System Analysis and Design (MIS 4181)

Project Based Learning:
System Analysis and Design
Instructor: Ahmed Imran Kabir (AIK)
Email: iamahmedimrankabir@gmail.com
Web: ahmedimrankabir.weebly.com

Project Overview:
The capstone project on System Analysis and Design provides an opportunity for the MIS major students to actively integrate and apply all they have learned to the development, implementation, and analysis of a practical, hands-on project that has an Information System Administrative focus. In your capstone project, you are encouraged to do a database design of a large organization, or a website design, or any IOT device design (doesn’t has to be in real life) by going through all the system analysis and design procedures.  


Objectives:
The broad goal of the project is to bring improvement to the student’s current professional sphere of influence, for example, by addressing problem or issue encountered within the student’s profession, institution or organization- something that begs for a creative solution. 

Developing a sufficiently focused project can be difficult, particularly when one is passionate about their chosen topic. Students will commonly attempt too much, for example, by identifying a problem that is too broad or too complex and time-consuming to be tackled in just a few months. The project might need to address only a small ‘piece’ of the larger puzzle. 

To determine if the scope is manageable, it is useful to list and describe the major steps that will be required to complete the project and to develop a realistic timeline. 
 
	
Group size:
Your group can have maximum of 5 people. But if you are comfortable doing your project alone, you are welcome to do so.


Marks distribution:
Your entire project and presentation contains 15 marks (Project 15 marks + Presentation 5 marks). So be sure to do your project paper sincerely to achieve a good grade. I will be there always if your group need any help. Just ask for a group meeting schedule on my office room or skype.

Project submission deadline:
Your project submission tentative deadline and presentation day is:
· April 16th (Tuesday) – For section A (Class before the last class)


Project Charter Submission (Project Proposal):
Your project charter has to have these following steps: 

1. Project Overview: 
· Project Name, Authors, Creation date, last update date, System Owner, System Analyst, Project Charter Status, Project sponsor, signatures, date of approval, Proposed project start and end date.
2. Project Details: 
· Project purpose, project details, project includes, project outcomes and benefits, 
3. Stake holders.
4. Schedule/ Time management
5. Milestone (Sample file is given)
6. Resource Management (Needed resource for the project)
7. Cost of the resource needed.
8. Risk Management (Provide project risk log)
9. Working breakdown structure

Requirements of Project paper:
· Chapter 1: Executive summary, Introduction, Background of the problem, Project goals and value to stakeholders, stakeholder’s analysis, scope analysis, WBS (Work break down structure).
· Chapter 2: Methodology (Resource Management, Schedule/time management with scheduling, Risk Management with project risk log, Client Approval for the project, Requirements, Functional Requirements, Requirement Confirmation/ Stakeholders sign-off.
· Chapter 3: Testing and Development, Client MOM with feedback.
· Chapter 4: Deployment (Deployment sign-off sheet (Follow the given procedure).
· Chapter 5: Results (Final delivery), Conclusion.
· Submit the project paper (Both hard copy and softcopy with ppt) and Present the project with your group
** Selected papers will be later used for journal publication. I will bear the cost of publication and put all the group members name of the selected papers on the published paper. So I expect your sincerity.

Samples:
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Project Overview

Project Name: New Hire Employee Process Automation

· Project Author: Sarosh Kulkarni, Imran Kabir, Priyanka Shukla, Kalyani Kale

· Creation Date: Feb 15, 2017                         Last Revision Date Feb 20, 2017

· Project Requestor:  Texas A & M University Human Resource Department 

· Project Manager: Sarosh Kulkarni

· Project Charter Status (Pending/Approve/Reject):  Approved

· Project Sponsor: Texas A & M University H R Department                              

· Signature:



· Date of Project Approval:    February 2017

· Proposed Project Start & End Date: Start: March 2017      End: May 2017













Project Details:

Project Purpose: Human Resource department of Texas A & M University currently uses paper based procedure for new employee. This process is in dire need going digital. Leo consulting will provide an automated process. The automated process will help them go timely and efficient manner.

Project Details: This project will include following activities:

· Convert all the paper forms in to digital format.

· Automated the work flows

· Design the document template

· Identify the final resting place for documents.

· Identify the document retention.

Project Includes:  This project has following scope  

  Form W-4 for Federal Income Tax Withholding

Form I-9 and E-Verify System for Employment Eligibility

Job Application Form

State Withholding and Registration

A Checklist for Hiring New Employees

Employee Handbook

Register as an Employer with Your State

Register with the IRS for Payroll Taxes

Sign Up for the State New Hire Registration System

Get Ready to Verify Employment Eligibility

Sign Up for Unemployment Insurance

Project Outcomes & Benefits:   The outcomes of this project will be:

- Complete end to end automation of hiring process.

- A more user-friendly and usable process. 

- A more streamlined workflow and document maintenance process

STAKEHOLDERS:

· Texas A & M University Staff- New Hired Staff

· Texas A & M University Faculty- New Hired Faculty Members

· [bookmark: _Toc150068904]Texas A & M University Student- New Hired Graduate Assistant and Student workers



SCHEDULE/TIME MANAGEMENT:

Time management involves identifying the specific tasks/activities that project team members and stakeholders must perform to produce product deliverable. It is needed to identify and document the activity sequencing. It includes the estimation of work periods that are needed to complete individual activities. It involves controlling and managing changes to project schedule.  The established baseline is of two weeks of the project and then monitor progress against baseline on weekly basis. Project Schedule is updated with latest information and not more than two business days.

[bookmark: _Toc150068905]





Milestones

The table below lists the milestones for this project, along with their estimated completion timeframe.





RESOURCE MANAGEMENT:

Needed resources for the project:

There are many web-based forms generating software available in the market. Each of them has different types of pros and cons. According to our project, we need to choose suitable software package for our client. That software package will help us generating the forms as per our client’s needs. We will ask about the client’s opinion how they want the forms to be generated and what information’s will be there in the forms. Some of the automated form generating software packages that are available online are:

		Logo

		Name

		Best For

		Free For

		Plan Price





[image: ]

The recommended software packages are: JotForm, Formbakery and Formdesk. Each of the software package has different types of features. JotForm has the features where the clients can edit form with the colleagues, edit forms on mobile even if the person is offline, jump back to the previous version of the form when needed, include logic conditions to make interactive forms, send customized email notifications for form responses, another software Formbakery has simple drag and drop form builder, well-crafted code generation. Also, Formdesk has features of form validation, PDF generation, web-service API, email notification, massage after submission,

The other resources for the projects are the employees such as: The project manager, project lead, business analyst, developer and testers.







Cost of the resources needed:

These are the 3-selected software by our consultancy. We will use the software based on our client’s preference and propose them an estimated yearly cost. Here is the monthly cost of the chosen software by our consultancy:

[image: ]

The estimated yearly cost for Formbakery software package is ($9*12) = $108, for Formdesk the yearly estimated cost would be ($5*12) which is $60 and the estimated yearly cost for JotForm would be ($9.95*12) which is $119.4. Our client will check the features of the software and the pricing and they will tell us on which software they need their forms to be made. Office expenses as well as miscellaneous expenses would be $500 per cycle. Total expenses based on 3 software packages on 2-month cycle would be: 

		Expenses 1 

		

		



		Expenses

		Cost

		Total Cost (Monthly Cycle)



		Software (Formbakery)

		$108(Yearly)

		$18 



		Expenses for the consultants 

		$250 

		$500 



		Miscellaneous expenses 

		$250 

		$500 



		Total expenses

		

		$1,018 



		

		

		



		Expenses 2

		

		



		Expenses

		Cost   

		Total Cost (Monthly Cycle)



		Software (Formdesk)

		$60(Yearly)

		$10 



		Expenses for the consultants 

		$250 

		$500 



		Miscellaneous expenses 

		$250 

		$500 



		Total expenses

		

		$1,010 



		

		

		



		Expenses 3

		

		



		Expenses

		Cost

		Total Cost (Monthly Cycle)



		Software (JotForm)

		$119.4(Yearly)

		$20 



		Expenses for the consultants 

		$250 

		$500 



		Miscellaneous expenses 

		$250 

		$500 



		Total expenses

		

		$1,020 

















Risk Management

Risk is the most important factor that need to be taken care of during the project plan, implementation, completion phase. There are lot of risk involved during each stages and to avoid the risk is the most important factor involved in it. Risk like time involved for completion of the project, Cost involved, Problem caused in the team, timing involved for testing and some technical issues.

Risk management is very important to complete any project on time. Each and every member in the team need to cooperate and work together in a team so that the final project would be delivered on time to the client.





Working Breakdown structure:









Automation of New Hire Process





Development & Testing





Delivery Form as per Completion





Developing Form





Requirement





Gathering Information





Team Discussion with client





Client Meeting





Closing High Level Requirement





Doing Analysis





Testing the form





Acquiring License For software





Deployment





Final Form Delivery





Maintainance
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project risk log.xlsx

Risk Cost


			                    RISK MANAGEMENT LOG


			Project Name:									New hire Automation Process


			National Center:									Texas A&M University Commerce


			Project Manager Name:									Sarosh Kulkarni


			Project Description:									Automation Process


			ID			Current
Status			Risk
Impact			Probability of
Occurrence			Risk
Map			Risk
Description			Project
Impact			Risk Area			Symptoms			Risk Response
Strategy			Response Strategy			Contingency Plan


			1			Open			High			High			Red			Time involved in all the stages of the project.			Would have a high impact on the project.			Project Resources			delay in the work			Mitigation			Try to complete the work on time see where the work is been delayed.			Try to avoid this problem.						


			2			Open			Medium			Low			Green			Cost involved in the project.			May not have a wide impact on the project			Life-cycle Costs			Difficulty in generating funds			Avoidance			Solve the problem			Try to avail other sources of funds.


			3			Open			High			Low			Yellow			Problem in the team 			This risk will have a adverse effect on the project 			Project Management			If any of the team member find a better opportunities.			Avoidance			To see that everyone is satisfied in there role 			Try to avoid this problem.


			4			Open			High			Medium			Red			Time of user testing			Delay in submition of the project			Schedule			If any of the above problems occur			Mitigation			Solve the problem			NO contingency available.


			5			open			High			High			Red			Technical Issues			severely affect the project			Technical Obsolescence			if there is a break down in any resources			Avoidance			maintaince of technical team 			Avoidance is the best way













image1.png

j LeoConsuLtiNg
- " Building Trust Everyday






image2.emf

Iplan.xlsx





image2.emf
Project Charter  Template.doc


Project Charter Template.doc
		Project Charter: [Name of Project]   

		10.21.2015








Background
[Why is the project being undertaken? Describe an opportunity or problem that the project is to address.] 

Goals

· [specific & measurable goal  1]

· [specific & measurable goal  2]

· [specific & measurable goal  3]

Scope 
[What will be the end result of the project? Describe what phases of work will be undertaken. It’s also important to mention what activities will not be included in this project.]

Key Stakeholders 

		Client        

		[name]



		Sponsor

		[name]



		Project manager

		[name]



		Project team members

		[name], [name], [name], [name]. 






Project Milestones 
[Identify the significant project milestones: start date, end date and invoicing dates to the client.]

Project Budget 
[Describe the main project expenses: non-recurring & monthly recurring.]

Constraints, Assumptions, Risks and Dependencies

		Constraints      

		[Describe here potential factors that will impact the delivery of the project]



		Assumptions

		[Describe here conditions or situations that you are relying on in order to achieve project goals]



		Risks and Dependencies

		[What are the most significant risks? What things must happen before the project is delivered?]





Approval Signatures 


		

		

		

		

		



		[Name], Project Client

		

		[Name], Project Sponsor

		

		[Name], Project Manager





The Project Charter Form is created for you by the simple project management tool www.casual.pm 
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Texas A & M University

Automation of New HIre Process

 LEO CONSULTING



Presented by

Kalyani Kale

Sarosh Kulkarni

Imran Ahmed Kabir

Priyanaka Shukla















EXECUTIVE SUMMARY

Leo Consulting is business consulting firm which provides end to end solutions for business. Help them in implanting new tools and software which will help their business to grow. Texas A &M University Commerce is one of the client for Leo Consulting.

The purpose of below project is how Leo Consulting help Human Resource department of TAMUC to implement online new employee form designing and make the process easier. This project was covered in span of 2.5 months. The Leo consulting team worked closely with client TAMUCHR and implemented the project. 

This Project is very important in learning aspect as it covers complete project life cycle on how exactly consulting software firms. The project covers from project acquisition, implementation and delivery cycle. The methodology applied is agile method which is most effective and successful business life cycle process.

INTRODUCTION

Background problem

Human Resource department of Texas A & M University currently uses paper based procedure for new employee. The paper based system is tradition way of data recording. In last few years Texas A7M University has grown and still growing, with increasing university comes more Faculty/Staff and Student workers. As more requirement in happening the amount of data with HR department is growing. The paper based system is becoming more difficult to handle, with increasing data security issues are also growing. The problems of data loss have been faced by department. The HR department is in dire need of going digital.TAMUC HR department hired Leo Consulting to provide solution for their needs.

Leo consulting has come with providing an automated new hire process. Leo consulting will help TAMUCHR to implement and design the forms in digital format. Leo will implement software customization as per client’s requirement, design and developed the forms. The automated process will help them go timely and efficient manner.

Project Goals and Value to Stakeholder

This project will include following activities:

· Convert all the paper forms in to digital format.

· Automated the work flows

· Design the document template

· Identify the final resting place for documents.

· Identify the document retention.

 (
TAMUC-HR
) (
TAMUC-HR
)The above process change will be highly beneficial for client as it will make the new hiring process easy and smoother.



 (
Result with project implementation
)	

 (
No project
) (
With Project
)	



 (
Current state of business
)





 (
Result without project implementation
)





Stakeholders Analysis:The following analysis stake holders had been done by Leo consulting.

 (
Internal Stakeholder
TAMUC HR Departmental Staff
)

 (
External Stakeholders
New domestic Faculty Hired
New International Faculty
) (
New Hire Process Change at TAMUC HR
)





 (
External Stakeholders
New Student worker
) (
Internal Stakeholder
Employees who got promoted or job role changed
)







Scope definition

The scope for this project was defined through a comprehensive requirements collection process. First, a thorough analysis was performed on the company’s current process and forms, applications based on employee and user feedback. 

From this information, Leo consulting has developed the project team developed the project requirements documentation. (Given in below) The project description and deliverables were developed based on the requirements collection process and input from subject matter experts present at Leo consulting in domains like software consulting, Software developing and testing,business analyst. 

This project includes identifying the software application, design and programming, and testing of new forms as per collected requirements fromTAMUC HR. The project deliverables include new digital new hiring process forms with the flexibility to modify and expand the application as necessary in the future. This project will be accepted once the new forms have been fully implanted and tested by the department and have been shown to be compatible with the universities current process.

Work Break down structure for fowling project is given below



Work Break Down Structure (WBS)

[image: C:\Users\saros\Desktop\TEXAS A & M\Spring 2017\Project managment\Capture.PNG]

WBS excel file was earlier given with the second delivery. Here’s the screenshot of the same.












METHODOLOGY

Resource Management

Needed resources for the project:

There are many web-based forms generating software available in the market. Each of them has different types of pros and cons. According to our project, we need to choose suitable software package for our client. That software package will help us generating the forms as per our client’s needs. We will ask about the client’s opinion how they want the forms to be generated and what information’s will be there in the forms. Some of the automated form generating software packages that are available online are:

		Logo

		Name

		Best For

		Free For

		Plan Price





[image: ]



The recommended software packages are: JotForm, Formbakery and Formdesk. Each of the software package has different types of features. JotForm has the features where the clients can edit form with the colleagues, edit forms on mobile even if the person is offline, jump back to the previous version of the form when needed, include logic conditions to make interactive forms, send customized email notifications for form responses, another software Formbakery has simple drag and drop form builder, well-crafted code generation. Also, Formdesk has features of form validation, PDF generation, web-service API, email notification, massage after submission,

The other resources for the projects are the employees such as: The project manager, project lead, business analyst, developer and testers.

Cost of the resources needed:

These are the 3-selected software by our consultancy. We will use the software based on our client’s preference and propose them an estimated yearly cost. Here is the monthly cost of the chosen software by our consultancy:

[image: ]

Looking at the above chart we have to go ahead with JotForm. They have great features and also are very cost efficient.





Schedule/time management:

[bookmark: _Toc150068905]Time management involves identifying the specific tasks/activities that project team members and stakeholders must perform to produce product deliverable. It is needed to identify and document the activity sequencing. It includes the estimation of work periods that are needed to complete individual activities. It involves controlling and managing changes to project schedule.  The established baseline is of two weeks of the project and then monitor progress against baseline on weekly basis. Project Schedule is updated with latest information and not more than two business days.

Milestones





Risk management



Risk is the most important factor that need to be taken care of during the project plan, implementation, completion phase. There are lot of risk involved during each stages and to avoid the risk is the most important factor involved in it. Risk like time involved for completion of the project, Cost involved, Problem caused in the team, timing involved for testing and some technical issues.

Risk management is very important to complete any project on time. Each and every member in the team need to cooperate and work together in a team so that the final project would be delivered on time to the client.







Client Approval for Software Process

[image: ]

File:





Requirement

In the below table, the requirement numbering has a scheme - HR_HLR _0## (HR for Human Resources department, HLR for High Level requirements).  

		Business Requirement

		Area

		Deliverables

		Status



		HR_HLR_01

Create Form for student employment process

		HR

		HR_HLR _01_1.1

Student_Personal_Information_form

		Accepted



		

		

		HR_HLR _01_1.2

Student_Voluntary_Sefl_Declariontion_Disability

		Accepted



		

		

		HR_HLR _01_1.3

Student_Veteren_Status-Declaration

		



		

		

		HR_HLR _01_1.4

Student_Direct_Deposite_Authorization

		Accepted



		HR_HLR _02

Create Work Flow for Student employment process

		

		HR_HLR _02_1.1

Work flow for forms to be emailed to concern depratment

		



		

		

		

		



		

		

		

		







[bookmark: _Ref162754824][bookmark: _Toc191724240]Functional requirements

In the below table, the requirement numbering has a scheme - HR_LLR _0## (HR for Human Resources department, LLR for low Level requirements).  

		

		Req#

		Requirement

		Comments

		SME Reviewed / Approved



		HR_HLR01_1.1

Student_Personal_Information_form

		HR_LLR_01_1.1

_LR_1.1.1

		Add Name Field

		Character Filed

		Approved on March 9th 2017





		

		HR_LLR_01_1.1

_LR_1.1.2

		Add DOB Field

		Date filed with MM/DD/YYYY

		



		

		HR_LLR_01_1.1

_LR_1.1.3

		Citizen Country

		Drop down List

		



		

		HR_LLR_01_1.1

_LR_1.1.4

		Visa Status

		Check box F1/J1

		



		

		HR_LLR_01_1.1

_LR_1.1.5

		Education Level

		Check box MS/Bachelor

		



		

		HR_LLR_01_1.1

_LR_1.1.6

		Current Address

		Address/Multiple line

		



		

		HR_LLR_01_1.1

_LR_1.1.7

		CWID

		8 digits

		



		

		HR_LLR_01_1.1

_LR_1.1.8

		Email Address

		email

		



		

		HR_LLR_01_1.1

_LR_1.1.9

		Phone number

		10 digits

		







		

		Req#

		Requirement

		Comments

		SME Reviewed / Approved



		HR_01_1.2

Student_Voluntary_Sefl_Declariontion_Disability

		HR_LLR_01_1.2_LR_1.1.1

		Add disclaimer section

		Custom HTML

		Approved on March 9th 2017





		

		HR_LLR_01_1.2

_LR_1.1.2

		Add ‘Yes, I have Disability’

		Check box

		



		

		HR_LLR_01_1.2

_LR_1.1.3

		Add ‘NO,I don’t have Disability’

		Check box

		



		

		HR_LLR_01_1.2

_LR_1.1.4

		Add ‘ I don’t wish to answer’

		Check box

		



		

		HR_LLR_01_1.2

_LR_1.1.5

		Add ‘Signature’

		Signature filed

		



		

		HR_LLR_01_1.2

_LR_1.1.6

		Today’s Date

		Date Filed

		





		

		Req#

		Requirement

		Comments

		SME Reviewed / Approved



		HR_01_1.3

Student_Veteren_Status-Declaration

		HR_LLR_01_1.3_LR_1.1.1

		Add disclaimer section

		Custom HTML

		Approved on March 9th 2017





		

		HR_LLR_01_1.3

_LR_1.1.2

		Add ‘Yes, I am ProtectedVeteran’

		Check box

		



		

		HR_LLR_01_1.3

_LR_1.1.3

		Add ‘NO,I am ProtectedVeteran’

		Check box

		



		

		HR_LLR_01_1.3

_LR_1.1.4

		Add ‘ I don’t wish to answer’

		Check box

		



		

		HR_LLR_01_1.3

_LR_1.1.5

		Add ‘Signature’

		Signature filed

		



		

		HR_LLR_01_1.3

_LR_1.1.6

		Today’s Date

		Date Filed

		







		

		Req#

		Requirement

		Comments

		SME Reviewed / Approved



		HR_01_1.4

Student_Direct_Deposite_Authorization

		HR_LLR_01_1.4

_LR_1.1.1

		Add disclaimer section

		Custom HTML

		Approved on March 9th 2017





		

		HR_LLR_01_1.4

_LR_1.1.2

		Add Instruction section

		Custom HTML

		



		

		HR_LLR_01_1.1

_LR_1.1.3

		Initial setup

		Check box

		



		

		HR_LLR_01_1.1

_LR_1.1.4

		Update Data

		Check box

		



		

		HR_LLR_01_1.1

_LR_1.1.5

		Cancel

		Check box

		



		

		HR_LLR_01_1.1

_LR_1.1.6

		Name of Bank

		Character filed

		



		

		HR_LLR_01_1.1

_LR_1.1.7

		Bank Location

		Character filed

		



		

		HR_LLR_01_1.1

_LR_1.1.8

		Electronic deposit routing number

		7 digits

		



		

		HR_LLR_01_1.1

_LR_1.1.9

		Account number

		15 digits

		



		

		HR_LLR_01_1.1

_LR_1.1.10

		Employee Name

		Character filed

		



		

		HR_LLR_01_1.1

_LR_1.1.11

		Signature

		Signature

		







Employee Related Forms:

		


		Req#

		Requirement

		Comments

		SME Reviewed / Approved



		HR_HLR02_1.1

Employee_Personal_Information_form

		HR_LLR_02_1.1

_LR_1.1.1

		Add Name Field

		Character Filed

		Approved on March 9th 2017





		

		HR_LLR_02_1.1

_LR_1.1.2

		Add DOB Field

		Date filed with MM/DD/YYYY

		



		

		HR_LLR_02_1.1

_LR_1.1.3

		Citizen Country

		Drop down List

		



		

		HR_LLR_02_1.1

_LR_1.1.4

		Visa Status

		Check box F1/J1

		



		

		HR_LLR_02_1.1

_LR_1.1.5

		Education Level

		Check box MS/Bachelor

		



		

		HR_LLR_02_1.1

_LR_1.1.6

		Current Address

		Address/Multiple line

		



		

		HR_LLR_02_1.1

_LR_1.1.7

		CWID

		8 digits

		



		

		HR_LLR_02_1.1

_LR_1.1.8

		Email Address

		Email

		



		

		HR_LLR_02_1.1

_LR_1.1.9

		Phone number

		10 digits

		







		

		Req#

		Requirement

		Comments

		SME Reviewed / Approved



		HR_HLR01_1.2

Employee_DisabledVeteran_Status

		HR_LLR_02_1.2

_LR_1.1.1

		Add Name Field

		Character Filed

		



Approved on March 9th 2017









		

		HR_LLR_02_1.2

_LR_1.1.2

		Add DOB Field

		Date filed with MM/DD/YYYY

		



		

		HR_LLR_02_1.2

_LR_1.1.3

		UIN Number

		9 digits

		



		

		HR_LLR_02_1.2

_LR_1.1.4

		Veteran status

		Check box Yes/ No

		



		

		HR_LLR_02_1.2

_LR_1.1.5

		Signature

		Character Filed

		









		

		Req#

		Requirement

		Comments

		SME Reviewed / Approved



		HR_HLR02_1.3

Voluntary Self_Identification_of_Disability

		HR_LLR_02_1.3

_LR_1.1.1

		Yes/No/ Don’t want to Answer

		Check Box

		Approved on March 9th 2017















		



		Req#

		Requirement

		Comments

		SME Reviewed / Approved



		HR_HLR02_1.4

Acknowledgment of Reciept

		HR_LLR_02_1.4

_LR_1.1.1

		Name

		Character

		Approved on March 9th 2017











		

		HR_LLR_02_1.4

_LR_1.1.2

		UIN

		Integer 9 digits

		



		

		HR_LLR_02_1.4

_LR_1.1.3

		Signature

		Character

		



		

		HR_LLR_02_1.4

_LR_1.1.4

		Date

		Date Filed MM/DD/YYYY

		







		

		Req#

		Requirement

		Comments

		SME Reviewed / Approved



		HR_HLR02_1.5

Statement_of_Selective_Service_

Registration_Status

		HR_LLR_02_1.5

_LR_1.1.1

		Select the Option

		Check Box

		Approved on March 9th 2017











		

		HR_LLR_02_1.5

_LR_1.1.2

		Name

		Character Only

		



		

		HR_LLR_02_1.5

_LR_1.1.3

		SSN

		Integer Only

		



		

		HR_LLR_02_1.5

_LR_1.1.4

		Date of Birth

		Date Filed MM/DD/YYYY

		



		

		HR_LLR_02_1.5

_LR_1.1.5

		Signature

		Character Only

		



		

		HR_LLR_02_1.5

_LR_1.1.6

		Date

		Date Filed MM/DD/YYYY

		







		

		Req#

		Requirement

		Comments

		SME Reviewed / Approved



		HR_HLR01_1.6

Direct_Deposit_Authorization

		HR_LLR_01_1.6

_LR_1.1.1

		Name of Bank

		Character Only

		Approved on March 9th 2017





		

		HR_LLR_01_1.6

_LR_1.1.2

		Address

		Integer and Character

		



		

		HR_LLR_01_1.6

_LR_1.1.3

		Routing

		Integer Only

		



		

		HR_LLR_01_1.6

_LR_1.1.4

		Banking Account Number

		Integer Only

		



		

		HR_LLR_01_1.6

_LR_1.1.5

		Signature

		Character Only

		



		

		HR_LLR_01_1.6

_LR_1.1.6

		Date

		Date Filed MM/DD/YYYY

		







		

		Req#

		Requirement

		Comments

		SME Reviewed / Approved



		HR_HLR01_1.7

Non_Disclosure_Agreement

		HR_LLR_01_1.7

_LR_1.1.1

		Signature

		Character Only

		





		

		HR_LLR_01_1.7

_LR_1.1.2

		Name

		Character Only

		



		

		HR_LLR_01_1.7

_LR_1.1.3

		Date

		Date Filed MM/DD/YYYY

		







		

		Req#

		Requirement

		Comments

		SME Reviewed / Approved



		HR_HLR01_1.8

Retirement_Information

		HR_LLR_01_1.8

_LR_1.1.1

		Name

		Character Only

		Approved on March 9th 2017





		

		HR_LLR_01_1.8

_LR_1.1.2

		SSN

		Interger 9 digit Only

		



		

		HR_LLR_01_1.8

_LR_1.1.3

		Employee Title

		Character

		



		

		HR_LLR_01_1.8

_LR_1.1.4

		Department Details

		Character Only

		



		

		HR_LLR_01_1.8

_LR_1.1.5

		Classification

		Check Box

		



		

		HR_LLR_01_1.8

_LR_1.1.6

		Questionnaire 1,2,3,4

		Check Box     Yes /NO

		



		

		HR_LLR_01_1.8

_LR_1.1.7

		Signature

		Character Only

		



		

		HR_LLR_01_1.8

_LR_1.1.8

		Date

		Date Filed MM/DD/YYYY

		









		

		Req#

		Requirement

		Comments

		SME Reviewed / Approved



		HR_HLR01_1.9

Statement_Previous_State_

Employment

		HR_LLR_01_1.9

_LR_1.1.1

		Name

		Character Only

		Approved on March 9th 2017





		

		HR_LLR_01_1.9

_LR_1.1.2

		SSN

		Interger 9 digit Only

		



		

		HR_LLR_01_1.9

_LR_1.1.3

		Department Details

		Character Only

		



		

		HR_LLR_01_1.9

_LR_1.1.4

		Classification

		Yes / NO

		



		

		HR_LLR_01_1.9

_LR_1.1.5

		Previous Employer details(State Only)

		Character only

		



		

		HR_LLR_01_1.9

_LR_1.1.6

		Department

		Character Only

		



		

		HR_LLR_01_1.9

_LR_1.1.7

		Address

		Integer and Character Only

		



		

		HR_LLR_01_1.9

_LR_1.1.9

		Period of employment

		Date Filed MM/DD/YYYY

		



		

		HR_LLR_01_1.10

_LR_1.1.10

		Signature

		Character Only

		



		

		HR_LLR_01_1.11

_LR_1.1.11

		Date

		Date Filed MM/DD/YYYY

		







[bookmark: _Toc101335701][bookmark: _Toc191724262]







Requirements Confirmation/Stakeholder sign-off

Include documentation of the approval or confirmation of the requirements here.  For example: 

		[bookmark: _Toc148859170]Meeting Date

		Attendees (name and role)

		Comments



		03/06/17

		Bob Dylan, Human Resource SME

Mick Jagger, Human Resource SME

Priyanaka Shukla (System Analyst)

Kalyani Kale (System Analyst)

		Confirmed HR_HLR_01 – HR_HLR_02



		03/08/17

		Bob Dylan, Human Resource SME

Mick Jagger, Human Resource SME

Priyanaka Shukla (System Analyst)

Kalyani Kale (System Analyst)

Sarosh Kulkarni (Project Manager/System Software Analyst)

Imran Kabir (IT Analyst/System Software Analyst)



		Confirmed HR_LLR_01 – HR_HLR_02

































Testing and Development:

Testing 1:

Form 1:

[image: ]



		ID#

		Test Condition

		Expected Result

		Procedure

		Pass/Fail



		HR_HLR01_1.1

Personal Information Form

		Filling up Employee’s personal information.

		Filling up all mandatory information of employee’s 

		Filling up name, Birth Date, UIN, Citizenship, Visa type, Province for Canadians, Gender, Highest education level, Ethnicity/Race, Veteran status, Former foster child status, Residence/ Mailing and emergency address, Relatives who work in A&M System, 4 conditions, Signature and Date of Submission.

		Failed (UIN not given to the employee’s.)







FORM 2:

[image: ]




		ID#

		Test Condition

		Expected Result

		Procedure

		Pass/Fail



		HR_01_1.3

Veteren_Status-Declaration

		Filling up Employee’s Veteran Status Declaration.

		Filling up all mandatory information of employee’s veteran status declaration

		Filling up Name, Birthdate, UIN, if employee claims to be veteran, Signature and Date of submission. 

		Failed (UIN not given to the employee’s.)













FORM 3:

[image: ]

		ID#

		Test Condition

		Expected Result

		Procedure

		Pass/Fail



		HR_01_1.2

Student_Voluntary_Sefl_Declariontion_Disability

		Filling up Employee’s declaration of disability 

		Filling up all mandatory information of employee’s declaration of disability

		Filling up conditions, entering name, today’s date 

		Failed (Name character limited to only 20 max).























		ID#

		Test Condition

		Expected Result

		Procedure

		Pass/Fail



		HR_HLR02_1.4

Acknowledgement of receipt



		Filling up Employee’s acknowledgment of receipt 

		Filling up all mandatory information of employee’s acknowle

		Filling up Employee’s printed name, signature and date. 

		Passed





FORM 4:

[image: ]

[bookmark: _Hlk481277350]



FORM 5:

[image: ]

		[bookmark: _Hlk481277371]ID#

		Test Condition

		Expected Result

		Procedure

		Pass/Fail



		HR_HLR02_1.5

Statement_of_Selective_Service_

Registration_Status

		Filling up Employee’s Selective service registration status 

		Filling up all mandatory information of employee’s selective service registration status

		Filling up Employee’s 4 conditions, social security number, date of birth, signature and date 

		Passed





[bookmark: _Hlk481278260]





FORM 6:

[image: ]

		[bookmark: _Hlk481278294]ID#

		Test Condition

		Expected Result

		Procedure

		Pass/Fail



		HR_HLR01_1.6

Direct_Deposit_Authorization

		Filling up Employee’s direct deposit authorization 

		Filling up all mandatory information of employee’s direct deposit authorization

		Filling up Employee’s authorize payroll to share information, action requested, name of bank, bank location, deposit routing, account, checking/saving, printed name, department, office phone, cellphone, signature, date.

		Failed (UIN not given and Payroll use only not given to the employees.













FORM 7:

[image: ]

		ID#

		Test Condition

		Expected Result

		Procedure

		Pass/Fail



		HR_HLR01_1.7

Non_Disclosure_Agreement

		Filling up Employee’s Non-Disclosure Agreement  

		Filling up all mandatory information of employee’s Non-Disclosure Agreement

		Filling up Employee’s signature and date.

		Failed (Next form only valid for faculty and staff. We need to make another field to hide next form to the students)





















FORM 8:

[image: ]

		[bookmark: _Hlk481279574]ID#

		Test Condition

		Expected Result

		Procedure

		Pass/Fail



		HR_HLR01_1.8

Retirement_Information

		Filling up Employee’s Retirement information  

		Filling up all mandatory information of employee’s Retirement information

		Filling up Employee’s name, social security, title, department, classification,

Questionnaire, employee signature, today’s date

		Passed























FORM 9:

[image: ]

		ID#

		Test Condition

		Expected Result

		Procedure

		Pass/Fail



		HR_HLR01_1.9

Statement_Previous_State_

Employment

		Filling up Employee’s previous state employment  

		Filling up all mandatory information of employee’s previous state employment

		Filling up Employee’s printed name, social security, department, conditions, previous service (twice)

		Failed (Fields are only limited to 20 characters)





















Testing 2:

Form 1:

[image: ]



		ID#

		Test Condition

		Expected Result

		Procedure

		Pass/Fail



		HR_HLR01_1.1

Personal Information Form

		Filling up Employee’s personal information.

		Filling up all mandatory information of employee’s 

		Filling up name, Birth Date, UIN, Citizenship, Visa type, Province for Canadians, Gender, Highest education level, Ethnicity/Race, Veteran status, Former foster child status, Residence/ Mailing and emergency address, Relatives who work in A&M System, 4 conditions, Signature and Date of Submission.

		Passed (UIN Removed)







FORM 2:

[image: ]


		ID#

		Test Condition

		Expected Result

		Procedure

		Pass/Fail



		HR_01_1.3

Veteren_Status-Declaration

		Filling up Employee’s Veteran Status Declaration.

		Filling up all mandatory information of employee’s veteran status declaration

		Filling up Name, Birthdate, UIN, if employee claims to be veteran, Signature and Date of submission. 

		Passed (UIN removed)













FORM 3:

[image: ]

		ID#

		Test Condition

		Expected Result

		Procedure

		Pass/Fail



		HR_01_1.2

Student_Voluntary_Sefl_Declariontion_Disability

		Filling up Employee’s declaration of disability 

		Filling up all mandatory information of employee’s declaration of disability

		Filling up conditions, entering name, today’s date 

		Passed (Character maximized to 40)







FORM 4:

[image: ]

		ID#

		Test Condition

		Expected Result

		Procedure

		Pass/Fail



		HR_HLR02_1.4

Acknowledgement of receipt



		Filling up Employee’s acknowledgment of receipt 

		Filling up all mandatory information of employee’s acknowle

		Filling up Employee’s printed name, signature and date. 

		Passed (UIN Removed)







FORM 5:

[image: ]

		ID#

		Test Condition

		Expected Result

		Procedure

		Pass/Fail



		HR_HLR02_1.5

Statement_of_Selective_Service_

Registration_Status

		Filling up Employee’s Selective service registration status 

		Filling up all mandatory information of employee’s selective service registration status

		Filling up Employee’s 4 conditions, social security number, date of birth, signature and date 

		Passed





FORM 6:

[image: ]

		ID#

		Test Condition

		Expected Result

		Procedure

		Pass/Fail



		HR_HLR01_1.6

Direct_Deposit_Authorization

		Filling up Employee’s direct deposit authorization 

		Filling up all mandatory information of employee’s direct deposit authorization

		Filling up Employee’s authorize payroll to share information, action requested, name of bank, bank location, deposit routing, account, checking/saving, printed name, department, office phone, cellphone, signature, date.

		Passed (UIN removed)







FORM 7:

[image: ]

Employee’s printed name character maximized to 40 characters and Employee’s title and Department increased to 30 characters.

[image: ]


New field added: You are applying as (Student or Faculty/Staff).

[image: ]

New conditions applied related to the field ‘You are applying as’ to Hide ‘Retirement Information’ from students.

		ID#

		Test Condition

		Expected Result

		Procedure

		Pass/Fail



		HR_HLR01_1.7

Non_Disclosure_Agreement

		Filling up Employee’s Non-Disclosure Agreement  

		Filling up all mandatory information of employee’s Non-Disclosure Agreement

		Filling up Employee’s signature and date.

		Passed (Put condition to hide retirement form from students), characters maximized to 30 and 40 max.







FORM 8:

[image: ]

		ID#

		Test Condition

		Expected Result

		Procedure

		Pass/Fail



		HR_HLR01_1.8

Retirement_Information

		Filling up Employee’s Retirement information  

		Filling up all mandatory information of employee’s Retirement information

		Filling up Employee’s name, social security, title, department, classification,

Questionnaire, employee signature, today’s date

		Passed (Characters exceeded to 40 max)







FORM 9:

[image: ]

		ID#

		Test Condition

		Expected Result

		Procedure

		Pass/Fail



		HR_HLR01_1.9

Statement_Previous_State_

Employment

		Filling up Employee’s previous state employment  

		Filling up all mandatory information of employee’s previous state employment

		Filling up Employee’s printed name, social security, department, conditions, previous service (twice)

		Passed (Characters exceeded to 40 max)









Client MOM with Feedback:

Minutes Of Meeting

Texas A&M University –Commerce & LEO Consulting Services

March 4th, 2017

 

Members Present:                                                                       Others Present:                                                                                                 Ray Keck

AmySims                                                                                                                                                                                        Daniel Bob            

Rachel Clark

Sarosh Kulkarni 

Kalyani Kale

Priyanka Shukla              

Imran Ahmad Kabir

		

STAKEHOLDER

		

ROLE ASSIGNED

		

ACTIVITY



		

Amy Sims 

		

    Sarosh Kulkarni

		

Discussed on infrastructure required and how it can get inplace before project goes live in University environment.



		

        Daniel Bob 

		

    Imran/Priyanka 

		

Detailed discussion on requirements and concluded the layout of certain forms for their sections in the recruitment process.



		

Kalyani Kale

		

    Daniel Bob 

		

Discussed and decided to meet for issues related to development challenges.



		

       Sarosh Kulkarni 

		

    Rachel Clark/Daniel Bob 

		

Agreed to proposed timelines for requirement sign off along with development and testing to start simulteously. 



		

       Rachel Clark

		

   Amy Sims

		

Discussed on user acceptance testing and responsible stakeholders for testing and proposed timeline for it.



		

      Sarosh/Kalyani

		

   Amy Sims 

		

Decided on tentative timeline for delivery of sprint 1 user acceptance testing. 









· The proposed delivery of Sprint 1 is 6th April,2017.





Deployment: Deployment Sign-off Sheet

Instruction

This document is used to obtain customer approval for the deployment phase. This document can also be used to request review and approval of project documentation and materials between LEO Consulting and Texas A&M University-Commerce 

Requestor

		               Name

		            Title

		      Team



		Kalyani Kale

		Business Analyst

		Product 



		Priyanka Shukla

		Business Analyst

		Product 



		Imran Ahmed Kabir

		Developer/Analyst

		Product







Date of Request for Sign-off

31-March-2017

Project Name 

Automation of New Hire Process

Deployment Preparation

Infrastructure setup and training of HR personnel’s completed and approved prior to deployment of Sprint 1.  The following are listed activities. 

· Customer sign-off

· Security clearance

· Database access

· Code migration

· Server or network configuration

Sign-off: Approval or Rejection

Use the chart below to document approval or rejection.

		Name and Title of Approver

		Decision

		Reason for Rejection

		Date



		

Amy Sims (Head of HR operations)

		Approved 

		N/A

		



		

Daniel Bob (HR Manager)

		Approved 

		N/A

		



		

Rachel Clark(HR Manager)

		Approved 

		N/A

		





Feedback: 

Document Tracking

		Date

		Action Taken

		By Whom



		31st March 2017 

		Need change of action around a button in recruitment form 

		

             Rachel Clark 



		31st March 2017 

		Need training manual for HR staff to use online process 

		

              Amy Sims 







Minutes Of Meeting

Texas A&M University –Commerce & LEO Consulting Services

April 7th, 2017

 

Members Present:                                                                       Others Present:                                                                                                                                 Ray Keck

AmySims                                                                                                                                                                                                      Daniel Bob            

Rachel Clark

Sarosh Kulkarni 

Kalyani Kale

Priyanka Shukla              

Imran Ahmad Kabir

		

STAKEHOLDER

		

ROLE ASSIGNED

		

ACTIVITY



		

        Daniel Bob 

		

    Imran/Priyanka 

		

Detailed discussion on feedbacks from sprint 1 and concluded final layout of certain forms for their sections in the recruitment process for sprint 2 



		

Kalyani Kale

		

    Daniel Bob 

		

Discussed and decided to meet for issues related to development challenges.



		

       Sarosh Kulkarni 

		

    Rachel Clark/Daniel Bob 

		

Agreed to proposed timelines for requirement sign off for sprint 2 along with development and testing to start simulteously. 



		

       Rachel Clark

		

   Amy Sims

		

Discussed on user acceptance testing and responsible stakeholders for testing in sprint 2 and proposed timeline for it.



		

      Sarosh/Kalyani

		

   Amy Sims 

		

Decided on tentative timeline for delivery of sprint 2 with user acceptance testing. 





· The expected delivery of Sprint 2 is 1St May,2017





Deployment: Deployment Sign-off

Instruction

This document is used to obtain customer approval for the deployment phase. This document can also be used to request review and approval of project documentation and materials between LEO Consulting  and Texas A&M University-Commerce 

		               Name

		            Title

		      Team



		Kalyani Kale

		Business Analyst

		Product 



		Priyanka Shukla

		Business Analyst

		Product 



		Imran Ahmed Kabir

		Developer/Analyst

		Product





Requestor

Date of Request for Sign-off

29-April-2017

Project Name 

Automation of New Hire Process

Deployment Preparation

Infrastructure setup and training of HR personnelscompleted and approved prior to deployment of Sprint 2.  The following are listed activities. 

· Customer sign-off

· Security clearance

· Database access

· Code migration

Sign-off: Approval or Rejection

Use the chart below to document approval or rejection.

		Name and Title of Approver

		Decision

		Reason for Rejection

		Date



		

Amy Sims (Head of HR operations)

		Approved 

		N/A

		



		

Daniel Bob (HR Manager)

		Approved 

		N/A

		



		

Rachel Clark(HR Manager)

		Approved 

		N/A

		















RESULTS

Final Delivery

Going Live

Link for the Project:

https://form.jotform.us/71145629784162

The above is the link where the Form are being Developed and can be put on the University Server also.



Web deployment:

We have deployed the online form in the university human resource weblink and the filled-up forms will be sent to the Admin’s email address and it can be directly printed for the further records.

Link for the university Human Resource site:

[bookmark: _GoBack]http://tamuchr.16mb.com/Forms%20-%20Texas%20A&M%20University-Commerce.html

Human Resources -> Forms ->Online Application Form for Faculty, Staff, Student

[image: ]





CONCLUSION

The Consulting business project with Leo Consulting gave us complete knowledge of how exactly the software business runs in an industry. We got chance to learn each phase of project.

From the project acquisition, project contract discussion till the final delivery of this project showed us what all things involved in one complete project life cycle. We learned the agile methodology which is very popular in industry. We have faced certain issues like time management, changing requirements from clients etc but sill we could work and tackle the situation to give on time delivery of the project. In this project we learn two main aspects one is the on-time delivery and other is the quality of the work. Overall this project gave us real time experience of software industry. 
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project risk log.xlsx




project risk log.xlsx

Risk Cost


			                    RISK MANAGEMENT LOG


			Project Name:									New hire Automation Process


			National Center:									Texas A&M University Commerce


			Project Manager Name:									Sarosh Kulkarni


			Project Description:									Automation Process


			ID			Current
Status			Risk
Impact			Probability of
Occurrence			Risk
Map			Risk
Description			Project
Impact			Risk Area			Symptoms			Risk Response
Strategy			Response Strategy			Contingency Plan


			1			Open			High			High			Red			Time involved in all the stages of the project.			Would have a high impact on the project.			Project Resources			delay in the work			Mitigation			Try to complete the work on time see where the work is been delayed.			Try to avoid this problem.						


			2			Open			Medium			Low			Green			Cost involved in the project.			May not have a wide impact on the project			Life-cycle Costs			Difficulty in generating funds			Avoidance			Solve the problem			Try to avail other sources of funds.


			3			Open			High			Low			Yellow			Problem in the team 			This risk will have a adverse effect on the project 			Project Management			If any of the team member find a better opportunities.			Avoidance			To see that everyone is satisfied in there role 			Try to avoid this problem.


			4			Open			High			Medium			Red			Time of user testing			Delay in submition of the project			Schedule			If any of the above problems occur			Mitigation			Solve the problem			NO contingency available.


			5			open			High			High			Red			Technical Issues			severely affect the project			Technical Obsolescence			if there is a break down in any resources			Avoidance			maintaince of technical team 			Avoidance is the best way
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|AGREEMENT BETWEEN TEXAS A& M UNIVERSITY-COMMERCE
AND LEO CONSULTING
FOR SOFTWARE LICENSE AND RELATED SERVICES
‘This software license and service agreement (" Agreement") is made and entered into effective as of 14
March, 2017 (the “Effective Date”), by and befween “Texas A& M University-Commerce” at
Commerce, a state agency and institution of higher education of the State of Texas (“Universi
nd LEO Consulting Services ("Contractor").
University and Contractor hereby agree as follows:
1 Software and Services.
11 Contractor shall grant to University. Jotform, (the
“Software") as further identified in Exhibit A. Contractor shall deliver fo Umiveisity...
for University’s use of the Software. The
date of such delivery shall be referred to as the “Delivery Date"
Contractor's provision of the Software is a license, and shall not constitute an
agreement of sale. No title, patent, copyright, trademark, trade sccret, intellectual
property, or other ownership sights of Contractor are transferred to University by virtue
of this Agreement
12 Contractor shall provide annual support services for the Software as set forth in Exhibit A -
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Software License and Svcs. Agree Limited Term_LEO CONSULTING.doc

AGREEMENT BETWEEN TEXAS A& M UNIVERSITY-COMMERCE 


AND LEO CONSULTING 


FOR SOFTWARE LICENSE AND RELATED SERVICES



This software license and service agreement ("Agreement") is made and entered into effective as of 1st March, 2017 (the “Effective Date”), by and between “Texas A& M University-Commerce” at Commerce, a state agency and institution of higher education of the State of Texas (“University”), a nd LEO Consulting Services ("Contractor").




University and Contractor hereby agree as follows:



1. Software and Services.



1.1
Contractor shall grant to University  ________Jotform_________________ (the “Software”) as further identified in Exhibit A.  Contractor shall deliver to University  [EX: Pass Code, License Key, Passwords, etc.] for University’s use of the Software.  The date of such delivery shall be referred to as the “Delivery Date”.


Contractor’s provision of the Software is a license, and shall not constitute an agreement of sale.  No title, patent, copyright, trademark, trade secret, intellectual property, or other ownership rights of Contractor are transferred to University by virtue of this Agreement.  


1.2
Contractor shall provide annual support services for the Software as set forth in Exhibit A (“Annual Support Services”).  Contractor shall provide Annual Support Services beginning on the Delivery Date and continuing throughout the term of this Agreement.  Thereafter, University may renew the Support Services by payment to Contractor of the fees set forth in Exhibit B, attached and incorporated for all purposes.   


1.3
Contractor shall provide implementation and training services as set forth in Exhibit B (“Implementation Support and Training”).


1.4
Contractor shall provide the Software, Implementation Support and Training, and Annual Support Services (the “Services”) in accordance with the terms, requirements and specifications contained in (1) this Agreement; (2) UTSA Request For Proposal No. 3456 issued on 1st Jan, 2004, (the "RFP"); and (3) Contractor's response to the proposal dated 1st March, 2017(" RFP Response"), which are incorporated for all purposes. 



If there is a conflict among the provisions in the RFP, the RFP Response, or this Agreement, the provision requiring Contractor to supply the better quality or greater quantity of services will prevail, or if such conflict does not involve quality or quantity, then interpretation will be in the following order of precedence:   





(1)
Agreement; 



(2)
RFP Response;





(3)
RFP. 


2.
Term of Agreement



The term of this Agreement will begin on the Effective Date and expire on 1st March, 2019. University will have the option to renew this Agreement for next 3 years (2021) additional 2 years  terms.



3.
Technical Obligations of University



3.1
Third Party Products.  Insert any special obligations here.




3.2
Data and Software Operation.  Insert any special obligations here.


4. 
Fee Rates


4.1
So long as Contractor has provided University with its current and accurate Federal Tax Identification Number in writing, University will pay Contractor in accordance with the fees set forth in Exhibit B.



4.2
The fees include all applicable federal, state or local sales or use taxes payable as a result of the execution or performance of this Agreement. University, as an agency and institution of higher education of the State of Texas, is exempt from certain State sales taxes pursuant to Section 151.309 of the Texas Tax Code.  University understands that rates may be subject to other applicable taxes in effect at the time of Agreement


5.
Payment Terms. 




All invoices shall be payable to Contractor within thirty (30) days after receipt of invoice and delivery of the Software or services set forth in this Agreement.  Payment for delivery of Software and services rendered shall not be unreasonably withheld or delayed.  If University disapproves any amount submitted for payment by Contractor, University shall give Contractor specific reasons for disapproval in writing.  Upon resolution of any disputed charges, the Contractor shall re-invoice such remaining charges to the University. Payment of these agreed upon charges shall be payable within thirty (30) days of receipt of invoice by University, and no interest charges shall be assessed provided payment is made within thirty (30) days.  


Interest shall be payable by University on all past due amounts at the rate specified in Section 2251.025(b), Texas Government Code, as amended from time to time, (or in the event applicable law prohibits the charge of such a rate of interest, interest will be charged at the maximum legal rate permitted by applicable law) computed from day the amount becomes past due until the date paid



Notwithstanding anything to the contrary, Contractor understands and acknowledges that University’s payment processes are as stipulated in Section 2251, Texas Government Code.


6. 
Contractor's Representations and Warranties.



6.1 
Inaccuracies.  Contractor agrees to call to University’s attention in writing all information in any materials supplied to Contractor (by University or any other party) that Contractor regards as unsuitable, improper or inaccurate in connection with the purposes of this Agreement.



6.2
Corporate Standing.  Contractor represents that it is a corporation duly organized, validly existing and in good standing under the laws of the State of Texas, that it has all necessary corporate power and has received all necessary corporate approvals to execute and deliver this Agreement, and the individual executing this Agreement on behalf of Contractor has been duly authorized to act for and bind Contractor. 



6.3
Performance Warranty.  Contractor warrants to University that the Software, as and when delivered to University by Contractor and when properly used for the purpose and in the manner specifically authorized by this Agreement, will perform as described in the Documentation and RFP Response in all material respects.  


6.4
Intellectual Property Warranty.  Contractor warrants to University that it has the full legal right to grant to University the license granted under this Agreement, and that the Software, University when used in accordance with the terms of this Agreement, do not infringe upon any United States patent, copyright, trade secret or other proprietary right of any Person.


6.5
Exceptions and Disclaimer.  EXCEPT AS EXPRESSLY STATED IN THIS SECTION 4, CONTRACTOR MAKES NO REPRESENTATIONS OR WARRANTIES, ORAL OR WRITTEN, EXPRESS OR IMPLIED, ARISING FROM COURSE OF DEALING, COURSE OF PERFORMANCE, USAGE OF TRADE, OR OTHERWISE, INCLUDING IMPLIED WARRANTIES OF MERCHANTABILITY, FITNESS FOR A PARTICULAR PURPOSE, OR TITLE. ADDITIONALLY, CONTRACTOR MAKES NO REPRESENTATIONS OR WARRANTIES REGARDING, NOR SHALL CONTRACTOR HAVE ANY LIABILITY WITH RESPECT TO, ANY THIRD PARTY PRODUCTS OR SERVICES.


7.
Proprietary Information and Confidentiality  


7.1
Confidential Information of Contractor.  University agrees that Contractor’s [LEO CONSULTING] contains proprietary information, including trade secrets (“Proprietary Information”), that are the exclusive property of Contractor.  University and its employees and agents shall maintain the confidentiality of such Proprietary Information and not sell, license, publish, display, distribute, disclose or otherwise make available such Proprietary Information to any competitor of Contractor nor use such Proprietary Information except for University’s or the University of Texas System’s internal purposes in accordance with the terms of this Agreement.  Title to all of contractor’s proprietary information and all related patent, copyright, trademark, trade secret, intellectual property and other ownership rights of Contractor shall be and remain exclusively with Contractor, even with respect to such items that were created by Contractor specifically for or on behalf of University. This obligation of non-disclosure and non-use shall be effective during the term of this Agreement and for a period of three (3) years following the expiration or termination of this Agreement. It is acknowledged and agreed that the potential harm to Contractor of any breach of this confidentiality obligation cannot be adequately compensated by money damages.  Thus, to the extent authorized by the Constitution and laws of the State of Texas, Contractor shall be entitled to seek and obtain equitable and injunctive relief in the event of a breach or threatened breach of the confidentiality obligations.



Notwithstanding the foregoing, in no event shall University have any obligation of confidentiality relative to any information which (i) is in the public domain or comes into the public domain other than through breach of this Agreement by University; (ii) was known to University prior to disclosure by Contractor as shown by written records; (iii) is disclosed to University by a third party having legal right to do so; or, (iv) is required to be disclosed by law or court order, including but not limited to the requirements set forth in the Texas Public Information Act, Section 552, Texas Government Code.  




7.2
Confidential Information of University.  Contractor agrees that all information concerning University’s affairs, its trade secrets, teaching methods and techniques, development and donation information or processes, tracking methods or requirements (collectively "Data"), which Contractor may learn while performing service hereunder shall neither be disclosed by Contractor nor used by Contractor for any purpose other than on behalf of and in furtherance of University’s business interests in accordance with the terms of this Agreement.  Without the prior, written content of University, to be granted or withheld in its sole discretion, Contractor shall not disseminate or divulge the Data to any person or entity, other than as set forth herein. Contractor shall limit access to the Data to such persons who have a need for access to the Data for the purpose of developing, upgrading, maintaining, servicing, installing or providing technical support in connection with completing contractor’s requirements under this Agreement.  This obligation of non-disclosure and non-use of Data shall be effective during the term of this Agreement and shall remain in force following the expiration or termination of this Agreement. 



At the time this Agreement is complete or terminated for any reason, Contractor shall, at University’s option, either return all Data to the University, or destroy, and shall ensure that all persons to whom it has disclosed the Data shall destroy, all copies of the Data, unless otherwise directed in writing by University.  It is acknowledged and agreed that the potential harm to University of any breach of this confidentiality obligation cannot be adequately compensated by money damages.  Thus, University shall be entitled to seek and obtain equitable and injunctive relief in the event of a breach or threatened breach of the confidentiality obligations. 



Notwithstanding the foregoing, in no event shall Contractor have any obligation of confidentiality relative to any information which (i) is in the public domain or comes into the public domain other than through breach of this Agreement by University; (ii) was known to Contractor prior to disclosure by University as shown by written records; (iii) is disclosed to Contractor by a third party having legal right to do so; or, (iv) is required to be disclosed by law or court order.  



8.
University Marks and Contractor’s Ability for Public Acknowledgement  



Contractor acknowledges that the Board of Regents of The University of Texas System Board of Regents owns all rights to the name, logos, and symbols of University (“University Marks”). No displays or other advertising may state or imply that University endorses Contractor's products and services. Any use of University Marks  Any use of the University Marks in any way by Contractor must receive prior written approval of University, and any commercial use of University Marks must be pursuant to a license issued by the Collegiate Licensing Company or any successor identified by University.


9. 
Access to University Premises  


9.1
Identification and Refusal of Entry.  



Contractor acknowledges that University has the rights to (a) require identification from any person on the University’s premises, (b) refuse entry to persons having no legitimate business on the University’s premises, and (c) eject any undesirable person refusing to leave peaceably on request. Contractor shall cooperate with all authorized University representatives in the exercise of University’s rights described in the preceding sentence.




9.2
Limited Access.  



           Contractor, its employees, permitted subcontractors and agents, shall have the right to use and access only those University facilities that may be necessary to perform the Services and shall have no right to use or access any other facilities of University.



9. 3
Employee Conduct. 




While on University premises, Contractor shall require all of its employees, permitted subcontractors and agents to adhere to all of University’s policies and regulations, including but not limited to all University traffic and parking rules and regulations. Contractor shall complete the Services without interfering in any way with the activities of University’s faculty, students, staff, visitors or invitees.  Contractor shall take all reasonable precautions to prevent its employees, subcontractors or agents from exposing any University faculty, staff, student, visitor, or invitee to impropriety of word or conduct.


9.4
Coordination with O.I.T.


Contractor shall coordinate with the University’s Office of Information Technology Office in completion of the Services.  The telephone number for O.I.T., provided as reference, is 210-458-4555.


10.
Insurance


Contractor agrees that it will maintain public liability and property damage insurance in reasonable limits covering its obligations under this Agreement, and will maintain worker's compensation coverage (either by insurance or if qualified pursuant to law, through a self-insurance program) covering all Contractor’s employees or agents that may perform any services under this Agreement on premises occupied by or under the control of University.  At minimum, however, Contractor will obtain and maintain in force, at Contractor's sole expense, all insurance required by applicable state or federal law, including but not limited to workers' compensation and unemployment insurance.   



11.
Indemnification 



11.1
University.  To the extent authorized by the constitution and laws of the State of Texas, University agrees to indemnify and hold harmless Contractor, its agents, officers and employees from and against any liability, cost or expense, arising out of or associated with any claim for damages and/or personal injury, including death therefrom, to any person, or property damage or loss, (collectively, "Claims"), arising solely from University’s negligent acts, omissions or willful misconduct in connection with University’s obligations under this Agreement.  Provided however, University shall not indemnify, defend or hold harmless Contractor from and against any liability, cost or expense arising out of the negligent acts or omissions or willful misconduct of Contractor or the independent acts of third parties not affiliated with University.  



11.2
Contractor.  To the extent authorized by the constitution and laws of the State of Texas, Contractor shall indemnify, defend and hold harmless the University of Texas System, University, and its agents, officers and employees (the “Indemnified Parties”) from and against any Claims arising solely from Contractor 's negligent acts or omissions or willful misconduct.  Provided however, that Contractor shall not indemnify, defend or hold harmless the Indemnified Parties from and against any liability, cost or expense arising out of the negligent acts or omissions or willful misconduct of the Indemnified Parties or the independent acts of third parties not affiliated with Contractor.  


11.3
Contractor’s Intellectual Property Indemnification.  In addition, Contractor will defend, indemnify and hold University harmless from any action based on a claim that University's use of the Services in accordance with this Agreement, infringes any patent, copyright, or trade secrets of any third party.



12.
Limitations on Consequential Damages  


TO THE EXTENT AUTHORIZED BY THE CONSTITUTION AND LAWS OF THE STATE OF TEXAS, CONTRACTOR SHALL NOT BE LIABLE TO UNIVERSITY OR ANY OTHER PERSON FOR LOST REVENUES, LOST PROFITS, LOSS OF BUSINESS, OR ANY INCIDENTAL, INDIRECT, EXEMPLARY, CONSEQUENTIAL, SPECIAL OR PUNITIVE DAMAGES OF ANY KIND, INCLUDING SUCH DAMAGES ARISING FROM ANY BREACH OF THIS AGREEMENT OR ANY TERMINATION OF THIS AGREEMENT, WHETHER SUCH LIABILITY IS ASSERTED ON THE BASIS OF CONTRACT, TORT (INCLUDING NEGLIGENCE OR STRICT LIABILITY), OR OTHERWISE AND WHETHER OR NOT FORESEEABLE, EVEN IF CONTRACTOR HAS BEEN ADVISED OR WAS AWARE OF THE POSSIBILITY OF SUCH LOSS OR DAMAGES.  This limitation of liability shall not apply to Contractor’s intellectual property indemnification set forth above.


13. 
Termination and Default.



13.1
Breach.  In the event of a material failure by a party to this Agreement to perform in accordance with the terms of this Agreement (“default”), the other party may terminate this Agreement upon thirty (30) days’ written notice of termination setting forth the nature of the material failure; provided, that, the material failure is through no fault of the terminating party. The termination will not be effective if the material failure is fully cured prior to the end of the thirty-day period. 



13.2
Non-Payment.  In the event that University fails to pay for, or discontinues, Annual Support Services in accordance with this Agreement, Contractor may terminate this Agreement upon thirty (30) days’ written notice of termination setting forth the nature of the material failure. The termination will not be effective if such issue of non-payment is fully cured prior to the end of the thirty-day period. 



13.3
Effect of Termination.   Upon a termination of this Agreement, whether under this Section 13 or otherwise, University shall: (a) discontinue all use of all affected Software and Documentation, (b) promptly return to Contractor all copies of the affected Software and Documentation then in University's possession, and (c) upon Contractor’s written request, give written notice to Contractor certifying that all copies of the affected Software and Documentation have been permanently deleted from its computers. Termination under this Section 8 does not relieve the party’s from liability for any default or breach under this Agreement, including, but not limited to, University’s obligation to pay Contractor for all services received in accordance with this Agreement.   The provisions of Sections shall survive any termination of this Agreement. 



14.
 Relationship of the Parties.



For all purposes of this Agreement and notwithstanding any provision of this Agreement to the contrary, Contractor is an independent contractor and is not a state employee, partner, joint venturer, or agent of University. Contractor will not bind nor attempt to bind University to any agreement or contract. As an independent contractor, Contractor is solely responsible for all taxes, withholdings, and other statutory or contractual obligations of any sort, including but not limited to workers’ compensation insurance.



15.


Additional Statutory Provisions




15.1
Governing Law.  This Agreement and all of the rights and obligations of the parties hereto and all of the terms and conditions hereof shall be construed, interpreted and applied in accordance with and governed by and enforced under the laws of the State of Texas.




15.2 
Texas Family Code Child Support Certification.  Pursuant to Section 231.006, Texas Family Code, Contractor certifies that it is not ineligible to receive the award of or payments under this Agreement and acknowledges that this Agreement may be terminated and payment may be withheld if this certification is inaccurate.




15.3
Eligibility Certification.  Pursuant to Section 2155.004, Texas Government Code, Contractor certifies that the individual or business entity named in this Agreement is not ineligible to receive the award of or payments under this Agreement and acknowledges that this Agreement may be terminated and payment withheld if this certification is inaccurate.




15.4
Franchise Tax Certification.  A corporate or limited liability company Contractor certifies that it is not currently delinquent in the payment of any Franchise Taxes due under Chapter 171 of the Texas Tax Code, or that the corporation or limited liability company is exempt from the payment of such taxes, or that the corporation or limited liability company is an out-of-state corporation or limited liability company that is not subject to the Texas Franchise Tax, whichever is applicable. 



15.5 
Payment of Debt or Delinquency to the State. Pursuant to Sections 2107.008 and 2252.903, Texas Government Code, Contractor agrees that any payments owing to Contractor under this Agreement may be applied directly toward any debt or delinquency that Contractor owes the State of Texas or any agency of the State of Texas regardless of when it arises, until such debt or delinquency is paid in full.




15.6
Products and Materials Produced in Texas. Contractor covenants and agrees that as required by Section 2155.4441, Texas Government Code, in performing the Work and its other duties and obligations under this Agreement, the Contractor shall purchase products and materials produced in Texas when such products and materials are available at a price and delivery time comparable to products and materials produced outside of Texas.




15.7
Dispute Resolution. To the extent that Chapter 2260, Texas Government  Code, is applicable to this contract and is not preempted by other applicable law, the dispute resolution process provided for in Chapter 2260 and the related rules adopted by the Texas Attorney General pursuant to Chapter 2260, shall be used by the University and Contractor to attempt to resolve any claim for breach of contract made by Contractor that cannot be resolved in the ordinary course of business.  The Chief Business Officer of University shall examine Contractor claim and any counterclaim and negotiate with Contractor in an effort to resolve such claims.  The parties hereto specifically agree that (i) neither the issuance of this Contract by University nor any other conduct, action or inaction of any representative of University relating to this Contract constitutes or is intended to constitute a waiver of University’s or the State’s sovereign immunity to suit; and (ii) University has not waived its right to seek redress in the courts.



15.8
Access by Individuals with Disabilities.  Contractor represents and warrants (“EIR Warranty”) that the electronic and information resources and all associated information, documentation, and support that it provides to University under this Agreement (collectively, “EIRs”) comply with the requirements of Title 1, Rules 213.35 and 213.36 of the Texas Administrative Code (as authorized by Chapter



2054, Subchapter M of the Texas Government Code.).



To the extent Contractor becomes aware that the EIRs, or any portion thereof, do not satisfy the EIR Warranty, then Contractor represents and warrants that it will, at no cost to University, either (1) perform all necessary remediation to make the EIRs satisfy the EIR Warranty; or (2) replace the EIRs with new EIRs that satisfy the EIR Warranty.  Should University notify Contractor in writing that the EIRs, or any portion thereof, do not comply with the EIR Warranty, and such non-compliance continues for a period of sixty days after such written notice to Contractor, then University may terminate this Agreement and Contractor will refund to the University, within thirty (30) days after the termination date, a prorated amount of any fees paid by University for Services not yet properly rendered..


16.


Miscellaneous.


16.1
Entire Agreement; Modifications. This Agreement supersedes all prior agreements, written or oral, between Contractor and University and will constitute the entire agreement and understanding between the parties with respect to the subject matter of this Agreement. This Agreement and each of its provisions will be binding upon the parties and may not be waived, modified, amended or altered except by a writing signed by both University and Contractor.



16.2
Assignment. Contractor shall not assign this Agreement or any of its rights hereunder, nor delegate any of its obligations hereunder, without University’s prior written consent,


16.3
Force Majeure. Neither party hereto will be liable or responsible to the other for any loss or damage or for any delays or failure to perform due to causes beyond its reasonable control including, but not limited to, acts of God, strikes, epidemics, war, riots, flood, fire, sabotage, or any other circumstances of like character.


16.4 
Captions. The captions of sections and subsections in this Agreement are for convenience only and will not be considered or referred to in resolving questions of interpretation or construction.



12.5
Waivers. No delay or omission in exercising any right accruing upon a default in performance of this Agreement will impair any right or be construed to be a waiver of any right. A waiver of any default under this Agreement will not be construed to be a waiver of any subsequent default under this Agreement.



12.6
Notices. Except as otherwise provided in this Section, all notices, consents, approvals, demands, requests or other communications provided for or permitted to be given under any of the provisions of this Agreement, (including written notice to University pursuant to Section 2251.054, Texas Government Code) shall be in writing and shall be deemed to have been duly given or served when delivered by hand delivery or when deposited in the U.S. mail by registered or certified mail, return receipt requested, postage prepaid, and addressed as follows:



If to University:
Texas A& M University-Commerce






2200 Campbell Street,






Commerce, TX 75428






Attention: Vice President of Business Affairs






Phone: (210) 458-4201




with copy to:
 Texas A& M University-Commerce






2200 Campbell Street,



                                                   Commerce, TX 75428






Attention:Amy Sims







Office of Human Resources 






Fax: (210) 458-4061







Phone: (210) 458-4060



If to Contractor:
Sarosh Kulkarni


                                                   Project Manager



                                                   LEO Consulting Services 





2231 Live Oak Street, Apt 2478,


                                      Commerce, TX 75428


Or other person or address as may be given in writing by either party to the other in accordance with this Section.




Any e-mail notice sent pursuant to Section 2251.054, Texas Government Code, shall reference such Section of the Code in the notice.  



12.9
Severability. In case any provision of this Agreement will, for any reason, be held invalid or unenforceable in any respect, the invalidity or unenforceability will not affect any other provision of this Agreement, and this Agreement will be construed as if the invalid or unenforceable provision had not been included.



University and Contractor have executed and delivered this Agreement to be effective as of the Effective Date.



UNIVERSITY:





CONTRACTOR:



TEXAS A&M UNIVERSITY-COMMERCE
LEO CONSULTING SERVICES


AT COMMERCE





By:
1st MARCH 2017
                                      By: 1st MARCH 2017


Name:  Amy Sims 
                                                  Name: Sarosh Kulkarni


Title: Head of Human Resource Dept      
            Title: Program Manager/Consultant








Date: 28th Feb 2017


                         Date: 28th Feb 2017









Attach:



EXHIBIT A – Software and Support Services 


EXHIBIT B – Implementation & Training Schedule


EXHIBIT C – Fees for Software & Services




EXHIBIT A




SOFTWARE AND ANNUAL SUPPORT SERVICES


Contractor will provide to University the following Software and Annual Support Services in accordance with the terms of this Agreement: 


1. 
Software 



             Jotforms 


2.  
Annual Support Services


2.1
Contractor shall supply remote technical and application assistance to University for the Software, provided the University has paid the specified Annual Support Fee for the current period, as specified in Exhibit C. 



2.2
Support Service hours shall be 16*7.  All times are Central Standard Time.



2.3
Support and software updates shall be provided for the current and immediate previous major releases.



EXHIBIT B



FEES FOR SOFTWARE AND SERVICES



1.
Software, Including Related Documentation 




$  30,316


2.
Annual Support Services


Annual Support Services for the First Contract Year: $  10,000


Annual Support Services for the Second Contract Year:  $ 12,000


Annual Support Services Following the Second Contract Year:  Based on percentage escalation according to Industry Benchmarks.


3.
Basic Implementation Support: 


If University submits, in advance, a written request for additional services not contemplated or reasonably inferred by this Agreement, Contractor will be paid for actual hours incurred by Contractor’s personnel directly and solely in support of the additional services at the rates set forth above.
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Texas A&M University Employee Personal Data ®

Name
First Name Middle Name Last Name
Birthdate
Month  Day Year
UIN Citizenship
Country
Visa Type Province for Canadians

Ifother than U.S. citizenshio
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(continued from the Employee Personal Data form)

Disabled Veteran Status e

Name

First Name Middle Name Last Name

UIN Birthdate

Momth  Day vear

Do you claim to be a Disabled Veteran
Yes
No

crollto top

A disabled veteran is (1) a veteran of the U.S. military, ground, naval or air service who is
entitled to compensation (or who but for the receipt of military retired pay would be
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Voluntary Self-ldentification of Disability

Form CC-305
OME Control Number 1250-0005
Expires 1/31/2020

Why are you being asked to complete this form?

Because we do business with the government, we must reach out to, hire, and provide equal
opportunity to qualified people with disabilitiesTo help us measure how well we are doing, we
are asking you to tell us if you have a disability or if you ever had a disability. Completing this
form is voluntary, but we hope that you will

choose to fill it out. If you are applying for a job, any answer you give will be kept private and
will not be used against you in any way. If you already work for us, your answer will not be
used against you in any way. Because a person may become disabled at any time, we are
required to ask all of our employees to update their information every five years. You may
voluntarily self-identify as having a disability on this form without fear of any punishment
because you did not identify as having a disability earlier.

How do I know if I have a disability?

You are considered to have a disability if you have a physical or mental impairment or
medical condition that substantially limits a major life activity, or if you have a history or
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Acknowledgment of Receipt

1.) PRIVACY NOTICE

State law requires that you be informed that you are entitled to (1) request to be
informed about the information collected about yourself on this form (with a few
exceptions as provided by law); (2) receive and review that information, and (3) have the
information corrected at no charge. To request this information contact Human
Resources at 903-886-5282.

2.) INSTRUCTIONS

This form is used by Human Resources to document that the employee received required
information on policies, programs and benefit plans. The Acknowledgement of Receipt
will be maintained in the employee’s official personnel file.

3.) EMPLOYEE INFORMATION AND ACKNOWLEDGEMENT

All notices and information may be found online @ www.tamuc.edu/notices

1 hereby acknowledge and certify that | have received materials, notice and/or
information on the following topics;

- Drug and Alcohol Abuse and Rehabilitation Program (System Policy 34.02 & 34.02.01)
- Drug Free Workplace and Campus (University Rule 34.02.01.R1 & 34.02.01.R1.01)
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Texas A&M University-CommerceStatement of
Selective Service Registration Status

With few exceptions, you have the right to request, receive, review and correct information about

yourself collected using this form.

Under HB 558, enacted by the 76th Texas State
Legsiature, i you are currently of the age and gender
requirng registration with Selective Service, but
Knowingly and wiluy fai to do 80, you are ineigible
for employment with an agency in any branch of Texas
state government. Any offer of employment is
contingent on your compliance with Selective Service
aw.

Exemptions.

Almost all male U_S. citzens, and male aliens fving in
the U.S.. who are 18 through 25 years of age, are
required to register with Selective Service. Some non-
ciizens are required to register and others are not
Non-citizens not required (o registe include men who
are inthe U.S. on student or visitor visas, and men
Who are part of a diplomatic or trade mission and their
families. Amost alother male non-cizens are
required to register, including legal aliens, legal
pemanent residenis, and refugees.

Non-Registrants.

1 you are not registered as required, you are presently
ot elgible to be hired and should register promptly at
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Privacy Act Statement

Because information on your registration status is
‘essentia for determining whether you are in
complance with Selective Sevice law, fadure to
provide the information requested by this statement wil
prevent any further consideration of you for
‘employment. This information is subject to verification
with the Selective Service System and may be.
furnished to federal agencies fo law enforcement or
other authorized use in mplementing the law.

Ealse Statement Notfcation

Afalse statement may be grounds for not hiring you, or
for dismissal, f you have already begun work.

‘Should any question arise regarding your registraion
or clighiity for an exemption, you may request an
official "status information leftr from the Selective.
Service System by caling 1-847.688.6855. As an
altemative, you may send a writien request to the-
Selective Service System at P.0. Box 34533, Palatine,
L 600944635,

THANK YOU PAGE | + Add New Page
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Direct Deposit Authorization

1) PRIVACY NoTICE

State law requires that you be informed thatyou are entited t0: (1] request to be formed about the information collected about
Yoursefofthis form (with 2 few exceptions a5 provided by faw]; (2] recsive and review that information; and (3) have the
Intermatin corrected atno charge.

2) msTRucTIONS

s formis used by employees to request direct deposit of theirpayroll chck into 3 bank or cred union. 1 s the employes’s
responbiy to provids accurste routing 3nd sccount number information. fn Goub, Contact your fnanc| nsttution o snsure.
accuracy prir o zubmittng this form. Pleaze printceary and legly o pravent errors

This Direct Deposic Authorization Form i for payroll payments only.

Click to edit this text...

If you authorize Payroll to share this information with Accounts Payable for
reimbursements, travel, etc. check here.

Yes
No

Action requested
O initial setup
) Update data
O cancel
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Texas A&M University-CommerceNon-Disclosure e
Agreement

Al telecommunications and information resources leased or owned by the state and all
time-sharing services billed to the sate shall be used only to conduct state business,
Tnformation and resources belonging to the state are an asset that must be accounted for
‘and safeguarded. Information that is entered. processed, stored. generated, or
disseminated by automated information systems must be protected from intemal data or
programming errors and from misuse by individuals within or outside the organization.
Specifically, it must be protected from unauthorized or accidental modification.
destruction, or disclosure. Otherwise, we risk compromising the integrity of state
programs, violating individual rights to privacy. or facing criminal acts. A state official
or wrongful act where the information is lost, damaged or destroyed.

Employee’s Statement of Responsibility.
Tagree by signing this non-disclosure agreement,that I will:

« assure that the software used with my computer system is legally licensed and that
each software product s in compliance with license agreements,

« uphold the policies and procedures adopted to safeguard the information and
‘associated resources that I am entrusted with or come in contact with.

« report violations of above policies or procedures to my supervisor, the crolltotop
‘Tnformation Security Function or other person designated by the agency head,
‘use information resources only for the purposes within the scope of my job duties.
‘comply with controls established by the Information Security Function. which are
included on the account request form -
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Retirement Informa

Employee Information:

Employee's printed name: Employee's social security# :

Employee's title: Department:

Classification:
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BUILD SETTINGS PUBLISH Preview Form

Statement of Previous State Employment e

1. Employee information

Employee's printed
name:

Employee's social
security# :

Department:

Please check:

[ I have been employed by the State of Texas prior to employment at Texas A&M 0D
University-Commerce(Community College / Junior College, ISD's service is not applicable).

© 1 was a student worker at a State Institution of Higher Education.
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Disabled Veteran Status

(continued from the Employee Personal Data form)

Name
First Name. Middie Name. Last Name
Birthdate Do you claim to be a Disabled Veteran
R R Yes
Month Day Year No

A disabled veteran is (1) a veteran of the U.S. military, ground, naval or air service who s entitied
to compensation (or who but or the receipt of military retired pay would be entitied to
compensation under laws administered by the Secretary of Veterans' Affairs or (2) an individual
who was discharged or released from active duty because of a service-connected disabilty.

“You are not obligated to respond; however, your response is important to meet federal and

state reporting requirements_ Information you provide will remain confidential in accordance with
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Please check one of O YES, | HAVE A DISABILITY (or previously had a disability)
the boxes below: NO, | DON'T HAVE A DISABILITY
1 DON'T WISH TO ANSWER

Please enter your name:

Momth  Day vear

Back || Next

crollto top
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Employee's printed name

Employee's
signature

Date - -

Momth  Day vear

Back || Next

crollto top
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Employee's printed name: Department:
e+
Office Phone: Cellphone:
[ — [N

PAGE 1

PAGE 2

PAGE3

PAGE4

PAGES

1 authorize Texas ABM Universiy-Commarce to deposit by aectronic transfer my payrol amounts 1o the inancialinstitution and
‘accountindicated above. | acknowedge responsibilty fo proviing complete and accurate information on this autherization form
2nd understand that Texas A&M University-Commerce may contact my financil insttution to confrm accuracy of information. |
550 acknowiedge that | wil rceive an electronic notfcation of earings from the University which wil be an emil confirming that
my payrol data i vailable on HRConnec:. Teras ABM University-Commerce reserves the rght to reverse an incorrect posting;
Rowever, | fuly understand that the University must noty me on or before th settiment cate (paycay) and expian the resson for
the reversa. | further understand that  changes occur in my account, e, swiching depost from checking t savings, losing
account, changing banks, etc. it s my responsibiy to contact Payrol Services mmedately.

Employee's
signature:

Date - -
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Retirement Informa

Employee Information:

Employee's printed name: Employee's social security# :

Employee's title: Department:

Classification:
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‘associated fesources that I am entrusted with or come in contact with. -
« report violations of above policies or procedures to my supervisor, the

‘Tnformation Security Function or other person designated by the agency head,

‘use information resources only for the purposes within the scope of my job duties.

‘comply with controls established by the Information Security Function. which are

included on the account request form
« prevent disclosure of sensitive or confidential information.

Employee signature

Clear
Date

Month 02y Year

You are applying as: | Student -

Back Next

@) e
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FORM SETTINGS

Form status and properties.

CONDITIONS

Create conditional logic.

IF You are applying as: IS NOT EQUAL TO "Faculty and Staff’
HIDE 6395

HIDE Today's date

HIDE Employee signature:

HIDE h) Date of retirement

EMAILS

Send emails after submissions.

INTEGRATIONS
HIDE g) Are you a Retiree?

3rd party features.

16060603

and 14 more affected fields

THANK YOU PAGE

Shown after form submit.
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© 1 was a student worker at a State Institution of Higher Education.
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2. Previous service:

The State Agencies at which | was employed are listed below

Name of agency:

Department:
Date of employment: To (Approximate):
Month  Day Year Month  Day Year

Name used during
employment if
different from above:
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JotForm

Formstack

Typeform

iFormBuilder

Formsite

123ContactForm

Formbakery

Formdesk

fast form making

professional features

anew take on forms

mobile forms

billing features

lead generation

simple, self-hosted forms

doing more with your database

Unlimited forms & 100 entries

unlimited forms with core
features

10 forms & 100 entries

5 forms & 10 entries

5 forms & 100 entries/mo.

3 month trial

$9.95/mo.

$39/mo.

$20/mo.

$86/mo.

$24.95/mo.

$14.95/mo.

$9/form

~$5/mo.
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Best for:

simple, self-hosted forms

doing more with your database

fast form making

Free for:

3 month trial

Unlimited forms & 100 entries

Plans from:

$9/form

~$5/mo.

$9.95/mo.
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Scheduling.xlsx

Sheet1


			WBS			Task Mode			Task Name			Duration			Start			Finish			Predecessors			Resource Initials


			1			Manually Scheduled			TAMUC-HR			61 days			Wed 2/15/17			Wed 5/3/17


			1.1			Manually Scheduled			   Proposal Placement			11 days			Wed 2/15/17			Tue 2/28/17


			1.1.1			Auto Scheduled			      Initial Proposal Creation			4 days			Wed 2/15/17			Mon 2/20/17						I,K,P,S


			1.1.2			Auto Scheduled			      Meeting for Proposal Discussion			3 days			Tue 2/21/17			Thu 2/23/17			3			I,K,P,S


			1.1.3			Auto Scheduled			       Client Negotation Meeting			3 days			Fri 2/24/17			Mon 2/27/17			4			I,K,P,S


			1.1.4			Auto Scheduled			      Client Proposal Approval			1 day			Tue 2/28/17			Tue 2/28/17			5			I,K,P,S


			1.2			Manually Scheduled			   Sprint 1			30 days			Wed 3/1/17			Thu 4/6/17


			1.2.1			Manually Scheduled			       Requirement Gathering			10 days			Wed 3/1/17			Sat 3/11/17


			1.2.1.1			Manually Scheduled			         Procument of software purchasing			4 days			Wed 3/1/17			Sat 3/4/17


			1.2.1.1.1			Auto Scheduled			            Calling Clients for meeting After Proposal Approval			0.5 days			Wed 3/1/17			Wed 3/1/17			5			K


			1.2.1.1.2			Auto Scheduled			            Meeting for online form Software/Tools discussion			0.3 days			Wed 3/1/17			Wed 3/1/17			10			P


			1.2.1.1.3			Auto Scheduled			            Approval for Software/ Tools to be used in the Project			0.2 days			Wed 3/1/17			Wed 3/1/17			11			K


			1.2.1.1.4			Auto Scheduled			            Meeting with the Software Vendors for software Quotation			1 day			Thu 3/2/17			Thu 3/2/17			12			P,E


			1.2.1.1.5			Auto Scheduled			            Forwarding the Quotation to the Client for Approval			0.2 days			Fri 3/3/17			Fri 3/3/17			13			P


			1.2.1.1.6			Auto Scheduled			            Client Negoiatation Meeting Related to Software Pricing			0.8 days			Fri 3/3/17			Fri 3/3/17						E,K,P


			1.2.1.1.7			Auto Scheduled			            Approval for the Software Purchase from vendor			0.5 days			Sat 3/4/17			Sat 3/4/17			14			E,F,K,P


			1.2.1.1.8			Auto Scheduled			            Documenting the Software Purchased			0.5 days			Sat 3/4/17			Sat 3/4/17			16			K


			1.2.1.2			Auto Scheduled			         Meeting with the Client Regarding Customising the Online Form			1 day			Mon 3/6/17			Mon 3/6/17						K,P


			1.2.1.3			Auto Scheduled			         Discussion on the Business and Technical Requirement with Stakeholders			1 day			Tue 3/7/17			Tue 3/7/17			18			K,P


			1.2.1.4			Manually Scheduled			         Docmenting the gathered requirement 			2 days			Wed 3/8/17			Thu 3/9/17			19			K,P


			1.2.1.4.1			Manually Scheduled			            Developing Requirements into High Level


			1.2.1.4.2			Manually Scheduled			            Developing Requirements into Low Level


			1.2.1.5			Auto Scheduled			         discussion on Requirement with the deveplors 			1 day			Fri 3/10/17			Fri 3/10/17			20			K,P


			1.2.2			Manually Scheduled			       Development and Testing			16 days			Mon 3/13/17			Fri 3/31/17


			1.2.2.1			Auto Scheduled			         Start of Development for the Requirement Gathered			13 days			Mon 3/13/17			Tue 3/28/17			20			I,P


			1.2.2.2			Auto Scheduled			         Starting the Unit Testing			13 days			Mon 3/13/17			Tue 3/28/17			20			K,S


			1.2.2.3			Auto Scheduled			         Email Feedback from Client on highlighted development issues			13 days			Mon 3/13/17			Tue 3/28/17			20			I,P


			1.2.2.4			Auto Scheduled			         Integration Testing 			13 days			Mon 3/13/17			Tue 3/28/17			20			K,S


			1.2.2.5			Manually Scheduled			         Preformance Testing			13 days			Mon 3/13/17			Tue 3/28/17			20			K,S


			1.2.2.6			Auto Scheduled			         User Acceptance Testing			2 days			Wed 3/29/17			Thu 3/30/17			29			K,S


			1.2.2.7			Auto Scheduled			         Approval for developed requirement			1 day			Fri 3/31/17			Fri 3/31/17			30			I,P


			1.2.3			Manually Scheduled			      Sprint 1 Delivery			4 days			Mon 4/3/17			Thu 4/6/17


			1.2.3.1			Auto Scheduled			         On Site Training			2 days			Mon 4/3/17			Tue 4/4/17			31			I,K,P,S


			1.2.3.2			Auto Scheduled			          Go-Live			1 day			Mon 4/3/17			Mon 4/3/17			30,31			I,K,P,S


			1.2.3.3			Auto Scheduled			         feedback and discussion after GoLive			3 days			Tue 4/4/17			Thu 4/6/17			34			K,P


			1.3			Manually Scheduled			   Sprint 2			18 days			Fri 4/7/17			Mon 5/1/17


			1.3.1			Manually Scheduled			      Development and Testing			17 days			Fri 4/7/17			Sat 4/29/17


			1.3.1.1			Auto Scheduled			         Start of Development for the Requirement Gathered			14 days			Fri 4/7/17			Wed 4/26/17			35			I,P


			1.3.1.2			Auto Scheduled			         Starting the Unit Testing			14 days			Fri 4/7/17			Wed 4/26/17			35			S,K


			1.3.1.3			Auto Scheduled			         Email Feedback from Client on highlighted development issues			14 days			Fri 4/7/17			Wed 4/26/17			35			I,P


			1.3.1.4			Auto Scheduled			         Integration Testing 			14 days			Fri 4/7/17			Wed 4/26/17			35			S,K


			1.3.1.5			Auto Scheduled			         Preformance Testing			14 days			Fri 4/7/17			Wed 4/26/17			35			K,S


			1.3.1.6			Auto Scheduled			         User Acceptance Testing			2 days			Thu 4/27/17			Fri 4/28/17			42			K,S


			1.3.1.7			Auto Scheduled			         Approval before going Live			0.5 days			Sat 4/29/17			Sat 4/29/17			43			I,K,P,S


			1.3.2			Auto Scheduled			      Sprint 2 Delivery			1 day			Mon 5/1/17			Mon 5/1/17			37			I,K,P,S


			1.4			Manually Scheduled			   Project Final Delivery			4 days			Sat 4/29/17			Wed 5/3/17


			1.4.1			Auto Scheduled			       Go-Live			1 day			Sat 4/29/17			Mon 5/1/17			44			I,K,P,S


			1.4.2			Auto Scheduled			      Support After GoLive			2 days			Mon 5/1/17			Wed 5/3/17			47			I,K,P,S


			1.4.3			Manually Scheduled			      Project Closing and Final Approval			1 day			Mon 5/1/17			Tue 5/2/17			47











