FNS Ha

TAB

1.0
1.1,
1.1.1.
12
121
122
123.
124.
1.25.
1.2.6.
13.
13.1.
1.3.2.
14.
14.1.
14.2.
143.
15.
2.0
2.1,
2.1.1.
2.1.2.
2.1.3.
2.14.
2.15.
2.1.6.
2.2.
2.2.1.
2.2.2.
2.2.3.
2.3.
2.3.1.
2.3.2.
2.3.3.

USDA
Lol

ndbook 901 Table of Contents

LE OF CONTENTS

L@ 1 L I ] ORI 1-1
RECUITING ISSUBS. ... vt evtetetiite ettt st sttt et a et sbeese et e st e e se et e s beeae e st e saeebeebeebeenbesbeateenbesbesaeeneentenre e 1-1
PUIIOSE ...ttt ettt b ekt h e e bt e e he e e he e R bt oAbt e R e e E£ e She e R e e SR £ e ARt oA Rt e R e e ARt ek b e eR Rt eR bt eR bt e beenneabeenbesere s 1-2
Key Stakeholders i the APD PrOCESS.........ccuiiiiieieieieeei et 1-2
S L AN [=] T -SSP 1-2
N S ettt Rt R R R R AR ARt ke R R R £ R e R e R e Rt e R e R e Rt e R e et e et et beneats 1-3
Other Federal and Private StaKENOIAEIS. .........cciiiiieiieeee et 1-3
Financial Institutions and INTErMEAIAIIES. .......cc.viiiiiii i 1-4
L E] E= VLY=o (0] £SO PRRRSR 1-4
FOOU MANUTACTUIELS ... ettt sttt et ee st e s e s eesbe e st e tesaeseesseeneeseeeneesaeseeseeaneeseeneeas 1-4
Supplemental Nutrition ASSIStANCE PrOGIaM .........cc.oiiiiiiieii ettt st 1-4
EleCtronic BENETItS TIANSTEY ..ottt sttt eseesteeneeneesaeeeeeneas 1-5
ot oT 10 01 F- o 1 12T 1-5
Supplemental Food Programs for Women, Infants and Children............cccccooeiiiiiiiic v 1-6
FOOA BENETIT DEIIVETY ...t b ettt en e 1-7
LT [ 1 TSP 1-7
F Aot oT 10 0] o1 ) 2SS 1-7
T8 0072 PP P PR 1-8
THE APD PROGCESS ..ottt e s ese et e te e e s e seeseseeseaseeteeseatenteneeneesessensaneas 2-1
Advance Planning DOCUMENT .........ccviiiieieiieie sttt se et e teste e st estesteste e e sbeess e bebesreeseesrenre e 2-7
PIANNING APD ..ottt bbbttt b ettt R b b et 2-8
IMPIEMENTATION APD ...ttt b et b bt b e bbb et bbb ene s 2-8
F N U oo SRS 2-8
F N I I N =TT LT TSR 2-9
EMergency ACQUISITION REQUEST...........eiuiieiiiiiiiie ettt 2-9
APD Documentation REQUITEIMENTS..........cc.iiiiieiieie st ste sttt te st e ste et sbesreesaesaesreaneeneenre e 2-9
THE PAPD PrOCESS. ....ecuiiuiiteiteiteieiiete sttt ettt sttt ettt b et e e s e st b b et e st bt e bt e bt e bt st b e st et e e b et e e 2-11
e D I I T =T T ] o SR 2-11
PAPD PrOCESS SEPS ..euviiuveteeitititttasieeste st asteeteeasaeasseassesteesteessseasseasesasseasseatesasseasseassesseesteesseeassessesssnesnsessenas 2-11
e D I O oL | - SR 2-16
TNE LAPD PrOCESS. ...t euteiteiteeiee et eteesee e st eeste s te s te e st e seese e beeseestesae e e e eesae et e et e e eeaaeeseeseeseeneeaneenseseeaeeaneeseearearen 2-17
TAPD TREESNOIAS ...ttt bbb et b bt bbbttt 2-17
JAPD PrOCESS SEEPS ....cveiveieesreesie sttt sttt sr e et e E s se e nn e aE e e e n Rt e e e n e e m e nne e nnenr e e enes 2-18
IAPD Process for Maintenance and OPEIratiONS ............courirrirrerieieieniesiese st 2-37

February 28, 2014 [



FNS Handbook 901 Table of Contents

2.3.4.
24,
24.1.
24.2.
2.5.
251
2.5.2.
2.5.3.
2.6.
2.6.1
2.6.2.
2.7.
2.7.1.
2.7.2.
2.7.3.
2.8.
2.8.1.
2.8.2.
2.9.
2.10.
2.10.1.
2.10.2.
2.10.3.
2.11.
3.0
3.1
311
3.1.2
3.13.
3.2.
321
3.2.2.
3.2.3.
3.24.
3.2.5.
3.2.6.

USDA
Lol

AN D O LU ] PSSR 2-38
THE APDU PrOCESS ...ttt sttt sttt bbbt bt b s e bbbt e e e s e b e e b ne e bt e bt b e s bbbt e e bt et e b e e 2-39
ANNUALE APDU ...t bbb bbbt e e Rt b e bt b e bt b e b bbbt n et b e 2-39
APDU AS-NEEAEH PIrOCESS ... ettt sttt ettt e te e e te e et et e st e steaseeseesteseesaeaneesteeseeseenteseeanennens 2-41
The Emergency ACQUISITION REQUESE PIOCESS .......cverurrierieeiiesieeieeieereesteseeseesae et eeseesteeseesteseeeseeneesnesneas 2-45
OVEIVIEW OF The EAR PIOCESS .....cuvtitiiiieiiste sttt ettt b ettt bbbt 2-45
Required Documentation fOr an EAR ..o 2-47
EAR ReVIEW aNd APPIOVAL .......c.voiiiii ittt st sa et et e s beena e besresreebennenae e 2-47
AAPD ClOSUIE ...ttt bbb bbb bbb bbb et b bbbt b e b et ettt bt n e 2-47
POSt-IMPIEMENTALION REVIBWS ...ttt 2-48
Regional OffiCe FISCAl CIOSUIE........ciuiiieii ittt sttt e et te s ta e aesbeesaesbesbesreenee e e 2-49
OVEIVIEW OF the RFP PrOCESS .....eiitie ettt ettt ettt e st eneesaeeneeneesbeeneeneeneesneeneas 2-50
Planning RFP ReVIeW and APPIOVAL ..........cooo ittt sne e eeesneeae e 2-50
Implementation RFP ReVIEW and APPIOVAL..........ccviiiieieie sttt 2-50
Contracts and Contract AMENAMENTS .........oiiiiiie ettt et sseeseesbeereeneeseeaneaneas 2-50
Key Stakeholder Responsibilities in the APD PIOCESS .........cceiiiiiirieieseeieeiesteereereeeesie e see e sneeseeseenees 2-51
State Planning for Information System ACQUISITIONS..........ccoiiiiiiiiiiie e 2-52
FINS APD REVIBWS ...ttt sttt sttt b b b e st b e bt s st e b st e st e b e e bt e b b st e st e besbenbe e 2-52
FNS APD REVIEW TIME TTaIMES. ... eeitiiiieieiieeie sttt ettt ettt eseeste et e e saeseenaesaeeseesbesreaneeneesneanens 2-54
ON-Site ReVIEWS AN IMONITOTING .....eiviiiiiiiieiic ettt e s te e e e stesteeaesaesreereesresaens 2-56
GO/NO-GO DECISION POINTS ...ttt sttt sttt e steste e e tentesbe et eeneesteeseeseesaeaneeneeneesreaneeneens 2-56
SEALUS REPOITS ...t et E e e n et h e e s e Rt s R e e e R e e R R e e n e re e ene s 2-56
(@ T | =1V, (0] 1] (o] o TSSO SSRS 2-56
R0 0] 07> Y SR RRRPRPRN 2-57
SUPPLEMENTAL NUTRITION ASSISTANCE PROGRAM (SNAP) .....oootieieiieieieeeese e 3-1
e oo = 0T 0 o [T OSSR 3-1
Allowable AdMINISIIAtIVE COSES.........eiuiiiiiitiiteiieiee sttt e et se e e be s nbe e 3-1
AAPD PIOCESS ...ttt ettt ettt etttk ekt a bttt h e eh e ek e e kb e e s b e £H e £ oAb e e bt SR e e oAbt SR bR e e b e e eE e e eh bt e neesheennnenbenree s 3-1
Change in Under ThreShold PrOJECES ... ..o ittt see e ens 3-2
The APD Process for SNAP Certification and Eligibility Determination Systems...........ccccoveveveiveieiennens 3-2
Planning APD (7 CFR 277.18(0A)(2))..ecveeerieiteie e sese sttt sttt et e sttt sttt e et s be s e sbesne et e stesta e s eneennas 3-2
ProVISIONAl APPIOVEL ..ot b et b b bt r et 3-5
Planning Request for Proposal Review and APProval...........cccoeiviiiieieiisiese et 3-5
Contracts and Contract AMENAMENTS .........oiiiieie ettt st et e et s e eesre e e e sreetesseeseeseeseeenes 3-5
PAPD ClOSUIE.....c.titeitee ittt ettt et sttt et e te e et e e esee e e s beeseeseeeeeeteeseeeaeemeeseenteeeeeneeaeaneeneeeneenseseeseeeneeneeseeareas 3-5
Implementation APD (7 CFR 277.18(A)(2))....cvvcveiiieiiiie ettt sttt st 3-6

February 28, 2014 i



FNS Ha

3.2.7.
3.2.8.
3.2.9.
3.2.10.
3.2.11.
3.2.12.
3.3.
33.L
3.3.2.
3.3.3.
3.34.
3.3.5.
3.3.6.
3.3.7.
3.4.
4.0

4.0.1
4.0.2
41.

41.1.
41.2.
4.13.
414,
4.15.
4.16.
41.7.
4.2.

4.2.1.
4.2.2.
4.2.3.
4.2.4.
4.2.5.
4.2.6.
4217.
4.2.8.

USDA
Lol

ndbook 901 Table of Contents

Systems Maintenance and Operations Required DOCUMENTALION ..........ccviverieieiiiiciesese e 3-10
NV o g AN o] oY | SRR 3-12
Implementation RFP ReVIEW and APPIOVAL..........ccviiieiiiie sttt 3-12
AN I O [ 1 - TSRS 3-12
AAPD UPOALE. ...ttt ettt ettt st et e b e bt e Rt e n e e e Re e Rt e Rt et e eE e teeRe e Rt e nReeR e et e neeeEeeneeneeneeeneeneeneas 3-12
APD UPAate AS-NEEAEM. ......ccue ittt ettt te e et et e e st e saesbeesbersenbesreenaene s 3-13
The APD Process for SNAP Electronic Benefits Transfer (EBT) SYStEMS .........ccocevveiieinininiieisisineees 3-15
ROIES aNd RESPONSIDIIITIES ... c.veevieiiecice ettt et e ta e st e s teesbesbesteaneenesae e 3-17
R P ettt R bR R £ Rt Rt £ Rt £ R £ R e bRt R Rt E e Rt bRt R ettt Rt nene et ne s 3-17
Contracts and Contract AMENAMENTS .........oiiiiiie ettt et sseeseesteereeneeseeaneaneas 3-20
Y o 5 RSOSSN 3-21
EBT SECUNILY STANUAITS. .......ceeieiiiiiereiiee ettt b e nn et 3-23
Y o 0 SRS 3-24
SINAP EBT RESOUITES ......cttiueiteiiteteetesteeee sttt sttt st e sttt ebeshe et es e bt sbe et et e sbe e s e es e e st e nbeebeenbesbeebesbeenbesbenaeas 3-24
SUIMIMIAIY ..ttt E e s R ne e e R e e R et AR e R e E e Rt AR et e e e n R e e R e e Rt a st e e m e eR e e e e nreereere e renrenne s 3-24
SPECIAL SUPPLEMENTAL NUTRITION PROGRAM FOR WOMEN, INFANTS AND CHILDREN
7L SRRSO SRSRSSRRT 4-1
APPIOVAL TRFESNOIAS ... .ottt ettt e et e s be s aeeae s ae e beste e e e sbesbeateenbesrenre s 4-1
WIC State Agency Model Systems and the APD PrOCESS..........cuoveieiiiieieieieiseeee s 4-3
The APD Process for WIC State Agency INformation SYStEMS..........cccovverveiiiiiineiiessesee e 4-4
o T a T T AN o 0 OSSR 4-6
IMPIEMENTATION APD ...ttt sttt e s te et eee e s eesteateemeesbestesaeeseenbesteeneeneeneeaneeneenee e 4-8
IMPIEMENTALION RFP ...ttt e st e st e s be s te e st e s beese e bebesteeseenrenes 4-12
Contracts and Contract AMENAMENTS .........ooiiiie ettt ee et et sseestesteereeneeseeeneeneas 4-13
APDU Annual and APDU AS-NEEUEA ........ccueeiieieeiieieeie ettt sttt sre e e teseeaneeseeseennes 4-13
Systems Maintenance and OPEIATIONS ..........c.ooveiiiiiiee e 4-17
Emergency ACQUISITION REGUEST.........cii ottt sttt e te st e ta e e s beata e besbenreenee e 4-18
The APD Process for WIC Electronic Benefit Transfer. ...t 4-18
EBT APD Versus Information System (IS) APD when Overlap EXists in Projects..........cccocovvvievivciennnnns 4-19
Lo T oo (o g =t = I o o] [=Tod SRS 4-20
WIC EBT Planning APD (PAPD) ......cuiieieieieesieiee sttt seesee ettt saesessessassssessessessessessesessessessessasens 4-20
WIC EBT Implementation APD (LAPD) ...ttt sttt st sttt sreareane 4-23
SNAP EBT Contracts with WIC as an Add-0n Program ...........cccverveiiieeiienie s se e sie e sesne s 4-25
Request TOr PropoSals (RFP) ..ot 4-29
Advance Planning Document Update (APDU) TOr EBT ........cocviiiioieieeeee e 4-29
EBT ProjeCt Man@gEIMENL..........cuoiiiiiieie sttt sttt ettt ste sttt e e e e beebe st e staeaesbeesaesbesbesneeneesae e 4-29

February 28, 2014 ii



FNS Ha

43.
5.0
5.0.1
5.0.2
5.1
5.1.1.
5.1.2.
5.2.
5.2.1
5.2.2.
5.2.3.
5.3.
5.3.1.
5.3.2.
5.4.
54.1.
5.5.
5.5.1.
5.5.2.
5.5.3.
5.5.4.
5.5.5.
5.6.
5.6.1.
5.6.2.
5.6.3.
5.7
5.7.1.
5.7.2.
5.8.
5.8.1
5.9.
6.0
6.1.
6.2.
6.2.1.

USDA
Lol

ndbook 901 Table of Contents

SUIMIMIAIY ..ttt e e Rt Rt R R ne e AR e R e Rt AR e R e s e R e AR et e et ARt e s e es e et e n Rt aR e e n e e reeneeneenrenrenne s 4-29
PROJECT MANAGEMENT ..ottt sttt et besese et e s et et e s e s esesessenenneseneas 5-1
Project Management KNOWIEUAGE ........ccueii ettt ettt beste e e s tesbesneeaesresre e 5-2
Project Management SKIlIS ...........ov e 5-3
Project Management Roles and reSpoNnSIDIIITIES ..........ccoiiiiiiiieici s 5-4
Key Project Management StaKENOIAEIS........cciiv i et 5-4
Project Management Life CYCIE ......c.o oottt aeene e e e 5-5
System Development Life Cycle MethOUOIOGIES ........ccveviiiieieieiie et 5-10
Waterfall MEthOGOIOGY .........oiiiiiiiice et te e st e re e tesbesreeseesrenrs 5-10
SPIrAl MENOUOIOGY ...ttt 5-10
Iterative Development MethOTOIOQY ........ccvoiviiieieiiie sttt nas 5-11
WOIK BreaKAOWN STIUCTUIE ......oviiiiiieisie sttt bttt e 5-11
F N o] 01 YT 1o TRV = S 5-12
LT R T L] o 1= TS 5-12
IS QY T To =T 1T ) TSSOSO 5-13
Integration of Risk Management int0 the SDLC ...........coiiiiiiiiiee e 5-14
SYSEEIM TESTING. ...ttt bt b bbbt bbbt bbbt bbb b et b bt r e 5-15
USEE ACCEPLANCE TESLING ..veveiieitecieeite e e ettt te sttt st a et b et et eeteese e besbe e s s esaeseesbesseeaesteeteaneesrentenren 5-15
PHIOT TESTING. ...ttt bbbt bbbt b bbbt b s 5-16
GO/NO-GO DECISION POINES ...ttt st bbb bbb bbbt e et e st et nn e ens 5-17
System Functional REQUIrEMENES REVIEW .........cuciuiiiiiieie ettt sttt sresre e srenae s 5-17
FNS Post-Implementation REVIEWS...........c.oiviiiiieicies et 5-18
Quality Assurance and Independent Verification and Validation ..............cccccvvevieveveiieicc e 5-18
QUAITEY ASSUIANCE........c.eeeeeeeetete ettt e bt bbbt b bbbt b bbbt bt b e bt bbb s 5-19
(@0 1) @0 1 £0] A =T 1 o SRS 5-20
Independent Verification and Validation Contractor SUPPOIT ........cc.coiviieririiini e 5-20
o e Th o] g Ta o TaTo @AY= £ To | ] PSS 5-21
B - LT SR R ] 10 £ SRR 5-21
FINS ProjECt IMONITOIING ....c.viteieieeeeist sttt bbbt bbb n et b e n s 5-22
o] 1= A @ Lo LY=o T | SR 5-22
State Post-IMpPIemMENtation REVIEW...........cviiiiiiiiii ettt sa e e sre e srenae s 5-23
SUIMIMIIY ...ttt et Rt R e et R e ne AR e R e Rt AR e R e s e R AR et e st ARt e s e es e e st e e R e eR e e nenreereeneennenrenne s 5-23
PROGCUREMENT ...ttt b ettt bbbttt b e be et e s e bt et et et ebeneanas 6-1
RegUIAtiONS NGO POLICIES ........iiiiciiece ettt e e te st e be e se e beste e aeaesreanaeseenrens 6-1
THE ACUISTTION PIOCESS .....viieeeieitieiee sttt sttt ettt ettt e bt e st e s et e steete e e e see et e eteane e eesreeseesaestesneenneseeneeans 6-2
State Agency Roles and RESPONSIDIIITIES. ..........ciiiiiiciiie e 6-4

February 28, 2014 iv



FNS Handbook 901 Table of Contents

6.2.2.
6.2.3.
6.2.4.
6.2.5.
6.2.6.
6.2.7.
6.2.8.
6.3.
6.3.1.
6.3.2.
6.3.3.
6.3.4.
6.3.5.
6.4.
6.4.1.
6.4.2.
6.5.
6.5.1.
6.5.2.
6.5.3.
6.5.4.
6.5.5.
6.5.6.
6.5.7.
6.5.8.
6.5.9.
6.5.10.
6.5.11.
6.6.
6.6.1.
6.6.2.
6.7.
6.7.1.
6.7.2.
6.8.
6.8.1.

USDA
Lol

FNS Roles and ReSPONSIDITITIES. .......c..iiiiiiieeee ettt saeseeeneas 6-5
PrOCUrEMENT IMIBENOUS ........oviiiitiite bbbt re bbb b bt e ettt ans 6-5
RO VL= o (0] (0] Lo 1T | SO S SRS 6-8
State Agency Roles and ReSPONSIDITITIES. ..........coiiiiiiiieee e 6-8
ComMPONENTS OF BN RFP ...t b bbb ne e 6-8
FINS RFP REGUITEIMENTS ... .cuteitieiieite ittt e sttt sttt ste st e et e tesbesas e s s e sbesbeassesbesbeateasaeaesteesaesbestesneensesae e 6-10
Recommendations for DeVElOPING REPS..........ccoiiiiiis e 6-10
Types and ROIES OF CONLIACIONS. ......cc.iiiiieeie ittt st st e s be e re e besreete e e e sreareanes 6-11
e T a T T T O] g1 (o (o] SR 6-11
Project Management CONTIACTON ...........ciiireieieieit ettt sr e sn e nn e 6-12
Pros and Cons of Contractor Support Options During the Initial Life-Cycle Phases........c..cccccevveveveinenns 6-13
Development and/or Implementation Contractor SUPPOIT...........coveveieireriereiesesiereeee e 6-13
Maintenance and Operations CONraCtor SUPPOIT.........coiiiiirirerieiee et 6-14
AWarding GOVErNMENT CONEIACTS .......cvveiiiiieiecie ittt e ettt eete e b e s teese e tesresneeseesresras 6-14
EVAIUALING PIOPOSALS ...t b et 6-14
Criteria for Evaluating PropOSAIS. .........ooi ittt ne e seeeneeneas 6-15
TYPES OF CONITACTS .....eeve ittt ettt et e e et s e s te e st e s e besba e s ess et e sbeaseesbesteereenaeseeaneanes 6-16
FIrmM FIXEO-PriCE CONTIACTES. ... cueiieitiitiieeie sttt b et ettt st ne et enbe st 6-17
Travel and Per Diem in FiXed PriCe CONIACES .........ccveieieiieiiiese et see e 6-17
COSt-ReiMBUISEMENT CONEIACTS ......veviieiiitiiteite ettt ettt st ne et sbe b 6-18
(000 1= Tod A O] 0] 1= T -0 SRS 6-18
Considerations for Determining CONTraCt TYPE.......c.coveiiiririeieiee s 6-19
SBIVICE AGIEEIMENTS .....uietiie st ete sttt ettt et e st e st e st et e s te et e e s besteeteesaesbeaseese e besteebesbeessesbesseebeseesteaseesrenrens 6-19
Performance-Based CONLIACLING .......c.coviveieieie ettt sttt re e e e e e s re e e e sbesseenaesresreeneenes 6-20
Elements of Performance-Based CONLraCHING...........coveiriiiieieiiiiiieeeee e 6-21
Quality Assurance SUIVEIIIANCE PLAN..........oiiiiee e 6-21
INCENLIVES ANA REMETIES ...t bbb bbbt b et ne s 6-22
I 0013 Lo [ O] To 111 o] 1SS 6-22
Contract Components and REGUITEMENTS .........couriiiiieeieeseee et eee e see st seestesteseesreesaesneeseeseesaeeseeseeneens 6-23
General and SPECIal PrOVISIONS ........cciiieiiiececie sttt sttt s e s be e beste et e stesteenaesrenre s 6-25
REQUITEA FEUBTAI ASSUFANCES. ... .ecvvetieieiteetiettestesteete st eteste s e e saesta et e tesbeasaesaebesseesseseaseestesssesestenteansesrenreares 6-39
(000 01§ 1o o) 101 =] €= SR 6-40
Contracts with Potential Conflict OF INTEIEST ..........ooiiiiiiiii s 6-40
Examples of Conflict Of INtEreSt SIUALIONS.........coviiiiiiieeeise e 6-40
D 00T 6-42
(@] o[- o) B o Tot=To [T Tol SO SPR PR 6-42

February 28, 2014 v



FNS Handbook 901 Table of Contents

6.8.2.
6.9.

6.9.1.
6.10.
7.0

7.1.

7.1.1.
7.1.2.
7.13.
7.14.
7.15.
7.1.6.
7.1.7.
7.2.

7.2.1.
7.2.2.
7.2.3.
1.2.4.
7.2.5.
7.2.6.
7.2.1.
7.2.8.
7.3.

7.3.1.
7.3.2.
7.3.3.
7.3.4.
7.3.5.
7.4.

7.4.1.
7.5.

7.5.1.
7.5.2.
7.53.
7.5.4.
7.6.

USDA
Lol

Alternative DiSPULE RESOIULION........c.ei ittt et sreene e e e seeeneenen 6-43
(070011 - Tod A O (0T 1 | PSPPSR 6-43
Disposition of GOVEINMENT PIrOPEITY ......ccviiiiie ittt st s re et sre e e ae e 6-44
SUIMIMIAIY ...ttt e R R e e s R se e AR e R e R ARt e R s e R e AR et e st e R e e s e es e e e n Rt eR e e nenr e eneen e e nrenrenne s 6-44
FINANCIAL MANAGEMENT ..ottt sttt a ettt e e et e s ese s ssenessenesneneeas 7-1
Federal Cost Principles and administrative reqUIrEMENTS..........cccvvveveiieieiie e 7-1
DireCt VErSUS INGITECE COSES ... .o veeiieetieieeie st ettt ettt ettt ae st e s testeese e tesaesaesseeneesaeaneesaesaeseeeneeseeneeas 7-1
ATTOWEADIE COSES ...ttt ettt b e st bbb e s e Rt e e st e bt bt e bt s b e e et eb et et nean 7-2
Necessary and REASONADIE COSES........oiuiiiiiiieie ettt e b e e et besneeaesresee e 7-3
UNGIIOWEDIE COSES ...ttt ettt ettt s ee st e s e s tesbesse e eesaeseesbeeneeneeeneeneeneeseeeneeneeneeas 7-4
Processing COSt DISAHIOWANCES .......ccveiuveiiiiiii ettt st s e s te e e te st e e s beeseesbesteeseesaesreenaesaenrens 7-4
N | (oo o] [T a1 £ 7-5
Developmental Versus Operational COSES ..........oiiiiiieieeieeie sttt seesee e eneesae e 7-5
Common Cost Items for Information SyStemS PrOJECES .......cccvcveviiiiieie e 7-5
Compensation for Personnel Services (Staff COSES) .........oiiiiiireiiiieiee e 7-5
Outside Contractor ProfeSSioNal SEIVICES. ..........ii ittt eee e 7-6
Internal/State 1T Professional SEIVICES.........cviiiiiiieiiis e 7-6
DOoCUMENTALION/MALEITAIS ... oottt bbbttt ettt e s ne b e b e 7-6
QLI (=To0 o T 40T g o= U o PO 7-6
Equipment and Other Capital EXPENGITUIES ........ccoiiiiiiie e sre e 7-7
QAT UAY =T 6 BT o] T = o] TS 7-7
L] (5] A TP RTUR TP URUPRTP 7-8
(070 Y (oo LA o] PSPPSR 7-9
DAV TS L] oo B @0 1St A | oo L1 o] o SR S 7-11
CoSt AHIOCALION STAKENOIAEIS. ... ..ottt sttt st e stesaeeneeseeseeeneeseenaens 7-11
L0001 N 1 (oo 14T g ] - o OSSPSR 7-12
Cost Allocation Methodologies TOOIKIL ..........ccccveiiiieie it sresre s 7-12
INAITECE COSt PrOPOSAIS ..ottt b e 7-14
COSt REVIEWS @NG AUGITS ...ttt bbbttt bbbttt nb b 7-14
Selection OF COSt REVIEW ITEBIMS.........oiiiiiiiiie e bbb 7-15
=T [0 = o TS 7-15
(@] oLl =TT g L ST [0 =] £SO 7-16
Completing the Planning Advanced Planning Document BUdget............cccovviieieiiviiieeic e 7-16
Completing the Implementation Advance Planning Document BUdQEt..........cccoveriiieienenieie e 7-17
Completing an APDU BUGGEL .......ccuiiiiiieie ettt ettt be et besbestesaaebestaateseesaeataenresens 7-18
(oLl a o LU= R R =T o Lo £ (] T PR 7-20

February 28, 2014 Vi



FNS Handbook 901 Table of Contents

7.6.1.
7.6.2.
7.6.3.
7.6.4.
7.6.5.
7.1.

8.0

8.1.

8.1.1.
8.2.

8.3.

8.3.1
8.3.2.
8.4.

8.4.1.
8.4.2.
8.4.3.
8.4.4.
8.4.5.
8.4.6.
8.4.7.
8.4.8.
8.5.

8.5.1.
8.5.2.
8.5.3.
8.5.4.
8.5.5.
8.5.6.
8.5.7.
8.5.8.
8.5.9.
8.6.

8.6.1.
8.7.

8.7.1.

USDA
Lol

RSN ST 7-20
17T LTSRS U TS 7-20
State Agency Management Information System Annual COSt SUIVEY ........cccocveiiviiciiie i 7-20
Annual APDU EXPenditure REPOMING ......c.veveiiiiirieieiisiesre ettt 7-21
Regional Office EXPenditure REVIEW .........cooiiiiiie ettt sne e 7-21
RS0 0] 0= Y S RRRTRPSN 7-21
SYSTEMS SECURITY ..ottt ittt sttt e et aseebe st e st e seebeesesbeseasesbestessensesensentesaesnnannens 8-1
Security REVIEWS and REPOITING........cciiieii ittt sttt e sbe s e st e besneensenee e 8-2
o YA Ty 01 o 3OS 8-2
SYSEMS SECUILY CONTIOIS ...ttt b et nn e 8-3
MaNAGEMENT CONLIOIS......cviiiiiicie ettt sttt et e st e st e s ae et e sbesaesteeseestesteesaesaesreeneeseenrens 8-4
IT Security Program and System-SPecific POIICY .........ccooiiiiiiiiiicieeeee e 8-4
IS QY o= Vo = = o PSSP 8-4
(@] o] = U [T g L O] ] (o] ISR 8-5
Y =T L= B (0] (< ox o] PSSR 8-6
PEISONNEL SECUITLY ...t bbbt bt bt ee et b e 8-6
PRYSICAI SECUILY ...vviviitieeeie ettt sttt e sttt et e st e st e et e et et e sae e st e s besaesteeseesaesteeneasaesrearaeeetens 8-7
BUSINESS CONLINUILY ... ettt ettt e s e st e s aeese et e s teeseeteess e beeseeseestesteenaenreseenres 8-7
CONEINGENCY PLANS ...ttt bbb bbbt et b b b n e 8-7
DiSASIEr RECOVEIY PIANS ...ttt sttt ettt st sttt e s be et e be st e s beeaeesaesteasaesaesresteeeentens 8-8
INCTOBNT RESPONSE ...ttt bbb E et h et b e bt bbb e e et b b 8-8
Security, Awareness, Training, and EAUCALION ..o 8-9
TECNNICAI CONTIOIS ...ttt bbbt b et b etk b e bbb ettt bbb enenbe s 8-9
Identification and AUTNENTICATION ..o bbbt ene s 8-9
LOGICAI ACCESS CONEIOL... ..t e ettt b e n bbb 8-10
o L SRS 8-10
INEINEL/MVED SECUITLY ... sttt e et e te e et e s be e e e besbesne e e e steneas 8-10
INEEWOTK SECUTTLY ...ttt bbbttt b et e bbb b sn et e b 8-13
L= LSRR 8-13
ROULEIS AN SWITCNES ...t bbbt b ettt b et sb e 8-14
VIrUS ProteCtionN CONTIOIS .......ouiiiiiiiiiieeeee bbbttt bbbt 8-14
PENELIAtION TESTING ....veteeieteit it b bbbt b bt b b e nn e et n e nnennenre s 8-14
EBT—SPECITIC CONIOIS.....cuiiiiiiii ettt se et e e b e s beera e besaesreeseenteene e 8-15
POS Terminal and ATM SECUILY ......cvoiiiiiieeiese et nneneas 8-16
SECUIILY PIANS ...t b etttk b b et b b n e 8-16
FINS SECUMLY PIAN REVIEWS.......cuiiiiiie ittt sttt sttt sa et et e e be e e saesaeetaesbesnesneeseenteane e 8-17

February 28, 2014 Vii



FNS Handbook 901 Table of Contents

S TS 11 111001 P PRSP 8-18
8.8.1.  SYSLEMS SECUIEY RESOUITES ......cviviieiieiieiististe ettt sttt bbbt b e bt bbb b et b b nnenene s 8-18
Exhibit 1. Regional Office INfOrMation............ccooviiiii i neenn EX-1
APPENDIX A ACRONYM LIST .ottt ettt ettt nb e A-1
APPENDIX B GLOSSARY ..ottt b et bbbttt B-1
APPENDIX C  REGULATIONS ...ttt bbbttt b ettt ettt et n i C-1
APPENDIX D ADVANCE PLANNING DOCUMENT CHECKLISTS AND WORKSHEETS. ..........ccccovevae. D-1
Feasibility STUAY WOTKSNEEL.........cc.e ettt sttt e e et e beeseesaesaesteeneeseenes D-1
Cost-Benefit ANalYSIS WOTKSNEEL. ..ot D-3
RIFP REVIEW CRECKIIST ...ttt ettt et b bbbttt e e be b e D-8
SNAP Pre and Post-Implementation Review ChecKIiSt ... D-18
WIC Post-Implementation REVIEW ChECKIISE............cciiiiiii et st D-19
StALUS REPOI CRECKIIST. ... ...t b b b e D-20
State Sole Source Exception Request - FNS TemMPIate .........cccoooiiiiiiiicee e D-21
Sample Transmittal Letter TEMPIALE .......ccvoviiiie et re et et sre e e e D-22
Sample Transmittal Letter (RFP TransSmittal) .........c.ccoooiiiiiiiiiiicseeee e D-23
SAMPIE PAPD BUUGEL.......cueitiiiieiese ettt sttt ettt ettt e s b e e 1eete e besasebease e e e steentesbeebeeteesbesreaneensetennens D-25
Sample IAPD Update Budget (With aCtuals t0 Jate) ...........coverirriiiiiiiesieie s D-26
Steps for a Thorough FEasiDIlIty STUAY .........coiiiiiecie ettt beane e e D-33
APPENDIX E ~ SAMPLE STATUS REPORT ..ottt ettt E-1
APPENDIX F  FEDERAL PROCUREMENT CLAUSES........ccooiiitiiiieetesieeee e F-1
Equal EMPIOYMENT OPPOITUNITY ......cvireieitiiteieeiie sttt b bttt ben e n s F-1
L0 =T g | o OSSR F-1
CIEAN WWALET ACT ...ttt sttt bt et s ekt bbb b b et e bbb e st e Rt e bt e b st et et e bt et benn et bt e F-2
F AN g o] o] ) V71 To A od OSSR RSRSSTTSR F-2
AMEriCans WIth DISADIIITIES ACT.........oeo ittt ettt te e e ste et e sbeebeeneeseeseesneeseeseeereaeeas F-3
Drug-Free WOrkplace SEATEMENT ..........cviiiiiiie ettt er e n e en e F-3
DEDArMENT ANG SUSPENSTON. ... .ecuieiiitieiieite sttt ettt st et e st et te e e s beeteesa e besbeebease e s s e sbeaseessesaesteensestesreaseentesrenrens F-3
Royalty-Free Rights to Use Software or Documentation DeVEIOPEd............coeiiiiiiieiiiiiieeie e F-4
Sample FEderal ClAUSE FOIMS ........iiiiiiiiee ettt ettt a e et e s te e b e st e s beeteesbesbesreeneenresee e F-5
APPENDIX G GETTING READY FORWIC EBT ..ottt G-1
APPENDIX H SECURITY PLAN CHECKLIST ...ttt H-1
APPENDIX | SYSTEM TYPE AND ACQUISITION SELECTION TEMPLATE TOOL .......ccocvvirvieiiine I-1

waRii February 28, 2014 viii



FNS Handbook 901 Table of Contents

TABLE OF FIGURES

Figure 1-1. Legislation, Regulations, and Policy Governing the SNAP ..o 1-5
Figure 1-2. Authorities Governing the WIC Program ..........oocooiiiieiiene ettt 1-7
Figure 2-1. TYPICAl SDLC PRASES ......cviiiiiiiie it see e ste et te sttt et e et e te e te e e besbees e e tesaeaneesbeste e e aneesreasaerensen 2-1
Figure 2-2. The SDLC-APD ProCess OVEIAY .........ccciiieiiiiiieiesiseesiese e ae st sta et se e sae e aestestestaestesnesneessessessesseans 2-2
Figure 2-3. OVErVIEW OF the APD PIOCESS .......cuoieiiieieeiesieeie sttt stee et teeste st reeseeseeaneeseeseeese e teneesseeneeneeneees 2-4
Figure 2-3. OVErVIEW OF the APD PIOCESS ......cceiieeieieeieeie ettt sttt sttt st seesaeaneeseeseeeseenteneesneeneeneeneenes 2-6
Figure 2-4. Relation of APDS 10 the SDLC ........coiiiiiiiiiiiis sttt 2-7
Figure 2-5. APD Documentation REQUITEIMENTS...........ooiiiiieiieeeriere st seee st eiee e s sre e ste e neeseesae e e e neeseeeneeneenes 2-9
Figure 2-6. PAPD Document Submission THreSholds ..........cvoieiiiiiie et 2-11
Figure 2-7. Planning APD ProCeSS MaAD.......cccciiiieiiieiie sttt ettt ste et esaeste e stesta e e esaesbeenaesaestesneenaeneas 2-12
Figure 2-8. IAPD Document Submission ThreSholds .........ccooviieiiiiiicee e 2-17
Figure 2-9. Implementation APD ProCESS M .........oii ittt sttt esaeeneeneenaesneeneeneas 2-19
Figure 2-10. 1APD Executive SUMMAry GUIAEIINES ........cccciviiiiiiie et nneneas 2-23
Figure 2-11. Alternatives Analysis EIement EXamPIe.........ccooiiiiiiiiii it 2-25
Figure 2-12. Feasibility StUdY GUIJEIINES ........co ittt nae s 2-27
Figure 2-13. CBA GUITEIINES ... .ottt sttt et e ste et e et e seeeneereenaesneeneeneas 2-30
Figure 2-14. ME&O EXAMPIES ......oiiieieieeeee ettt sttt e st e e e s be s et et e sae e e e neesaeeneeteentesreeneeneas 2-38
Figure 2-15. APDU Document Submission TAreSholdS............cccoueiiiiiiiiieiceee e 2-39
Figure 2-16. ANNUal APDU PrOCESS IMBP ....c.vouiiiiiiiiteiieiisii sttt sttt bbbttt 2-40
Figure 2-17. APDU AS-Needed ProCeSS MAP .......coiiiiiiieiie sttt ettt ettt st st s be st sbesae et tesbe e e srens 2-43
Figure 2-18. EAR PrOCESS IMAD ......c.viiiiiiiiitiiteitesiei ettt eb et b et ee ettt 2-46
Figure 2-19 Document ClOSUrE REQUITEMENTS ........cviiiiiiiieeie st ettt ste st e e be e e saesteste e e e sneeresreesaesneeneas 2-48
Figure 2-20. RFP Submission ThreShoUS ...........ooiiiiie it 2-50
Figure 2-21. Key Stakeholder Responsibilities in the APD PrOCESS .........cceiiiieieirieieeeese s nee st eeeneas 2-51
Figure 2-22. The APD REVIEW ClOCK. .......cciiiiiiiieie ettt sttt sttt e ste et e sae st ene e aesaeereeneennesneaneas 2-55
Figure 2-23. APD Federal Review Sample Timetable ........cccooviiiiiice e s 2-55
Figure 3-1 IAPD Submission THrESNOIUS ..........cviiiii e et 3-6
Figure 3-2. Overview of the APD Process for SNAP EBT SYSIEMS ......ccciiveuiiiiierereneenie e eieeee e e e seesneeneas 3-16
Figure 3-3. Sample SNAP EBT TImMe FIaIME ........coviiiiiiiiiiiie ettt sne e 3-20
Figure 4-1. WIC IS and EBT Approval ThreSholds .........ccooioiiiiie e 4-2
Figure 4-2. WIC APD Documentation REQUITEMENTS ........ccueeiiiiiieieeiesietee ettt neeseeenenes 4-4
Figure 4-3 Project FUNding by FUNGING SOUICE™........ccviiiiieie ettt sttt re e eneas 4-21
Figure 5-1. Project Management Life CYCIE .......cvoioieie ettt ne 5-7
Figure 5-2. Sample WBS Organized DY PRaSe..........ooi oottt seesne e eneas 5-13
Figure 5-4. Quality Management DefinNitiONS.........cccoiiiii i e st be s 5-18
Figure 5-5. QA RESPONSIDIIITIES .....ccviiieiiitiiie et et be e e sbe s nesse e aesteeneenaesresneeneas 5-19
Figure 6-1. RFP and Contract Document SUbmission Thresholds ............cccoiiiiiiiiiinii e 6-3
Figure 6-2. Roles and Responsibilities in the ACQUISITION PIOCESS ..........cooiiiiiriririeieisese st 6-4
Figure 6-3. Pros and Cons Of CONtractor OPLIONS ..........coeeirieeieie e eee e st e st eneeseesneereeneeseesneaneas 6-13
Figure 6-4. Comparison of Fixed Price and Cost-Reimbursement CONracts ...........cccvverirerensiinieneneieeesene 6-18
Figure 6-5. Considerations for ChooSing CONraCt TYPE.....ccueiiiiiiieii ettt re e saesne s 6-19
Figure 6-6. Uniform CONrACt FOIMAL .........ooiiii ettt e ettt eneesreeneeneas 6-23
Figure 6-7. Basic Contract ProviSions ChECKIIST............oiiiiiiiiere e 6-39
Figure 6-8. Conflict of INtEreSt EXAMPIES .......ccvv ittt st stesreeneeneas 6-41
Figure 7-1. Regulations and Policy Governing Financial Management.............ccoceeoreiieeenienieneene e 7-1
Figure 7-2. Cost Allocation for Systems Planning and Development ...........ccooviiieieieiie e 7-10

waRii February 28, 2014 iX



FNS Handbook 901 Table of Contents

Figure 7-3.
Figure 7-4.
Figure 7-5.
Figure 7-6.
Figure 8-1.
Figure 8-2.
Figure 8-3.

USDA
=2

CAM-TOOI SPIASN SCIEEN ...t 7-13
SAMPIE PAPD BUAGEL.......ciiiiiceiecieste ettt ettt et e be s beebeese e teeneaneesrearaeneenes 7-17
AN D ST o o T A O (=T (o TSRS 7-18
Cost Categories TOr the SNAP ...ttt sttt et e testesaeeneeseeeteeeas 7-20
LIS Tol Y O] 1 o] £ USROS 8-3
Internet Security 1SSUES ChECKIIST.........ccviiiecie e 8-11
SYSIEMS SECUITLY PLAN ...ttt sttt et ae e e eneesaeenee e s 8-17

February 28, 2014 X



