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1. Definitions, Acronyms 
 

Item Definition 

Content Text, Images, Videos and other Multimedia assets which are created or stored in the 
Content Management Systems.  This includes Validated artifacts in Livelink and 
Documentum and non-validated data in SharePoint. 

Content Management 
System(s) 

In this case, the three systems currently in use by ABC: Microsoft SharePoint, OpenText 
LiveLink and Documentum. 

 

Controlled Vocabularies Established lists of standardized terminology for use in metadata frameworks, indexing, 
and retrieval of information. 

ECM (Enterprise Content 
Management) 

Enterprise content management is the capabilities to Capture, Manage, Store, Preserve, 
and Deliver content and documents related to organizational processes. 

 

Facets Multiple characteristics or attributes of objects that enable the classification  in different 
ways 

IA  (Information Architecture) A company-wide structure for storing all content.  Key elements are: 

• Metadata Framework 
• Taxonomy 
• Data Dictionary 
• Controlled Vocabulary 
• Normalization, Transformation Rules 
• Synonyms 
• Localization Strategy 
• Content Publishing Strategy 

See Appendix section “Information Architecture Definition” for more details. 

Metadata  The purpose of Metadata is to help locate and organize files.  Also known as properties, 
tags and index fields.  These are data elements attached to the file such as creation date, 
author, expiration date, subject, etc. See Appendix “Meta Data Example”.   

Metadata describes 

• Object content in detail  

• Information needed to map the object into one or multiple taxonomies  

• Object content security and administrative details  

Artifact Lifecycle 
management 

Also known as artifact deletion date.  Depending on company policy, some artifacts may 
be deleted after a period of time, some may be archived by moving to another storage 
location, etc.  
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Item Definition 

Taxonomy A hierarchy of storage locations, much like an organization chart.  See Appendix for 
“Taxonomy Examples”. 

Taxonomies describe 

• Categories and subcategories 

• Hierarchical relationships 

• Do not describe object content beyond categories 

Taxonomy Management 
Application (TMA) 

A software package designed to assist in the ongoing evolution and management of 
taxonomy and metadata. 

Thesaurus Terminology hierarchies with broader/narrower relations structuring the hierarchy. 

Validated Artifacts These are Text, Images, Videos or other data that are subject to government regulation. 

COTS Commercial Off The Shelf Software 

PoC Proof of Concept 
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2. Introduction 
 

 
Project Description:  ABC is planning to implement a set of ECM-related initiatives.  One such initiative is the ECM 

Taxonomy project.  

 

The ECM Taxonomy project provides a company-wide classification structure for all content within scope.  The 

work includes activities in discovering and defining an enterprise level Taxonomy that will enable the effective use 

of the three Content Management Systems currently at ABC. 

 

Project Objectives: 

• The AS-IS State:  Comprehend and document the content that exists within ABC’s content management 

systems, so that it can be organized.  

• The TO-BE state:  Organize the content, aligning it with the business of ABC and the systems that are used 

to transact that business. 

o Standardize the terminology used to classify, identify and describe such content. 

o Define and standardize the lifecycle of content, including the artifact lifecycle management. 

o Enable the optimization in usage of the existing content management systems. 

o Support accelerated search and navigation. 

o Facilitate content reuse through multiple channels. 

• Provide key Enterprise level inputs to evaluating 3rd party COTS taxonomy management applications and 

inputs to enterprise content repository design. 
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3. Problem Statement 
 

The users of content management systems such as SharePoint, Documentum and LiveLink face several key 
problems: 

• Difficult to find documents. 

• Inefficient search. 

• No enterprise-wide search. 

• Inconsistent or conflicting storage locations. 

• Insufficient document description in the Metadata. 

• Out of date documents creating delay and frustration at finding current documents. 

• Retention factors (Legal hold a key consideration). 

 

4. Executive Summary 
 

The Enterprise Taxonomy discovery & definition that is provided by this project is to understand the current “AS-

IS” state of ABC’s taxonomy and metadata and to design a “TO-BE” state which dramatically improves User 

productivity & reduces user mistakes and problems. 

 

The recommendation for a Taxonomy Management Application (TMA) solution, to be completed after the 

discovery & definition of the Enterprise Taxonomy work, is to assist ABC in the identification, evaluation & 

recommendation of a COTS software package to manage Enterprise Taxonomy and Metadata. 

 

XYZ is a global IT outsourcing and business process outsourcing organization with 50 global delivery centers and 

over 140,000 associates. We employ a unique onsite/offshore delivery model infused by a distinct culture of 

customer satisfaction.  XYZ’s Health Care & Life Sciences practice, with annual revenue of over $1.6 Billion and with 

more than 23,000+ dedicated professionals, has the required expertise to provide various technology and domain 

solutions to top Healthcare and Life Sciences organizations. 
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5. Scope of Services 
 

XYZ will provide the following services: 

In Scope 

Organization Scope 

• Includes all the departments within ABC  

Content Management Systems In Scope for this project: 

• Microsoft SharePoint  

• OpenText LiveLink  

• Documentum 

Content In Scope for this project:  Text, Images, Videos and other Multimedia assets which are created or stored 
in the “in scope” Content Management Systems.  This includes Validated Artifacts in LiveLink and Documentum.  
Non-validated data in SharePoint. 

Step 1:  Define the AS-IS State: 

• Discover/Validate metadata and taxonomy artifacts through surveys, interviews and workshops 

• Collect, organize and analyze existing documents relevant to the project. 

• Gather information regarding taxonomies and metadata currently in use and perform harmonization 
across the 3 Content repositories. 

• Create an inventory of content within the existing ECM environment. 

 

Step 2:  Define the TO-BE State: 

• Create an enterprise taxonomy, metadata model and content model for the content management 
systems and content within scope. 

• Create interim deliverables for review. 

• Review the results with ABC to create final deliverables. 

• Recommend next steps within the ECM initiative. 

 

Step 3:  Taxonomy Management Application (TMA) Vendor Evaluation and Recommendation:   

• Identify stakeholders for ABC evaluation. 

• Create/Validate TMA evaluation criteria with Stakeholders. 

• Evaluate vendors based on criteria established with Stakeholders. 

• Make recommendation on best fit Vendor based on evaluation criteria. 
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In Scope 

Additional Notes on Scope: 

• Stakeholder interviews are limited to a maximum of 20 total interviews. 

• Vendor evaluation will be based on functional & non-functional requirements fit analysis, vendor 
strengths & roadmap, and architecture fitment.    

• By accepting this SOW, ABC acknowledges that any request for deviation from these deliverables may 
result in a scope change, possible additional costs and possible delays. 

 

 

6. Services Out of Scope 
The following activities are out of scope for this engagement: 

Out of Scope 

• Implementation of taxonomy, metadata or content lifecycles within ABC’s systems. 

• Analysis of content outside of the systems and locations within scope. 

• Analysis, testing or recommendations of systems and software. 

• Creation of functional specification, documentation of software or hardware requirements 
recommendation and implementation of software solutions  

• User Acceptance Testing. 

• Any service not explicitly stated in the “scope of services” section. 

• Work involving content or systems not listed as “in scope”. 

• PoC of COTS software evaluated for TMA solution 

 

7. Terms 
The term of this SOW shall commence as of the date first set forth above and shall expire upon completion of the 

services, unless earlier terminated pursuant to the terms of the Agreement. It is expected that the Services 

specified in this SOW will begin March 1, 2013, or as mutually agreed, and approximately take 6 months to 

complete.  Completion may be delayed due to the dependencies or any other factors, XYZ will make commercially 

reasonable efforts to notify ABC in advance. 
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8. Assumptions  
 

This table describes the assumptions XYZ is making for completion of this engagement.  Any delay caused by 

deviation from these assumptions may impact the scope, project timelines and cost of the engagement.    

No. Assumption 

1 ABC’s guidelines, processes, policies and standards applicable to the Services hereunder will be 
provided to XYZ in advance of the applicable work activities. 

2 

This engagement involves interviewing a maximum of 10 stakeholders located at ABC locations in North 
America and Europe.  ABC will have primary responsibility for identifying and scheduling stakeholders 
for interviews.  The stakeholders will have timely availability during the current state analysis & to 
review/validate the taxonomy design.   

3 Any delay in project timelines caused by factors outside of XYZ control, for e.g. Stakeholder availability, 
will be handled through the scope change process. 

4 XYZ will be provided full & timely access to ABC business and technical documents, servers and libraries 
that will help in successful delivery of the services in scope. 

5 Business and IT teams will be available and provide resolution, review and sign-off on project 
deliverables within 2 business days. 

6 Any changes to the scope of work or timelines mentioned in this SOW will be handled through the 
scope change process. 

7 Activities are designed to provide two conversations with each stakeholder:  Primary and follow-on.   

8 XYZ will take primary responsibility for this project, working as a team with ABC personnel.   

9 Total data volume in scope is four terabytes (or less). 

10 XYZ will adopt a statistical sampling approach to analyzing the content repositories. 

11 XYZ will perform evaluation of up to 3 Vendors for the Taxonomy management capability and make 
recommendations on the vendor with the best fit 
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9. Dependencies 
 

The table below indicates the general dependencies for completing this engagement.  Any delay caused by these 

items may impact the scope, project timelines and cost of the engagement.   Any delay in project timelines caused 

by factors outside of XYZ control will be handled through the scope change process. 

No. Dependency Item Expected Date 

1 Availability and access to ABC SMEs’ and Stakeholders during current state 
analysis & for review/validate taxonomy design. 

Ongoing 

2 Availability of environment and data access to the CMS repositories. Project Start+4 
weeks 

3 Signoff of the deliverables within two business days of receiving. On going 

4 Office facilities to be provided by ABC for XYZ staff. Project Start 
date 

5 User-ids, passwords and access to the systems needed for this engagement. Project Start 
date 

6 Identify & confirmation of the vendors to evaluate for Taxonomy 
Management Application 

Project Start + 
11 weeks  

 

10. Roles and Responsibilities 
 

Organization Role Responsibility 

XYZ Onsite 
Enterprise 
Consultant 
(ECM 
Strategist) 

• Primary owner of the project from XYZ and first point of contact for 
ABC team 

• Planning, organizing and driving meetings ( workshops, business 
reviews, acceptance, implementation plan presentation) 

• Document findings and recommendations. 
• Analysis of business requirements gathered 
• Deliverables review and quality control 
• Reporting and stakeholder management 
• Conduct user interview sessions 
• Manage project scope 
• Ensure traceability between project deliverables and tasks to ensure 

project is successfully completed 
• Attend status review meetings with ABC 
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Organization Role Responsibility 

 

XYZ Onsite 
Information 
Architect 

• Drives the evolution of the Meta data & Taxonomy from discovery to 
definition  

• Participates with Business Analyst in the interviews, drives the content 
of the surveys and workshop agendas 

• Performs the Content inventory and metadata research.   
• Responsible for Taxonomy design, metadata modeling, content life 

cycles 

 

XYZ Onsite 
Business 
Analyst 

• Responsible for conducting interviews  with business and IT 
stakeholders, creation of surveys with Information Architect, and 
participating in the workshops 

• Assists the ECM Analyst and assist with the discovery and inventory of 
content 

• Responsible for documentation of interview summaries and 
coordinating with offshore BA  

 

XYZ Onsite 
ECM/WCM 
Analyst 

• Conducts technical research tasks and assists Information Architect 
with content discovery, inventory and analysis 

• Assists with the surveys, interviews to discover content 
• Analysis document & other collateral related to content discovery 

XYZ Offshore 
Lead Analyst • Responsible for the project plan  

• Creates weekly status reports 
• Tracks schedule & project costs 
• Assists the Onsite Enterprise Consultant by providing project 

information & status data   

XYZ Offshore 
Business 
Analyst 

• Assists onsite team with analysis and documentation  
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11. Service Location 
 

The Onsite Services will be provided from the following location: ABC offices in Berkeley Heights, NJ.  Offsite 
services will be performed at locations of XYZ’s choosing. 
 
Interviews for stakeholders outside of New Jersey will be conducted remotely by multiple methods. 
 
Deliverables and Activities 
 

The following table defines the detailed phases, activities, deliverables and responsibilities for the project.  

Phase Activity Deliverables 
Project Initiation • Kickoff meeting 

• Identify key business units and decision 
makers  

• Confirm systems within scope of project 
• Confirm project goals, timetables,  

deliverables and expected outcomes 
• Schedule interviews 

• Project Charter 
 

• Project Plan 
 

The AS-IS State:  Discovery 
and Knowledge Transfer 

• Collect and review existing documents 
relevant to project 

• Create and distribute surveys 
• Conduct content inventory 
• Interview key individuals and groups  
• Analyze documents and interviews 
• Analyze survey results 

 

• Interview Summaries 
• Content Inventory 

Summary 
• Interim Requirements 

Document 

The TO-BE State:  Definition 
and Design 

• Statistical analysis of metadata 
• Build initial taxonomy and thesaurus 

relationships  
• Build initial metadata model  
• Define content lifecycles 
• Harmonization of 3 in scope systems 

• Preliminary Taxonomy 
Facets 

• Statistical Analysis 
Report 

• Harmonization Report 
• Preliminary Metadata 

Framework 
• Preliminary Content 

Lifecycle Definition 
 

Review, Reconcile and 
Present 

• Core team presentation; review and approach 
validation 

• Work with committees to determine 
approved terms and usages (approve, reject, 
conflict, restricted) 

• Present final  deliverables to core team; 
review and adjust 

• Present final documents to exec team  

• Enterprise Taxonomy 
• Metadata Framework 
• Content Lifecycle 

Definition 
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Phase Activity Deliverables 
Taxonomy Management 
Application (TMA) 
Evaluation 

• Identify ABC evaluation criteria and priorities 
•  Evaluate vendors & make recommendation 

on best fit vendor 
 

• TMA Evaluation Criteria 
• TMA Evaluation & 

Recommendation Report 
 

 

12. Timeline 
 

Proposed timelines and major tasks for the engagement are as follows: 

 SEE EXAMPLE   
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13. Resources and Pricing 
XYZ will provide the Services and Deliverables described herein beginning March 1, 2013, or as mutually agreed.  

This SOW is on a fixed price basis.  Changes to the services and deliverables defined herein will be subject to the 

Scope Change process, as defined below. 

 

Travel related expenses associated with this engagement for travel from offsite to onsite, or other travel (at the 

request of ABC, if any) will be charged to ABC on actuals. 

 

The total cost for this engagement is as follows: 

Item  Amount 

Service Fees for Information Architecture Project, inclusive of the fees to evaluate up to 3 
Taxonomy Management Application products & make a recommendation  

$ NNN,NNN 

 

Pricing Assumptions: 

• Travel will be governed by ABC’s corporate travel policy, and a copy of that policy will be provided to XYZ 
prior to the start of the engagement. 

• Local taxes will be charged at actual, as applicable. 

• Duration of the Information Architecture project is 18 weeks. 

• Expenses are capped at ten (10%) of service fees and are chargeable on actual.  Any international travel 
required by ABC will not be included in this cap and will billed as actual 

 

 

 

 

 

 

 

14. Milestone Based Pricing 
 
The following payment schedule defines how payments are structured based on successful outcomes and 

deliverables.   
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Milestone Completion 
Date 

% of 
Service 

Fees 

Amount ($) 

Initiation Complete, Kickoff Meeting Week 2 10% $NNN 

AS-IS Analysis Complete, Checkpoint Meeting #1 Week 12 30% $NNN 

TO-BE Design Complete, Checkpoint Meeting #2 Week 17 30% $NNN 

Final Presentation & TMA Recommendation  Week 18 30% $NNN 

  100%  

15. Risks and Mitigation 
 

The risks to the project are described in the table below.  This list is not all-inclusive and other risks may be 

identified prior to the Work Order sign off. The table describes risks from both ABC’s and XYZ’s perspectives. 

Risks Mitigation 

Delay in getting the requirements from the SMEs 
and Stakeholders. 

ABC to ensure availability and involvement of SMEs 
during the requirement gathering phase. 

Statistical sampling will be used to analyze the 
large amount of data.  It is possible that some 
key words or metadata will be missed. 

Key words and metadata evolve over time.  Part of the 
project’s goals includes a framework for managing 
these changes. 

 
 
 

 

16. Change in Scope 
 

If, after the approval of this SOW document and commencement of the engagement, ABC or XYZ believes that 

additional work needs to be undertaken by XYZ in the interest of the project, XYZ will analyze the additional scope 

that needs to be undertaken and will make recommendations to ABC regarding resources, duration and cost.  The 

additional work by XYZ will begin after ABC has approved a Scope Change addendum to this SOW. 
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17. Software and/or Equipment 
 

Unless otherwise indicated herein, ABC shall be responsible for providing all software necessary to perform 

services hereunder and will obtain all consents, approvals or other licenses necessary for XYZ’s use of such 

software or other third party intellectual property provided by ABC to XYZ for this project.  
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18. Signature Page 
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