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1 	Project Overview 

1.1 	Background and Purpose  
The State of Delaware Department of Health and Social Services (DHSS), Division of Public Health (DPH), seeks professional services for the development, design, production, and maintenance of WIC Nutrition Education materials and the Delaware WIC (Women, Infants, and Children) digital website. The selected vendor will be responsible for a seamless end-to-end process that includes translation, storage, inventory tracking, online ordering, and quarterly updates. The project is aimed at supporting WIC staff, participants, vendors, and the broader WIC-eligible community. 

The purpose of Appendix B is to supplement the Professional Services Agreement and define the project lifecycle and phases to deploy The WIC Nutrition and Education site, define the project team staff and roles, and define the project requirements. 
1.2 	Project Lifecycle 
DHSS defines the “project” in Appendix B as the totality of vendor work and activities throughout the contract period, which is delineated by a set of project lifecycle phases. The vendor shall organize and manage the project based on five distinct lifecycle phases: a Planning Phase, a Configuration and Customization Phase, a Testing and Deployment Phase, an Operations and Support Phase. Each phase is represented by a set of mandatory deliverables and activities required by the vendor. 

1.2.1 Planning Phase 
The Planning Phase includes all the mandatory deliverables and activities required by the vendor to proceed to the Configuration and Customization Phase. The vendor shall schedule and conduct meetings with the project team to discuss the requirements and finalize the format and content for each deliverable. Vendor and stakeholder staffing will be finalized, as will subcontractor and/or vendor contracts, if applicable. The vendor shall provide a Project Schedule, Change Management Plan, and Continuity of Operations Plan.

1.2.2 Configuration and Customization Phase 
This phase includes all the mandatory deliverables and activities required to proceed to the Testing and Deployment Phase. The vendor will schedule and conduct meetings with the project team to review the project status and schedule, configure the product, customize the product where applicable (e.g., interfaces, data conversion), and update the Project Schedule. The vendor shall provide a Training Plan, Test Plan, and Product Deployment Plan.

1.2.3 Testing and Deployment Phase 
During this phase, the vendor shall schedule and conduct meetings with the project team to review the project status and schedule and discuss the associated deliverables and activities. The vendor will implement the Test Plan, Training Plan, and Product Deployment Plan, update the Project Schedule, and provide a User Guide and Data Element Dictionary.
1.2.4 Operations and Support Phase 
This phase includes the ongoing deliverables and activities required of the vendor. The vendor shall schedule and conduct meetings with the project team to review operations monitoring and quality control reports, issue tracking, and change control tracking. The vendor will implement the Continuity of Operations Plan, Change Management Plan, initiate Help Desk operations and incident management, provide ongoing maintenance and support, and securely maintain all data and facilities.





2 	Project Team 

2.1 	DHSS Contact Information 
2.2     DHSS 
 
	Name / Role 
	Organization / Email 
	Phone 

	Joanne White
WIC Director
	Division of Public Health
Delaware WIC Program
joanne.white@delaware.gov
	302-741-2900

	Chip Finch 
DHSS Technical Man ager 
	Delaware Health and Social Services Information Resource Management 
alfred.finch@delaware.gov 
	302-255-9256 

	Crystal Hurley
[bookmark: _Hlk198890016]WIC Nutrition Education Coordinator 
	Division of Public Health 
Delaware WIC Program
crystal.hurley@delaware.gov
	302-741-2900

	Charmaine Sampson
WIC Management Analyst III
	Division of Public Health
Delaware WIC Program
charmaine.sampson@delaware.gov
	302-382-6914 

	Maria Shroyer
 WIC Nutritionist III 
	Division of Public Health 
Delaware WIC Program maria.shroyer@delaware.gov
	302-741-2920 

	Zoriya Kemp
DHSS Information Systems Support Specialist 
	Division of Public Health 
Bureau of Health Information Systems zoriya.kemp@delaware.gov 
	302-744-4700



2.3 	DHSS Roles - Descriptions to follow the original Appendix B template format for Executive Sponsor, Technical Manager, Program Manager, SME, and ISSS.
2.3.1 Information Resource Management (IRM) 
In support of the DHSS and Office of the Secretary - Administration, the mission of Information Resource Management (IRM) is to provide quality, efficient and cost-effective support in the management of technology resources.  IRM provides DHSS divisions with information technology planning and management, information technology purchasing, network telecommunications, and help desk services.  IRM is represented on the project team as the DHSS Technical Manager. 
2.3.2 Department of Technology and Information (DTI) 
The Department of Technology and Information (DTI) is the state’s central information technology (IT) organization.  DTI establishes and enforces the State’s IT policy and standards and provides enterprise technology services that enable other organizations to effectively fulfill their missions. DTI does not actively participate in the project team and meetings but is available to IRM as necessary. 
2.3.3 WIC Nutrition Program Leadership Team
The WIC Director, Nutrition Education Coordinator, Management Analyst III, and Nutritionist III serve as the primary business leads for all phases of the project on behalf of the Division of Public Health (DPH). Together, they provide strategic oversight, subject-matter expertise, and operational guidance to ensure the project’s success. Their responsibilities include maintaining the project plan and schedule, disseminating program information and requirements to the vendor, contributing to the review of deliverables. They also ensure that all content reflects WIC program standards and workflows, and that materials and tools meet the needs of staff and participants. Strategic direction and executive-level decision-making are provided at the discretion of the WIC Director in their role as Executive Sponsor.

2.3.4 DHSS Information Systems Support Specialist (ISSS) 
The DHSS Information Systems Support Specialist (ISSS) serves as the DPH liaison between program staff and IRM, and between program staff and vendor IT staff. The ISSS participates in all project phases; attends all project meetings; ensures the business requirements are properly communicated to the vendor; assists program staff to understand DTI policies and standards; and assists program staff to understand the vendor’s information system processes and data.  The ISSS reports to both the DHSS Technical Manager and DHSS Program Manager. 

3 	Project Deliverables 

The following deliverables will be submitted in alignment with the lifecycle phases. The Project Schedule and Test Plan will be provided in Microsoft Excel format. All other deliverables will be submitted in Portable Document Format (PDF).
· Project Schedule
· Change Management Plan
· Continuity of Operations Plan
· Training Plan
· Test Plan
· Product Deployment Plan
· User Guide
3.1 	Project Schedule 
Vendor shall provide the Project Schedule in Microsoft Excel format and include task number, task description, assigned staff, task dependencies, task start and end dates, task duration, percentage completed, task completion date, and a project calendar depicting all tasks.  For the duration of the project, Vendor will deliver to DHSS weekly an updated Project Schedule.  Vendor will define tasks at a sufficient level to track the work assignments of Vendor and DHSS staff, which at a minimum includes deliverables, configuration, customization, conversion, training, testing and deployment.  During the Operations and Support Phase, the Project Schedule will include issue resolution, change management, site downtime, or any other event or activity that requires tracking.  
3.2 	Change Management Plan
Vendor shall provide a Change Management Plan that defines the processes, roles, and documentation requirements used to request, evaluate, approve, implement, and track changes throughout the project. The plan shall outline the workflow for submitting and reviewing change requests, the decision-making structure, required artifacts, and communication methods. Vendor will include procedures for assessing impacts to scope, schedule, cost, and system functionality, as well as methods for logging and monitoring all approved changes. The Change Management Plan shall remain updated for the duration of the project and include any activities requiring review or adjustment during the Operations and Support Phase.
3.3	Continuity of Operations Plan (COOP)
Vendor shall provide a Continuity of Operations Plan that describes how essential system functions will be maintained or restored in the event of an outage, disaster, or unexpected disruption. The plan shall identify critical processes, required resources, backup and recovery procedures, incident response roles, and communication protocols. Vendor will outline system recovery time objectives, data restoration steps, and alternate operating procedures to minimize downtime and support uninterrupted service. The COOP shall be reviewed and updated as needed throughout the project lifecycle, including during the Operations and Support Phase.
3.4	Training Plan
Vendor shall provide a Training Plan that outlines the overall strategy, content, and schedule for training all applicable user groups. The plan shall define training objectives, delivery methods, required materials, and the roles and responsibilities of Vendor and DHSS staff. Vendor will include a training curriculum, session outlines, and a process for evaluating training effectiveness. The Training Plan shall also include the Operations and Support Phase.
3.5	Test Plan
Vendor shall provide a Test Plan that describes the testing approach, test types, environments, required resources, and acceptance criteria used to validate that the system meets all functional and technical requirements. The plan shall include descriptions of unit testing, integration testing, user acceptance testing, performance testing, security testing, and any other applicable test activities. Vendor will provide the test schedule, test cases, roles and responsibilities, and defect reporting and resolution procedures. The Test Plan shall be maintained throughout the project and updated to incorporate additional testing needs during the Operations and Support Phase.
3.6	Product Deployment Plan
Vendor shall provide a Product Deployment Plan that outlines the activities required to transition the system from development to production. The plan shall identify deployment tasks, schedule, required environments, resource assignments, data migration procedures, communication steps, and dependencies. Vendor will include pre-deployment validation tasks, cutover procedures, and post-deployment monitoring requirements, as well as rollback and contingency strategies. The Product Deployment Plan shall remain current throughout the project and include updates necessary for future releases or enhancements during the Operations and Support Phase.
3.2 	User Guide 
Vendor shall provide a User Guide in PDF format and include instructions and screen samples to navigate and use the WIC Nutrition Education site. Vendor will include a table of contents; organize, and group the content by core functionality; and provide instructions for contacting the Help Desk or support.
 



4 	Project Requirements 

4.1 	Offshore Prohibitions 
Offshore is defined as not being within the United States or its territories. Offshore storage and transmission of DHSS data is prohibited. Onshore project data and project artifacts including backup and recovery files in any form shall not be accessed by offshore staff and shall not be copied, processed, transmitted, or moved offshore. Vendor is permitted to engage offshore resources including sub-vendors for development and internal lower level (unit & integration) testing only. Vendor is prohibited from using State data in any form even if masked or obfuscated for offshore testing. All aspects of user acceptance testing and production operations will take place onshore. 

Associated Link: 
Offshore IT Staffing Policy 
4.2 	Data Classification Policy 
Vendor shall abide by the terms and conditions established the Delaware Data Classification Policy, which defines the roles and responsibilities of a Data Steward based on the data classification. The data classification for this procurement is State of Delaware Secret. 
 
Associated Link: 
Data Classification Policy 
4.3 	Cloud Hosting and Data Use Agreements 
Vendor shall abide by the terms and conditions established in two separate agreements, the Delaware Cloud Services Agreement (CSA) and the Delaware Data Use Agreement (DUA), which govern remote hosting/cloud systems and accessing/storing State data outside of the State network respectively. Both agreements have columns identifying which provisions are mandatory depending on whether the data is defined as Public or Non-Public.  The data for this procurement is defined as Non-Public.  The mandatory clauses are identified by the checkmark in the appropriate Public/Non-Public column in each agreement. 
 
Associated Links: 
Delaware Cloud Services Terms & Conditions Agreement 
Delaware Data Usage Terms & Conditions Agreement 
Terms & Conditions Governing Cloud Services Policy 
Terms & Conditions Governing State Data Usage Policy 
 
Signed agreements are required to sign a contract.  Both the CSA and DUA were already vetted and approved by the Delaware Department of Technology and Information (DTI) and the Delaware Deputy Attorney General (DAG).  During the Operations and Support Phase, vendor will renew both agreements every 12 months. 
4.3.1 Criminal Background Check 
All Vendor staff working on this project will be subject to a Criminal Background Check (CBC). Vendor will be solely responsible for the cost the CBC. DHSS will review the CBC results. DHSS at their sole discretion may request that a vendor staff be replaced if their CBC result is unsatisfactory. 
4.3.2 Cyber Liability Insurance 
All data in transit must be encrypted whether transmitted over a public or private network.  If vendor cannot comply with the requirement to encrypt data at rest, then vendor must purchase adequate Cyber Liability Insurance to protect vendor and the State from data breaches and other cyber security issues. The selected vendor will present a valid certificate of cyber liability insurance for attachment to the contract prior to contract signature. 
4.3.3 Subvendors 
Subvendors are not required to sign the CSA or the DUA; however, the vendor will hold them responsible to the same or more stringent security requirements to ensure that State data is adequately secured. 
4.4 	HIPAA Regulations 
Vendor shall certify compliance with Health Insurance Portability and Accountability Act (HIPAA) regulations and requirements as described in Department of Health and Human Services, Office of the Secretary, 45 CFR Parts 160, 162 and 164 along with the updated ARRA and HITECH act provisions, as well as all HIPAA requirements related to privacy, security, electronic transaction and code set standards, and provider enumeration (National Provider Identifier). The proposed solution must meet these cited requirements. 
4.5 	Business Associate Agreement  
Because the data includes Protected Health Information (PHI), which is covered by HIPAA regulations, a Business Associate Agreement (BAA) must be signed by the contractor to acknowledge agreement with federal and state policies and standards. This agreement/contract must be in force before testing or production implementation of this data exchange. During the Operations and Support Phase, the contractor will renew the BAA every 12 months.

4.5.1 	Sub vendors 
Subvendors are required to sign a BAA.  
4.6 	DHSS Data Rights 
All data covered by this contract is the sole property of DHSS. De-identified or derived/aggregated DHSS data is not exempted from this requirement. This provision shall survive the life of the contract. Vendor does not acquire any right, title, or interest in DHSS data under this contract. Except as otherwise required by law or authorized by DHSS in writing, no DHSS data shall be retained by Vendor for more than 90 days following the date of contract termination. After the 90-day timeframe the following provisions will remain in effect: Vendor will immediately delete or destroy this data in accordance with NIST standards and provide written confirmation to DHSS; Vendor is expressly prohibited from retaining, transferring, repurposing, or reselling DHSS data except as otherwise authorized by DHSS in writing; Vendor  retains no ongoing rights to this data except as expressly agreed to by DHSS in the contract. 

4.7 Help Desk 
The vendor must provide help desk support Monday–Friday, 8am–5pm EST. 
 4.8 Website Requirements The site must be ADA-compliant, mobile responsive, and feature CMS access for uploads and quarterly updates. It must support English, Spanish, and Haitian Creole.
4.9 Inventory and Fulfillment The vendor must warehouse materials, manage online inventory, and facilitate drop-shipping with no minimum quantity to 12 WIC clinics. The system must notify the State Office when inventory is low.
4.10 Print and Digital Material Requirements All materials must meet USDA and DPH standards, be culturally appropriate, ADA accessible, and updated every 1–3 years.
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