $130.00 
Print & Copy $557.00 
Inventory $557.00 
Reporting $125.00 
Print/IT Platform Services and All-inclusive PaperCut $5345.00 
Address Cleansing: Includes the SendPro3000 and Relay 
4000 with ConnectRight software to manage and 
cleanse address lists. 

$1765.00 

 



Pricing Schedule

*This form must be completed and returned with the proposal.  
Any differing financial proposal should be included as a separate document and marked as "Alternate."

Directions for Completing Pricing Schedule:

2. Please provide the following fixed fee and variable fee (unit based or other) pricing for all services and equipment.

Required

1. Fixed monthly fee, Year 1

Impressions #
1. Number of B&W impressions in Copy Center* 0
2. Number of Color impressions in the Copy Center* 0
3. Number of B&W impressions** 0

*Included in monthly fixed fee
**Included for decentralized MFDs on a monthly basis; attach an itemized MFD inventory

2. Impact to contract for additional MFDs that are added during life of contract

ATTACHMENT H
Increase to Monthly Fee

1
2
3
4
5

3. Financial Start-up Capital Contribution to support Copy Center relocation
Costs will be incurred by Contractor. Contractor shall provide auditable invoice copies to UMW.

4. MFD Option for Accessing Entities
Four year renewal cycle

# Impressions
1 0
2 0
3 0
4 0
5 0

6 (3) PaperCut Print Servers, (2) Phys. Hosts 1,850.00  Note: Not Included in the fixed monthly fee

1. Assuming the total current average volume for mail, copy, and decentralized MFDs identified in Attachments (F.1, G.1, G.2), pricing must include: proposed 
equipment, supplies, maintenance, staffing, reporting, and management systems.

42,981.47$                   

This fee must include staffing for mail and copy, management, contingent labor, proposed equipment, service (parts, labor, supplies), software fees, equipment 
including leases.  Cost analysis should be included in multi-year schedule below, in section 5 below.

Overage
All overage fees are exclusive of paper. 0.0102$                         

0.0506$                         
0.0080$                         

Note: Cost for equipment is based on a 48 month term any 
equipment added during cost of term are TBD if desire to be co-
terminus with contract

MFD Type
Toshiba E Studio 2508a 96.17$                                                 
Toshiba E Studio 4508a 111.59$                                               
Canon iR8505i 1,046.17$                                           
Canon C700 1,026.03$                                           
HP Wide Format 563.99$                                               

80,000.00$                   

Note: Cost for current equipment is based on a 48 month lease

MFD Type Monthly Cost Overage Cost
Toshiba E Studio 2508a 96.17$                           0.0050$                         
Toshiba E Studio 4508a 111.59$                         0.0050$                         
Canon iR8505i 1,046.17$                      0.0050$                         
Canon C700 1,026.03$                      0.0429$                         
HP Wide Format 563.99$                         -$                               



Pricing Schedule

*This form must be completed and returned with the proposal.  
Any differing financial proposal should be included as a separate document and marked as "Alternate."

5. Cost Analysis Detail and Renewal Costs, Offeror should complete matrix below:

Year 1 Year 2 Year 3 Year 4 Year 5 Year 6 Year 7 Year 8 Year 9 Year 10 Year 11 Year 12
Section 1. Copy Center -$               -$               -$               -$               -$               -$               -$               -$               -$               -$               -$               

Labor for CC & MFD 69,154$         69,154$         69,154$         69,154$         69,154$         70,537$         70,537$         70,537$         70,537$         70,537$         71,948$         71,948$         
Equipment 117,159$      117,159$      117,159$      117,159$       117,159$      117,159$      117,159$      117,159$      117,159$      117,159$      117,159$      117,159$      
Maintenance 4,663$           4,663$           4,663$           4,663$           4,663$           4,663$           4,663$           4,663$           4,663$           4,663$           4,663$           4,663$           
Operating 1,776$           1,776$           1,776$           1,776$           1,776$           1,776$           1,776$           1,776$           1,776$           1,776$           1,776$           1,776$           
Operating/Admin/Profit 75,993$         75,993$         75,993$         75,993$         75,993$         75,993$         75,993$         75,993$         75,993$         75,993$         75,993$         75,993$         
Fixed Annual Fee to UMW 268,745$      268,745$      268,745$      268,745$       268,745$      270,127$      270,127$      270,127$      270,127$      270,127$      271,538$      271,538$      

Section 2. Post Office -$               -$               -$               -$               -$               -$               -$               -$               -$               -$               
Labor 140,502$      140,502$      140,502$      140,502$       140,502$      143,312$      143,312$      143,312$      143,312$      143,312$      146,178$      146,178$      
Equipment 25,328$         25,328$         25,328$         25,328$         25,328$         25,328$         25,328$         25,328$         25,328$         25,328$         25,328$         25,328$         
Maintenance 2,227$           2,227$           2,227$           2,227$           2,227$           2,227$           2,227$           2,227$           2,227$           2,227$           2,227$           2,227$           
Operating 9,029$           9,029$           9,029$           9,029$           9,029$           9,029$           9,029$           9,029$           9,029$           9,029$           9,029$           9,029$           
Operating/Admin/Profit 69,947$         69,947$         69,947$         69,947$         69,947$         69,947$         69,947$         69,947$         69,947$         69,947$         69,947$         69,947$         
Fixed Fee to UMW 247,033$      247,033$      247,033$      247,033$       247,033$      249,843$      249,843$      249,843$      249,843$      249,843$      252,710$      252,710$      
Total Annual Fee 515,778$      515,778$      515,778$      515,778$       515,778$      519,971$      519,971$      519,971$      519,971$      519,971$      524,248$      524,248$      

Section 3. Decentralized MFDs -$               -$               -$               -$                -$               -$               -$               -$               -$               -$               -$               -$               
Cost for proposed fleet -$               -$               -$               -$                -$               -$               -$               -$               -$               -$               -$               -$               

6. Commission

Copy Center: Commission on retail jobs (% or $) 100%
Public MFDs: Commission on copies (% or $) 100%
Other commission offered:
SPS best practice model is to provide the campus with a fully functional and cross trained staff based on a flat fixed monthly fee
All revenues from the operation that are in excess of the proposed flat fee would be 100% retained by the university

Optional Renewal Op  



Pricing Schedule

*This form must be completed and returned with the proposal.  
Any differing financial proposal should be included as a separate document and marked as "Alternate."



Pricing Schedule

*This form must be completed and returned with the proposal.  
Any differing financial proposal should be included as a separate document and marked as "Alternate."

Year 13 Year 14 Year 15
-$               -$               -$                    

71,948$         71,948$         71,948$              
117,159$      117,159$      117,159$            

4,663$           4,663$           4,663$                
1,776$           1,776$           1,776$                

75,993$         75,993$         75,993$              
271,538$      271,538$      271,538$            

-$               -$               -$                    
146,178$      146,178$      146,178$            

25,328$         25,328$         25,328$              
2,227$           2,227$           2,227$                
9,029$           9,029$           9,029$                

69,947$         69,947$         69,947$              
252,710$      252,710$      252,710$            
524,248$      524,248$      524,248$            

-$               -$               -$                    
-$               -$               -$                    

ptional Renewal



ID Name Duration Start Finish % 
Complete

Responsible

1 University of Mary Washington ("UMW") Managed Print, Copy, Mail, and 
Shipping Retail Services Implementation

154 dys Fri 2/10/17 Wed 9/13/17 0%

2
3 Award of business notification 0 dys Fri 2/10/17 Fri 2/10/17 100% UMW PM
4 Pre-Implmentation Planning 27 dys Mon 3/13/17 Tue 4/18/17 50% COO,ECG,PMO,UMW LGL,Sales
5 Internal Pre-Implementation Planning Meeting 1 dy Mon 3/13/17 Mon 3/13/17 100% PMO
6 Assign Account Manager 1 dy Mon 3/13/17 Mon 3/13/17 100% ECG,COO
7 Pre-Implementation Planning Call with UMW stakeholders 1 dy Wed 4/12/17 Wed 4/12/17 0% PMO,Sales
8 Pre-Implementation Onsite Meeting with UMW stakeholders 1 dy Tue 4/18/17 Tue 4/18/17 0% PMO,Sales
9 Execute Contract 0 dys Mon 4/10/17 Mon 4/10/17 90% COO,UMW LGL
10 Technology 40 dys Mon 4/10/17 Fri 6/2/17 0% CD,CM,CSM,E-PM,Sales,UBT,UMW

IT,UMW PM
11 Copy Equipment 39 dys Mon 4/10/17 Thu 6/1/17 0% CD,CM,CSM,E-PM,Sales,UBT,UMW

IT,UMW PM
12 Equipment Order 0 dys Mon 4/10/17 Mon 4/10/17 0% Sales
13 Servers  0 dys Mon 4/10/17 Mon 4/10/17 0% Sales
14 Paper Cut Software  0 dys Mon 4/10/17 Mon 4/10/17 0% Sales
15 Test Equipment 0 dys Mon 4/10/17 Mon 4/10/17 0% Sales
16 Equipment 0 dys Mon 4/10/17 Mon 4/10/17 0% Sales
17 Requirements Gathering 8 dys Wed 4/12/17 Fri 4/21/17 0% CD,CM,E-PM,Sales,UMW PM,UBT

18 Review equipment implementation plan with UMW 1 dy Wed 4/12/17 Wed 4/12/17 0% CD,CM,E-PM,Sales,UMW PM
19 Walkthrough of UMW space to review equipment and floor 

plates (Desktop Inventory TBD)
5 dys Wed 4/12/17 Tue 4/18/17 0% E-PM,UBT

20 Review floor plans 3 dys Wed 4/12/17 Fri 4/14/17 0% E-PM,UBT
21 Confirm current networked device list 3 dys Wed 4/12/17 Fri 4/14/17 0% E-PM,UBT
22 Interview questions with UMW 2 dys Mon 4/17/17 Tue 4/18/17 0% E-PM,UBT
23 Validate equipment scope 5 dys Mon 4/17/17 Fri 4/21/17 0% E-PM,Sales,UBT
24 Validate solution against the RFP 5 dys Mon 4/17/17 Fri 4/21/17 0% E-PM,Sales,UBT
25 Confirm any additional accessories that are needed 5 dys Mon 4/17/17 Fri 4/21/17 0% E-PM,Sales,UBT
26 Discuss updated solution with UMW 1 dy Fri 4/21/17 Fri 4/21/17 0% E-PM,Sales
27 Updated Proposal 7 dys Wed 4/19/17 Thu 4/27/17 0% E-PM,Sales
28 Prepare updated pricing proposal, if solution has changed 5 dys Wed 4/19/17 Tue 4/25/17 0% E-PM,Sales
29 Present updated pricing to UMW 0 dys Thu 4/27/17 Thu 4/27/17 0% Sales
30 Pre-Delivery 9 dys Tue 5/2/17 Fri 5/12/17 0% CD,CM,UBT,UMW IT
31 Schedule equipment delivery 1 dy Tue 5/2/17 Tue 5/2/17 0% CD,CM
32 Establish a local contact within UMW to handle the install of the 

equipment
1 dy Tue 5/2/17 Tue 5/2/17 0% CD,CM

33 Conduct pre-install visit to verify space requirements, electrical, 
etc.

2 dys Thu 5/4/17 Fri 5/5/17 0% CD,CM

34 Obtain removal commitment from Incumbent in writing 3 dys Fri 5/5/17 Tue 5/9/17 0% CD,CM
35 Idenitfy staging area for old equipment to remain prior to removal 1 dy Wed 5/10/17 Wed 5/10/17 0% UMW IT

36 Prepare site requirements identification 1 dy Wed 5/10/17 Wed 5/10/17 0% UBT
37 Identify and tag equipment on the removal list 2 dys Thu 5/11/17 Fri 5/12/17 0% UMW IT
38 Equipment Delivered 28 dys Mon 4/24/17 Wed 5/31/17 0% CD,CM,UMW IT,CSM
39 Servers delivered 0 dys Mon 4/24/17 Mon 4/24/17 0% CD,CM,UMW IT
40 Paper Cut software testing 3 dys Mon 4/24/17 Wed 4/26/17 0% CD,CM,UMW IT
41 Test equipment delivered 0 dys Mon 4/24/17 Mon 4/24/17 0% CD,CM,UMW IT
42 Testing of the test equipment 5 dys Mon 4/24/17 Fri 4/28/17 0% CD,CM,UMW IT
43 Equipment delivered 0 dys Thu 5/25/17 Thu 5/25/17 0% CD,CM,UMW IT
44 De-installation of old equipment 5 dys Thu 5/25/17 Wed 5/31/17 0% CSM,UMW IT
45 Take final meter reads 5 dys Thu 5/25/17 Wed 5/31/17 0% CSM
46 Remove paper stock 5 dys Thu 5/25/17 Wed 5/31/17 0% CSM
47 Disconnect network and power 5 dys Thu 5/25/17 Wed 5/31/17 0% UMW IT
48 Move old equipment to staging area for removal 5 dys Thu 5/25/17 Wed 5/31/17 0% UMW IT
49 Install equipment (a UMW contact must be involved) 5 dys Thu 5/25/17 Wed 5/31/17 0% CD,CM,CSM,UMW IT
50 Test equipment on network 5 dys Thu 5/25/17 Wed 5/31/17 0% UMW IT
51 Fill trays with paper 5 dys Thu 5/25/17 Wed 5/31/17 0% CSM
52 Tag new equipment for inventory purposes 5 dys Thu 5/25/17 Wed 5/31/17 0% UMW IT
53 Activate cost recovery systems 5 dys Thu 5/25/17 Wed 5/31/17 0% UMW IT
54 Equipment Training 2 dys Wed 5/31/17 Thu 6/1/17 0% CSM,UBT
55 iOffice 36 dys Fri 4/14/17 Fri 6/2/17 0% CSM,E-PM,IO,UMW IT,UMW PM
56 Set up product Demo for UMW stakeholders 0 dys Fri 4/14/17 Fri 4/14/17 0% E-PM
57 Hardware 1 dy Fri 4/14/17 Fri 4/14/17 0% E-PM
58 Mail Module 1 dy Fri 4/14/17 Fri 4/14/17 0% E-PM
59 Order iTouch handheld devices 1 dy Fri 4/14/17 Fri 4/14/17 0% E-PM
60 Order Printers 1 dy Fri 4/14/17 Fri 4/14/17 0% E-PM
61 Implementation/Kick-Off meeting 1 dy Fri 4/14/17 Fri 4/14/17 0% E-PM,UMW IT,UMW PM

2/10

PMO
ECG,COO

PMO,Sales
PMO,Sales

4/10

4/10
4/10
4/10
4/10
4/10

CD,CM,E-PM,Sales,UMW PM

E-PM,UBT
E-PM,UBT

E-PM,UBT

E-PM,Sales,UBT
E-PM,Sales,UBT
E-PM,Sales

E-PM,Sales
4/27

CD,CM
CD,CM

CD,CM

CD,CM
UMW IT

UBT
UMW IT

4/24
CD,CM,UMW IT

4/24
CD,CM,UMW IT

5/25

CSM
CSM
UMW IT
UMW IT

UMW IT
CSM
UMW IT
UMW IT
CSM,UBT

4/14
4/14

E-PM
E-PM

30 6 13 20 27 6 13 20 27 3 10 17 24 1 8 15 22 29 5 12 19 26 3 10 17 24 31 7 14 21 28 4 11 18 25
Feb '17 Mar '17 Apr '17 May '17 Jun '17 Jul '17 Aug '17 Sep '17
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ID Name Duration Start Finish % 
Complete

Responsible

62 1-Discuss Data Collection templates (User, CAD, Modules) 1 dy Fri 4/14/17 Fri 4/14/17 0% E-PM,UMW IT,UMW PM

63 Define UMW Resources 1 dy Fri 4/14/17 Fri 4/14/17 0% UMW IT,UMW PM
64 User Data Template 1 dy Fri 4/14/17 Fri 4/14/17 0% UMW IT,UMW PM
65 2-Discuss iOffice URL with module licenses per SOW 1 dy Fri 4/14/17 Fri 4/14/17 0% E-PM
66 3-Provide Design Documentation + Assign Homework (Assign all

data templates)
1 dy Fri 4/14/17 Fri 4/14/17 0% E-PM

67 Milestone 1: Design & Planning 1 dy Thu 4/20/17 Thu 4/20/17 0% E-PM,UMW IT,UMW PM
68 Mail Module workshop 1 dy Thu 4/20/17 Thu 4/20/17 0% E-PM,UMW IT,UMW PM
69 Define delivery structure, types, center-specific parameters 1 dy Thu 4/20/17 Thu 4/20/17 0% E-PM,UMW IT,UMW PM

70 Define user roles and permissions 1 dy Thu 4/20/17 Thu 4/20/17 0% E-PM,UMW PM
71 Copy Module workshop 1 dy Thu 4/20/17 Thu 4/20/17 0% E-PM,UMW IT,UMW PM
72 Define Request types, priorities, center-specific parameters, 

preferences
1 dy Thu 4/20/17 Thu 4/20/17 0% E-PM,UMW IT,UMW PM

73 Define user roles and permissions 1 dy Thu 4/20/17 Thu 4/20/17 0% E-PM,UMW PM
74 Define request items, pricing 1 dy Thu 4/20/17 Thu 4/20/17 0% E-PM,UMW PM
75 Collect Data (2-weeks) 10 dys Mon 4/17/17 Fri 4/28/17 0% UMW IT
76 UMW to provide completed User Data Template 10 dys Mon 4/17/17 Fri 4/28/17 0% UMW IT
77 UMW to provide copy request form / data template 10 dys Mon 4/17/17 Fri 4/28/17 0% UMW IT
78 Milestone 2: Site Configuration & Build (flexible) 15 dys Mon 5/1/17 Fri 5/19/17 0% IO
79 Activate iConnect URL with module licenses per SOW 15 dys Mon 5/1/17 Fri 5/19/17 0% IO
80 iOffice to configure Categories, UserTypes, profiles 15 dys Mon 5/1/17 Fri 5/19/17 0% IO
81 iOffice to load user data 15 dys Mon 5/1/17 Fri 5/19/17 0% IO
82 iOfice to load Mail details 15 dys Mon 5/1/17 Fri 5/19/17 0% IO
83 Configure mail delivery structure 15 dys Mon 5/1/17 Fri 5/19/17 0% IO
84 Hardware configuration/install (if applicable) 15 dys Mon 5/1/17 Fri 5/19/17 0% IO
85 Mail preferences 15 dys Mon 5/1/17 Fri 5/19/17 0% IO
86 iOffice to Configure Copy Module 1 dy Mon 5/1/17 Mon 5/1/17 0% IO
87 Configure Service Request Preferences + Notifications 1 dy Mon 5/1/17 Mon 5/1/17 0% IO
88 Configure Service Request Priorities 1 dy Mon 5/1/17 Mon 5/1/17 0% IO
89 Configure Service Request Catalogue 1 dy Mon 5/1/17 Mon 5/1/17 0% IO
90 iOffice to Create Custom Reports (if applicable) 15 dys Mon 5/1/17 Fri 5/19/17 0% IO
91 Milestone 3: Test & Pilot 5 dys Mon 5/22/17 Fri 5/26/17 0% E-PM,UMW PM
92 Mail Module Validation & Testing 5 dys Mon 5/22/17 Fri 5/26/17 0% E-PM,UMW PM
93 UMW SME + Sponsor validate Admin>Mail Settings & 

Preferences
5 dys Mon 5/22/17 Fri 5/26/17 0% E-PM,UMW PM

94 UMW SME + Sponsor test Mail Operations: Check-in, 
Delivery, Search, Reports

5 dys Mon 5/22/17 Fri 5/26/17 0% E-PM,UMW PM

95 Copy Module Validation & Testing 5 dys Mon 5/22/17 Fri 5/26/17 0% E-PM,UMW PM
96 UMW SME + Sponsor validate Admin>Copy Settings & 

Preferences
5 dys Mon 5/22/17 Fri 5/26/17 0% E-PM,UMW PM

97 UMW SME + Sponsor test Copy module Operations: Submit, 
Complete, Archive

5 dys Mon 5/22/17 Fri 5/26/17 0% E-PM,UMW PM

98 Milestone 4: Delivery & Training 5 dys Mon 5/29/17 Fri 6/2/17 0% CSM,E-PM,UMW PM
99 Admin/Operations Training 5 dys Mon 5/29/17 Fri 6/2/17 0% CSM,E-PM,UMW PM
100 Mail Module Operations Training 5 dys Mon 5/29/17 Fri 6/2/17 0% CSM,E-PM
101 Copy Module Operations Training 5 dys Mon 5/29/17 Fri 6/2/17 0% CSM,E-PM
102 Reports Training 5 dys Mon 5/29/17 Fri 6/2/17 0% CSM,E-PM,UMW PM
103 Implementation Sign-Off 5 dys Mon 5/29/17 Fri 6/2/17 0% UMW PM
104 Integrations 18 dys Fri 4/21/17 Tue 5/16/17 0% E-PM,IO,UMW IT
105 Automated User Provisioning 18 dys Fri 4/21/17 Tue 5/16/17 0% IO,UMW IT
106 Workshop - Automated User Data Import 1 dy Fri 4/21/17 Fri 4/21/17 0% IO,UMW IT
107 UMW SME Define file format for import file 1 dy Fri 4/21/17 Fri 4/21/17 0% UMW IT
108 UMW SME & Sponsor Define authentication method 1 dy Fri 4/21/17 Fri 4/21/17 0% UMW IT
109 UMW SME & Sponsor Define provisioning rules 1 dy Fri 4/21/17 Fri 4/21/17 0% UMW IT
110 UMW SME & Sponsor Define uniqueID 1 dy Fri 4/21/17 Fri 4/21/17 0% UMW IT
111 UMW SME & Sponsor Define User profile field mapping 1 dy Fri 4/21/17 Fri 4/21/17 0% UMW IT
112 iOffice to provide SFTP account 5 dys Mon 4/24/17 Fri 4/28/17 0% IO
113 UMW to post import file onto SFTP + notify iOffice 1 dy Mon 5/1/17 Mon 5/1/17 0% UMW IT
114 iOffice to build automated process 10 dys Tue 5/2/17 Mon 5/15/17 0% IO
115 UMW to test & validate import process 1 dy Tue 5/16/17 Tue 5/16/17 0% IO,UMW IT
116 SAML Integration 16 dys Fri 4/21/17 Fri 5/12/17 0% IO,UMW IT
117 Workshop - SAML Integration 5 dys Mon 4/24/17 Fri 4/28/17 0% IO,UMW IT
118 UMW SME Define Identity Attribute 5 dys Mon 4/24/17 Fri 4/28/17 0% UMW IT
119 UMW SME & Sponsor Define authentication Attribute 5 dys Mon 4/24/17 Fri 4/28/17 0% UMW IT
120 UMW SME & Sponsor provide SAML metadata 5 dys Mon 4/24/17 Fri 4/28/17 0% UMW IT
121 iOffice to configure connections 10 dys Mon 5/1/17 Fri 5/12/17 0% IO
122 iOffice to provide updated SAML metadata with connections 10 dys Mon 5/1/17 Fri 5/12/17 0% IO
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123 UMW to test & validate import process 10 dys Mon 5/1/17 Fri 5/12/17 0% IO,UMW IT
124 Exchange integration 15 dys Fri 4/21/17 Thu 5/11/17 0% E-PM,IO,UMW IT
125 UMW to provide URL and access to EWS w/ server name 15 dys Fri 4/21/17 Thu 5/11/17 0% UMW IT
126 Complete impersonation rights to exchange server 15 dys Fri 4/21/17 Thu 5/11/17 0% IO
127 iOffice to configure exchange server based on data & 

authorizations above (preferences)
15 dys Fri 4/21/17 Thu 5/11/17 0% IO

128 UMW to test & validate connection for exchange within site 
bi-directionally

15 dys Fri 4/21/17 Thu 5/11/17 0% IO,UMW IT

129 Workshop - Outlook Exchange Integration 15 dys Fri 4/21/17 Thu 5/11/17 0% E-PM,IO,UMW IT
130 Mail Equipment 22 dys Mon 5/1/17 Tue 5/30/17 0% CD,CM,E-PM,NPST
131 Mail Equipment Assessment 3 dys Mon 5/1/17 Wed 5/3/17 0% E-PM,NPST
132 Place Order for Mail Equipment 0 dys Fri 5/12/17 Fri 5/12/17 0% CD,CM
133 Install Mail Equipment 0 dys Tue 5/30/17 Tue 5/30/17 0% CSM,NPST
134 Vehicles 38 dys Mon 4/10/17 Wed 5/31/17 0% CD,CM,CSM,E-PM,Sales
135 Source for vehicles 10 dys Mon 4/10/17 Fri 4/21/17 0% E-PM
136 Purchase vehicles 0 dys Fri 4/28/17 Fri 4/28/17 0% Sales
137 Add vehicles to insurance policy 0 dys Tue 5/2/17 Tue 5/2/17 0% E-PM
138 Initial vehicle maintainance/inspection 8 dys Wed 5/3/17 Fri 5/12/17 0% CD,CM
139 Vehicle training for SPS staff 5 dys Thu 5/25/17 Wed 5/31/17 0% CD,CM,CSM
140 People 20 dys Thu 4/27/17 Wed 5/24/17 0% CD,CM,HR,UMW PM
141 Legacy Staff 9 dys Thu 4/27/17 Tue 5/9/17 0% HR,UMW PM
142 Vendor Transition Announcement to Legacy Staff 0 dys Thu 4/27/17 Thu 4/27/17 0% UMW PM
143 VIP Onboarding Program for Legacy Staff 1 dy Fri 4/28/17 Fri 4/28/17 0% HR
144 Background checks complete for Legacy Staff 1 dy Fri 5/5/17 Fri 5/5/17 0% HR
145 Offer Letters Sent to Identified Legacy Staff 0 dys Fri 5/5/17 Fri 5/5/17 0% HR
146 Legacy Staff Deadline for Offer Acceptance 0 dys Tue 5/9/17 Tue 5/9/17 0% HR
147 New Hires 28 dys Mon 4/17/17 Wed 5/24/17 0% CD,CM,HR
148 New Hire Candidate Interviews 15 dys Mon 4/17/17 Fri 5/5/17 0% CD,CM,HR
149 Background Checks Complete for New Hire Candidates 1 dy Tue 5/9/17 Tue 5/9/17 0% HR
150 Offer Letters Sent to Identified New Hire Candidates 0 dys Tue 5/9/17 Tue 5/9/17 0% HR
151 New Hire Deadline for Offer Acceptance 0 dys Mon 5/15/17 Mon 5/15/17 0% HR
152 UMW Onboarding for all SPS-hired Staff 1 dy Tue 5/16/17 Tue 5/16/17 0% HR
153 SPS Onboarding for SPS Manager 1 dy Thu 5/18/17 Thu 5/18/17 0% CD,CM,HR
154 SPS Onboarding  1 dy Wed 5/24/17 Wed 5/24/17 0% HR
155 Process 98 dys Mon 5/1/17 Wed 9/13/17 0% CD,CM,COO,CSM,ECG,E-PM,MKTG
156 Onsite Analysis 3 dys Mon 5/1/17 Wed 5/3/17 0% CD,CM
157 Onsite Documentation 5 dys Thu 5/4/17 Wed 5/10/17 0% CD,CM
158 Communication and Marketing Strategy 84 dys Thu 4/27/17 Tue 8/22/17 0% CD,CM,MKTG,Sales,UMW PM,CSM
159 Change Management Communication Strategy Meeting 0 dys Thu 4/27/17 Thu 4/27/17 0% CD,CM,MKTG,Sales,UMW PM
160 Signage 20 dys Thu 5/4/17 Wed 5/31/17 0% CD,CM,CSM,MKTG,UMW PM
161 Review draft signage options with UMW 1 dy Thu 5/4/17 Thu 5/4/17 0% CD,CM,UMW PM
162 Draft signage proofs ready for approval 0 dys Wed 5/10/17 Wed 5/10/17 0% CD,CM,MKTG
163 Print signage 2 dys Mon 5/15/17 Tue 5/16/17 0% MKTG
164 Hang new signage 1 dy Wed 5/31/17 Wed 5/31/17 0% CSM
165 Intranet Updates 13 dys Thu 5/4/17 Mon 5/22/17 0% CD,CM,UMW PM
166 Review information posting requirements 1 dy Thu 5/4/17 Thu 5/4/17 0% CD,CM,UMW PM
167 Send information to the Intranet Administrator for posting 0 dys Mon 5/22/17 Mon 5/22/17 0% CM
168 Email/Text Communication 8 dys Thu 5/4/17 Mon 5/15/17 0% CD,CM,E-PM,UMW PM
169 Review standardized email messaging (iOffice 

notifications/alerts)
1 dy Thu 5/4/17 Thu 5/4/17 0% CD,CM,E-PM,UMW PM

170 Load messaging to iOffice testing portal 2 dys Mon 5/8/17 Tue 5/9/17 0% E-PM
171 Test messaging options 4 dys Wed 5/10/17 Mon 5/15/17 0% E-PM
172 Social Media 11 dys Thu 5/4/17 Thu 5/18/17 0% CD,CM,E-PM
173 Confirm Administrative protocols on existing/new social media 

account
1 dy Thu 5/4/17 Thu 5/4/17 0% UMW PM

174 Student messaging drafts due for UMW approval 0 dys Thu 5/18/17 Thu 5/18/17 0% CD,CM
175 Onsite Student Events 34 dys Thu 7/6/17 Tue 8/22/17 0% CD,CM,CSM,MKTG
176 Prepare proposal for Fall kick-off event participation (New 

Student Orientation, etc.)
1 dy Thu 7/6/17 Thu 7/6/17 0% CD,CM

177 Purchase giveaways/branded collateral 2 dys Wed 7/12/17 Thu 7/13/17 0% MKTG
178 Onsite Student Event go-live 0 dys Tue 8/22/17 Tue 8/22/17 0% CD,CM,CSM
179 Job Shadowing & Training 6 dys Wed 5/24/17 Wed 5/31/17 0% CSM
180 Measure Staff for Uniforms 0 dys Wed 5/17/17 Wed 5/17/17 0% CSM
181 End User Guide Draft Ready for Review & Approval 0 dys Tue 5/23/17 Tue 5/23/17 0% CSM
182 Reporting Requirements Ready for Review & Approval 0 dys Thu 5/25/17 Thu 5/25/17 0% CD,CM,UMW PM
183 Procedures Manual First Draft Ready for Review & Approval 0 dys Tue 5/30/17 Tue 5/30/17 0% CSM
184 Full Team Meeting to Review Scope and SLAs 1 dy Tue 5/30/17 Tue 5/30/17 0% CD,CM,CSM
185 Final Site Clean-up Before Go-Live 0 dys Wed 5/31/17 Wed 5/31/17 0% CSM
186 Go-Live Date for Transition of Services to SPS 0 dys Thu 6/1/17 Thu 6/1/17 0% SPS
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187 Open House for UMW End Users 0.75 dys Thu 6/1/17 Thu 6/1/17 0% CD,CM,UMW PM,CSM
188 Procedures Manual Final Draft Ready for Review & Approval 0 dys Fri 6/23/17 Fri 6/23/17 0% CSM
189 Business Continuity Plan Draft Ready for Review & Approval 0 dys Fri 6/30/17 Fri 6/30/17 0% CSM
190 90-day Post Implementation Audit 4 dys Tue 9/5/17 Fri 9/8/17 0% CD,CM,CSM
191 First Quarterly Business Review 0 dys Wed 9/13/17 Wed 9/13/17 0% CD,COO,ECG
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