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1. Introduction and Background and Current Arlington Solutions 

This Scope of Work (“SOW”) defines deliverables, responsible parties and timelines for the 
implementation, and post-implementation service and support, of the legislative management solution 
provided by Contractor, Inc. (“Contractor”) to the COUNTY BOARD OF OF ARLINGTON COUNTY (“County”). 
This SOW is an integrated component of the final contract between the County and Contractor. 

Business objectives to be achieved by this solution are as follows: 
 

Open Platform and Government Transparency 
 

• Give citizens access to live and archived streaming through the County website 

• Import agendas and index video live 

• Manage and distribute unlimited meetings and events automatically 

• Integrate closed captions with video 

• Measure participation with in-depth video analytics 

• Streamline live meeting processes into a workflow that combines minutes with meeting 
recordings 

• Record roll call, agenda items, speakers, motions, votes, and notes through a simple interface 

All Solutions 
 

• Receive training for all members of the organization through a “train-the-trainer” concept 

• Substantially reduce hardcopy printing of documents related to meetings and legislation 

 

2. Project Scope 
 
Solutions Already Implemented Software Explanations and SKUs 

The Contractor is currently providing OPEN PLATFORM, GOVERNMENT TRANSPARENCY, MEETING 
EFFICIENCY solution. Those services are to continue under this contract.  
 

Software Name:  Open Platform and Government Transparency 
SKU: SAS1000, SAS1001 

 
Open Platform and Government Transparency one of your current Granicus solutions that will continue to 
provide the following services: 

Unlimited government public meeting content storage and distribution 

• Archived video editing 
• An internal and public-facing citizen web portal 
• Live and On Demand streaming of both meeting and non-meeting content 
• Timestamp agenda items to index video 
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Hardware Name: Encoding 
Appliance SKU: HDW0082 

 
Pre-configured hardware already including: 
 

• Live and on-demand streaming on computers, tablets, and other mobile devices 
• Granicus maintenance updates 
• Extraction and display of embedded closed captions to help maintain ADA compliance 
• H.264 video codec encoding 
• HTML5 and Flash compatible streaming delivery 

 
Software Name: Meeting Efficiency 
SKU:  SAS1002 

 
Meeting Efficiency, current Granicus solutions that will continue to provide the following services: 

• Capable of live minutes automation. Record agenda items, roll call, speakers, motions, votes and 
notes in real time. 

• Post-meeting editing and publishing of minutes 
• HTML or MS Word template for minutes publishing 

 
Software Name: LiveManager 
Will continue to allow full meeting control with the ability to start, stop, pause, index, and annotate 
events. Other key functionality includes: recording roll call, time stamping agenda items/video, and 
recording speakers, motions, votes, and notes. 
 
Software Name: MediaManager 
Will continue to allow system administrators to have granular control over the actions that users are 
allowed to perform. The administration feature in MediaManager is a central hub for preparing 
andpublishing content in Client’s Granicus solution. In addition to publishing content, Client can 
manage user access and view usage reports (non-Legistar clients only. Legistar is Granicus’s legislative 
management solution.) 
 
Software Name: iLegislate 
Connects agenda data to tablets and mobile devices to enable the review of agendas and supporting 
documents, note taking, and more, on the go. The feature list includes: 

 
iLegislate, one of your current Granicus solutions that will continue to provide the following services: 

• Viewing of videos, agendas, minutes, and supporting documents on mobile devices that use Apple 
iOS (iPhone and iPad), Windows (Surface/Surface Pro) and some Android devices (Note: only if 
Client has an encoder or uploads a video to MediaManager [see 2.1.7 below].) 

• Review of agendas and attachments offline and on-the-go 
• Note taking, bookmarking, and emailing of agenda items 
• Review of indexed, archived meeting videos 
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Solutions To Be Implemented for Arlington 

 
SDI Encoding Appliance hardware is pre-configured and includes: 

 

a. Live and on-demand streaming on computers, tablets, and other mobile devices 
 

b. Granicus maintenance updates 
 

c. Extraction and display of embedded closed captions to help maintain ADA compliance 
 

d. H.264 video codec encoding 
 

e. HTML5 and Flash compatible streaming delivery 
 

f. HD Streaming at 720p 
 

Software Name: eComment 
SKU:  SAS1004, SAS1170, OR SAS1171 

Assisting elected officials, client staff and municipal constituents by providing easy-to-use online tools that 
manage citizen engagement. It is provided as a rapidly deployed, “out-of-the-box" product and has limited 
customization features. 

eComment, one of your Granicus solutions will provide the following features: 

• Online citizen engagement methods through one online portal 
• Gather citizen comments on agenda items prior to meetings  
• Create a relationship with your other Granicus cloud based solutions 
• Send submitted citizen comments using Granicus’s iOS and Android application, known as iLegislate, 

to users who have applicable permissions set up on the Granicus Open Platform site  
• Keep the public informed of active public bodies and membership online 
• Allow community members to apply for boards through Client’s website 

 
 

Time Frame for delivery and installation – 30-45 business days from signing of agreement. 
 

2.1. Licensing, Training, Managed Services, and Support 

 
1. The licensing for this solution is a site license which allows for unlimited concurrent licenses at 

the site defined as 2100 Clarendon Blvd. Arlington, Virginia 22201. 
 

2. Software configuration and installation are included in the upfront and managed service fees 
 

3. Installation of the software system into one environment 

4. Configuration, support, and software updates for one meeting body are included in the 
monthly managed service fees. A meeting body is understood to mean a body that requires 
any combination of the following: 
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a. A unique agenda template 
b. A unique minutes template 

 

c. Any other unique template 
 

d. A separate meeting type, title, or purpose  

5. Integration and validation with existing Contractor solution and content 
 

6. Go-Live support 

7. Training Classes. Contractor will provide online training to County’s designated System 
Administrators and on-site training for user training, which will be administered in a train-the- 
trainer approach. 

8. Access to reference and support materials and documentation 
 

9. Contractor will make available the use of its various APIs to Arlington County.. Contractor will 
provide its APIs, as well as any existing documentation, to the County upon request. Any 
modification to the API is considered out of scope. 

 
3. Project Teams 

3.1. Contractor Project Team 

Contractor will assign the following team members to County’s implementation project: 

1. Project Manager (Contractor PM): This is the primary person responsible for the implementation of 
and adherence to project plans. See below for the full job description. 

Contractor reserves the right to make adjustments to the project team roles as deemed appropriate. 

The Contractor resources assigned to this project will be knowledgeable of the Contractor modules 
included in the solution and the County’s business processes and requirements. These resources shall be 
fully capable of performing assigned duties, fulfilling project commitments, and communicating with the 
County team members effectively. 

 

Contractor Project Manager Responsibilities 
 

The Contractor Project Manager will manage the Contractor project team and work with the County’s 
Project Manager to establish a framework for communication, documentation, and reporting to be used 
throughout the project. 

The Contractor Project Manager responsibilities include, but are not limited to: 
 

1. Giving Contractor team members a clear understanding of their respective 
responsibilities throughout the project 

2. Managing the activities of the Contractor project team to help maintain on-time completion 
of deliverables 

3. Ensuring Contractor completes all unit and integration testing on all configurations and 
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interfaces prior to training 

4. Monitoring the progress of the project and advising the County Project Manager of any risks that 
could impact an on-time completion of specific tasks and deliverables 

5. Maintaining regular communications with the County Project Manager 
 

6. Managing escalations and timely resolution of any issues 
 

7. Managing the approval and timely completion of change orders 

8. Maintaining documentation of decisions made, commitments and follow-up items, deliverables, 
and other items/issues associated with the project for which Contractor is responsible
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3.2. County Project Team 

County will assign the following team roles: 

1. Project Manager (County PM): This is the main point of contact responsible for the 
implementation and adherence to project plans. See 4.2.1 below for the full job description. 

2. Clerk: It is important that the Clerk is an integral part of the Project Team to be the expert on the 
legislative process of the Council, from the approval process of legislation to the creation of 
minutes. This person will also be responsible for indexing the recording during the meeting if 
video/audio recording is involved. 

3. IT Lead: The IT Lead works closely with the Project Manager to ensure that the solution is 
deployed properly and helps solve IT issues that might arise. 

4. Solution Administrator: The Solution Administrator should be a person who is closely involved 
with the legislative and meeting processes: from the approval process of legislation to the 
creation of minutes to the online publication of meetings. The Solution Administrator’s 
responsibilities will include, but not be limited to: collaboration with Contractor resources on 
the project schedule deliverables; and coordination with key stakeholders, representatives, and 
decision makers. 

5. Backup Solution Administrator: This Backup Solution Administrator will serve as the backup to the 
Solution Administrator and preferably has a solid understanding of the legislative and meeting 
processes of the County jurisdiction as well as a good level of technological skills. 

6. (OP GT Only) Video Indexer: Should the solution include video, the Video Indexer will be 
indexing/time-stamping the video in LiveManager if the Clerk cannot. This person can be from the 
Clerk’s staff or a member of the A/V team depending on the County’s unique workflow. 

7. Subject matter experts (SMEs), including but not limited to: County Council Secretary, Legislative 
Analyst(s), and other representatives, as deemed appropriate, from County Attorney’s Office, 
Mayor’s Office, Clerk & Recorder’s Office, Budget Management Office, etc. 

The Contractor will work with the County to make adjustments to the project team roles as deemed 
appropriate. The allocation of the County resources to the project may be variable according to: 

1. The duration of the project 
 

2. The level of internal County agreement 
 

3. The number of customizations required in the solution 

The County resources assigned to this project shall be fully capable of performing assigned duties, 
fulfill project commitments and communicate with Contractor team members effectively. 

County Project Manager Responsibilities 
 

The County Project Manager shall manage the County’s project team and work with the Contractor 
Project Manager to establish a framework for communication, documentation and reporting to be used 
throughout the project. 
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County’s Project Manager Responsibilities include, but are not limited to the following: 

1. Ensure that all members of the County project team have a clear understanding of their 
respective responsibilities throughout the project 

2. Manage the activities of the County’s project team and partner resources to ensure the on-time 
completion of tasks and activities necessary to coordinate with Contractor(e.g., providing access 
and video content); create, maintain/update and complete all required project artifacts and 
other documentation 

3. Monitor the progress of the project and advise the Contractor Project Manager of any risks 
that could impact an on-time completion of deliverables 

 

4. Manage and track the project budget; flag for the project sponsors if additional funds are 
needed to complete the project 

5. Maintain regular communications with the Contractor Project Manager and the County’s 
project sponsors 

6. Ensure that members of the Contractor Project Team have the County’s legislative process 
documentation and other County resources to gain a sufficient understanding the County’s 
legislative process and requirements to ensure a successful and effective implementation of the 
solution 

7. Ensure that any customizations to the solution are fully specified and documented 

8. Ensure that change orders contain a complete description and specification of the changes 
required 
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4. Project Timeline 

Work shall be performed according to the target milestone timeline below, based on projects similar to 
the County’s. Timelines may change based on mutual agreement between the County and Contractor. 

 
 

 Phase Scheduled Completion 

1 Project Start-Up 2 weeks from contract execution 

2 Implementation 1-9 week(s) from contract execution 

3 Implementation Completion 1-10 week(s) from contract execution 

4 Training 11-14 weeks from contract execution 

5 Scope of Work Completion 12-15 weeks from contract execution 
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5. Milestones 

For each milestone, the County’s authorized representative shall give final, written approval that 
individual deliverables and milestones have been completed. 

5.1. Milestone 1: Project Start Up 

5.1.1. Staffing and Project Management 

Success of the project is dependent on both Contractor’s and the County’s commitment to 
collaborating and performing the tasks and obligations described in this SOW. Both Contractor and the 
County shall provide reasonable turnaround times (to be mutually agreed upon) on critical decisions, 
information requests, and approvals that are required to ensure that project tasks and deliverables are 
completed on time. 

 

5.1.2. Project Plan 

The County and Contractor will work together to develop a comprehensive project plan consisting, at 
a minimum, of the components outlined below which are broken out by responsibility and 
ownership. 

Deliverables: 

1. Communication Plan: The County and Contractor will collaborate on and document processes to 
communicate project information to County and vice versa. The plan, at minimum, should include: 

a. Regularly Scheduled Status Calls: Members of both the County and Contractor project 
teams should participate in regularly scheduled calls to provide status updates, discuss 
open issues, project risks, etc. 

b. Written Status Updates: Both the County and Contractor Project Managers should also 
provide written status updates at regularly scheduled intervals (e.g., weekly) to an 
agreed upon distribution of stakeholders, project team members and other appropriate 
personnel at both County and Contractor. 

c. Escalations: In the event that the Contractor Project Manager does not respond to the 
County’s needs, the County shall directly contact Contractor's Director of Professional 
Services (please email implementation@Contractor.com to contact the Director of 
Professional Services). 

 

2. Resource Plan: County and Contractor will collaborate to compile a list of all personnel from the 
County and Contractor that are associated with the project. The list should include each person’s 
role in the project and contact information as well as their allocation to the project. 

3. Training Plan: Contractor will provide the County with the Training Plan on the Project Kickoff Call. 

 
5.1.3. Document Review and Technical Information Gathering  

The Contractor Design team conduct a Document Assessment, during which it will review the County’s 
current agenda and minutes documents and determine how they will integrate with the Contractor 
solution and what changes, if any, should be made to optimize the solution for the County. 

mailto:implementation@granicus.com


1
 

 

1. Document Assessment: The Contractor will complete a review of the County’s current 
agenda and minutes documents and document any recommended changes. The 
Contractor will submit a request to County Project Manager listing the documents needed. 
The County will provide the requested documents to the Contractor in a timely manner. 
The County will provide any other process documentation (e.g. process flows, 
requirements, etc.) to aid the the Contractor project team in gaining a sufficient 
understanding County’s legislative process and requirements. 

 

2. Technical Information Gathering: The Contractor will work with the County to gather general 
technical information and analyze the existing technology set-up to ensure that the proposed 
project meets all requirements necessary to deliver a successful solution. Contractor will 
send a URL for the Technical Information Gathering Form to County for completion. County 
will complete and submit the electronic form to Contractor. 

 

3. Solution Validation Call: This call provides an opportunity to discuss the County’s current 
workflow process and existing technology set-up to ensure that the proposed plan meets 
all requirements necessary to deliver a successful solution. At a minimum, the County’s 
Project Manager, IT Lead, and County Council Project Sponsor should participate in the call. 

Deliverables: The Contractor will document the minutes of the call as well as confirm the 
technical compatibility of the proposed solution and distribute to County Project Manager 
for review and approval. 

 

5.2.  Milestone 2: Implementation 

Contractor will deliver any required and purchased hardware to County. Contractor will install 
and configure solution software for County. 

1. Customization and Configuration Design Phase: Contractor will collaborate with County to 
develop the architecture and configuration design for each module of the overall solution. 

Deliverables: 
 

a. Continued Concurrent Licensing of Existing Applications (Open Platform and Government 
Transparency, Meeting Efficiency, LiveManager, MediaManager, iLegislate) 

 
b. Architecture Design Document 
 

c. Summary of Configuration Design Document 

2. Successful Implementation of New Media Applications 

a. Implementation and enablement of eComment. 

3. Upgrade of Encoding Appliance: The Contractor Encoding Appliance provides the County 
with live and on-demand webcasting performance. The hardware is pre-configured and 
delivered ready to stream. A combination of web-based and County-installed applications 
will give users access and control of the Appliance’s Streaming Media Services. 

The Encoding Appliance also has the ability to have the Performance Accelerator module installed 
to allow for up to 50 concurrent live and on demand streams as well as for local archive storage. 
 

The County is responsible for receiving the hardware on its end and installing the hardware 
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components as agreed to in the network diagram. The Contractor Project Manager will be 
available to support County remotely in installing the servers and verifying their set-up and 
functionality at the County site. 
Before the Contractor can begin the remote installation of the transparency solution, the County 
must confirm that the network’s security and firewall requirements are in place as discussed in 
the Pre- Deployment Activity Phase. Contractor PM will confirm remote access to the server in 
preparation for the software installation. Contractor PM will complete a server-side update to 
the streaming component. The Contractor recommends allowing one day’s time for the County 
IT Lead to run and test the installation of the software solution in the County’s environment. 

 

Deliverables: Hardware components and Email confirmation that testing is complete 

 
5.3. Milestone 3: Implementation Completion 

The Contractor performs unit and end to end testing as part of the normal development process. 
The Contractor will conduct unit testing and integration testing using the following script for this 
implementation. (Please note this testing may be limited to one County machine and/or 
Contractor Encoding Appliance residing at County.) The County is responsible for all County end-
to-end testing. 

 
The Contractor will resolve all defects and complete any change requests that arise during 
testing and will review the fixes for all defects with the County. A change request is defined as 
request to add, modify, or delete a specific unit of functionality from what was documented in 
the original requirements. A defect is defined as any error, flaw, mistake, failure, or fault that 
prevents a unit of functionality, or the system, from working as intended, or to produce an 
incorrect result. Any and all security flaws (in any application layer) shall also be classified as 
defects. The County will test and sign off on defects as they are resolved. Any presence of defects 
or process of resolving defects will not impede milestone close out without the Contractor’s 
express approval. 

 
Deliverable: Written confirmation of the successful completion of testing 

 

5.2. Milestone 5: Scope of Work Complete 

Final acceptance will be based on successful testing and implementation of the system, defined as: 
 

 Integration tested (with ability to provide evidence of testing upon County’s request) 
 

 End-to-end configuration and functionally tested 
 

5.3.1 Documentation 

The Contractor will provide documentation to support the software. Any software tools or utilities 
that are desirable to tune, test, maintain, or support the software shall be specified by the 
Contractor. 

 

Documentation will include but is not limited to: 
 

1. Technical administration 
 

2. Software configuration 
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3. Technical architecture diagram 
 

4. Data flow diagram 
 

5. Application administrator guide 
 

6. End-user day-to-day operation guide 
 

7. Quick Reference Guides by job function 
 

5.3.1 Close-Out Process 

1. Close out invoicing 
 

2. Finalize and deliver remaining documentation, recorded trainings, etc. 

3. Contractor will provide a plan to County for post-implementation support and maintenance. After 
Milestone 4: Training, the County will be introduced to assigned County Success Manager (CSM) 
who will serve as the primary contact for any issues County encounters or questions remaining in 
the first 30 days of solution usage. CSM will educate County on how best to engage with and 
access the Contractor Customer Support Team. After the initial 30-day period with the dedicated 
CSM, the Customer Support Team will be responsible for assisting County with any issues.
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7. Assumptions 

This proposal is based upon the assumptions below. If for some reason these assumptions are false, it 
may result in a scope change and an impact on the proposed project. 

7.1. Project Management Assumptions 

1. Success of the project is dependent on both Contractor and County’s commitment to collaborating 
on and performing the tasks and obligations described in this SOW. Contractor assumes that 
County will provide reasonable turnaround time (to be mutually agreed upon) on critical decisions, 
essential information, and approvals that are required to continue with work in progress or that is 
critical to meeting a deliverable due date. Contractor expects that a decision will be elevated to the 
appropriate County management level to make a decision in a timely manner. 

 

2. County will perform its obligations and render the assistance described in this SOW in a timely 
manner and in a manner as to adhere to the final schedule. In the event that Contractor is 
delayed or prevented from performing its obligations, to the extent that the delay is caused by 
factors beyond the reasonable control of Contractor, including without limitation, the inability of 
County to perform its responsibilities (i.e. finalizing the requirements) in a timely manner, 
Contractor will be entitled to an equitable adjustment in the timetable. 

3. Project initiation will occur upon signature of the Agreement by both parties. All dates in this SOW 
are subject to a mutually agreed upon schedule after execution of the Agreement. 

 

7.2. Technical Assumptions 

1. Remote Management: Contractor maintains and monitors the software performance of its 
solutions. All software patches and Contractor software updates are performed on a 
determined schedule. Remote support, management, patching, reporting and logging are 
performed using ScreenConnect. Installation of third party software not specifically approved 
by Contractor may detrimentally impact the server’s performance. In extreme cases, the server 
may need to be reimaged to restore normal operations; in this case, a reimaging fee may be 
charged. 

2. Video Streaming Technical Requirements: Video streaming typically requires the use of media 
plug-ins. While the necessary plug-ins will often come pre-installed, County may need to install or 
enable plug-ins to watch streaming video. Contractor recommends installing the plug-in if it is 
available for County’s system. While Contractor recommends certain platforms and Web 
browsers, many other operating systems and Web browsers can successfully stream videos. For 
example, Mozilla Firefox and Google Chrome are both known to work on many platforms. Please 
note that not all features are available to all Web browsers on all platforms. 

 
Recommended Platforms and Browsers: 

 

Platform Browser 

Microsoft Windows (version XP SP2 or 
newer) 

Microsoft Internet Explorer, version 9 or 
newer 
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Mac OS X (version 10.5 or newer) Apple Safari, version 5 or newer 

iOS (version 4.2.1 or newer) -- 

Android (version 2.2.1 or newer) -- 

 
 

Please note: performance on Android devices may vary depending on the version, phone 
manufacturer, and carrier. 

3. Software Technical Requirements: The Encoding Appliance and Performance Accelerator are 
managed through Contractor’s hosted software program known as MediaManager. The 
administration feature in MediaManager is a central hub for preparing and publishing content in 
County’s Contractor solution. In addition to publishing content, County can manage user access 
and view usage reports. MediaManager administration requires use of a system that meets the 
following specifications: 

 

Computer Windows-based PC 

Recommended Browser Internet Explorer 9 or newer 

 
Internet Access Access to County MediaManager 

site (Countyname.Contractor.com) 

MediaManager allows system administrators to have granular control over the actions that users 
are allowed to perform. In addition to meeting the system requirements that are listed above, 
each user must have been granted access rights to the tools that they wish to use. 

4. Hardware Technical Requirements: 
 

a. Encoder with Performance Accelerator: 
 

i. An Internet connection of 1.5 Mbps dedicated or higher (for standard definition) must be 
provided for the Encoding Appliance and the Performance Accelerator combined. See 
chart for additional quality options and required connection speeds. 

 

ii. See SDI Encoder Technical Solutions Guide and/or Contractor Encoding Appliance 
(Windows 7) Technical Solutions Guide, and Performance Accelerator Technical Solutions 
Guide for more. 

7.3. Scope and Cost Assumptions 

1. Both Contractor and County will follow a Change Order process for requesting any work that is not 
defined in this Scope of Work. The Change Order process is jointly managed by the Contractor and 
County Project Managers. All changes must be documented in a Change Log, and approved by 
both parties prior to work being undertaken.  Work requested by a Change Order shall not be 
commenced by the Contractor nor paid for by the County until the Change Order has been 
approved through an Amendment to this Agreement signed by both Parties. 

2. Requested County changes to the Scope of Work may increase project costs or introduce timeline 
delays. 

https://supporttools.granicus.com/public/SOW/QualityOptions.xlsx
https://supporttools.granicus.com/public/SOW/Granicus%20SDI%20Encoding%20Appliance%20Technical%20Solutions%20Guide.pdf
https://supporttools.granicus.com/public/SOW/Granicus%20Encoding%20Appliance%20(Windows%207)%20Technical%20Solutions%20Guide.pdf
https://supporttools.granicus.com/public/SOW/Granicus%20Encoding%20Appliance%20(Windows%207)%20Technical%20Solutions%20Guide.pdf
https://supporttools.granicus.com/public/SOW/Granicus%20Encoding%20Appliance%20(Windows%207)%20Technical%20Solutions%20Guide.pdf
https://supporttools.granicus.com/public/SOW/Performance%20Accelerator%20Technical%20Solutions%20Guide.pdf
https://supporttools.granicus.com/public/SOW/Performance%20Accelerator%20Technical%20Solutions%20Guide.pdf
https://supporttools.granicus.com/public/SOW/Granicus%20Change%20Order%20Form.docx
https://supporttools.granicus.com/public/SOW/Granicus%20Change%20Log%20Form.docx
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