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Professional Services for this project are offered at a fixed price of £26,250.00 (excluding VAT & 
Expenses) 

 
 

4.2. Invoicing Schedule and Payment Terms 

This SoW will be invoiced according to the following schedule: 

•  
  

• Invoices are due 30 days from date of receipt. 

4.3. Expenses 

All pre-approved out of pocket expenses will be reimbursed by UKHSA. 
 
 

5. DATA PRIVACY 
 

If Personal Data is processed as a result of this SOW the parties agree to be bound by the terms set 
out in the Data Processing Schedule found at  
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6. Signature page 
 
 

IN WITNESS WHEREOF, the parties hereto have caused this Statement of Work to be executed by 
their respective duly authorized representatives: 
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7. Appendix – Meetings and Workshops 
 

Step order Step name Purpose Objectives Attendees 
(Role/Responsibility) 

 
Agenda / Approach Outputs 

 
 
 
 
 
 
 
 
 

1 Kick-off Meeting 
 
 
 
 
 
 
 
 
 
 
 
 
 

Review 
functionality of in- 

2 scope Atlassian 
applications with 
UKHSA Admins 

 
 
 
 
 
 
 
 

Deep Dive into Use 
3 Cases and project 

process/methods 

Describe to all attendees 
purpose, objectives and 
plan for the project. 
Explain the up coming 
workshops, meetings, 
etc. and specify who 
from UKHSA will be 
involved at each 
meeting. Discuss with 
the team and 
stakeholders any 
updates, including but 
not limited to issues, 
risks, exceptions, 
dependencies, etc. 

 
 

 
Review of current 
architecture, size, 
configuration, and data. 
Identification of areas of 
concern. Gathering of 
metrics used to identify 
process performance 
and its bottlenecks in 
next workshops. 

 
 
 
 

Get business and 
process background on 
the problematic projects 
to help UKHSA to 
improve metrics related 
to desired goals. 

 
 
 

• Agree schedule of 
workshops, meetings, etc. 

• Brief stakeholders on their 
project roles and 
responsibilities 

• Update risk, issues, 
dependencies, exceptions, 
etc. 

 
 
 
 
 

• Meet with Jira 
Administrators, 
Infrastructure & Operations 
Support, etc. to get high 
level overview of current in- 
scope Atlassian application 
instances 

• Identify areas of concern in 
configuration, data, 
processes or add-ons 
through instance analysis 

 
 
 

• Get business background 
on processes and how they 
are reflected in the in-scope 
Atlassian applications 

 
• Identify with stakeholders 

the desired improvements 

 
 
 
 
 
Jira Administrators, 
Infrastructure & 
Operations Support, 
Project Managers, 
managers involved in 
business processes 

 
 
 
 
 
 
 
 
 
 

 
System administrators, 
Infrastructure & 
Operations Support 

 
 
 
 
 
 
 
 
Project Leads/Managers, 
stakeholder responsible 
for processes i.e. Process 
Owners, Centre of 
Excellence, 

 
 

• Introduction to Project 
• Purpose of this 

workshop 
• Schedule of meetings 
• Update on RADE 
• Questions & Answers 

 
 
 
 
 
 
 

• System review 
• Statistics gathering 
• F2F or online session 

meeting 
 
 
 
 
 
 

• Data gathering 
information about 
current areas of concern 
for UKHSA such as 
velocity, quality, effort, 
etc. and prioritization 

 
 
 
 
 
 

• Agreed Schedule 
of Meetings 

• Updated RADE 
 
 
 
 
 
• Identification of 

areas of concern 
• High-level 

summary of 
system 
infrastructure 

• Identification of 
key personnel and 
update on the list 
of people required 
for deep dive 
sessions 

 
 

• Document with 
information from 
the gap analysis 

• Agreed 
prioritization of 
areas to be 
addressed 



DocuSign Envelope ID: F307FA90-BC9C-4883-BB00-D293FAD63BED 

Page 11 of 11 Commercially Confidential Statement of Work 

 

 

 

Step order Step name Purpose Objectives Attendees 
(Role/Responsibility) 

 
Agenda / Approach Outputs 

 
 

• Data gathering 
information about 
desired goals, 
improvements and 
metrics 

 
 
 
 
 
 
 

Design Principles 
4 Workshop 

 
 
 

Review of current 
situation. Definition of 
problems and issues. 
Definition expectations 
and future roadmap. 
Analysis of potential 
risks and issues 

• Deliver analysis of high 
level alignment between 
projects, processes and 
governance as-is and to-be 

• Define design principles to 
be applied in the 
consolidation and migration 

• Review and assess risks 
and issues to agree 
prioritization for the project 

 
 
 
 
 

Project Sponsor, Business 
Owner, and Atlassian 
System Administrators 

 

• Gap analysis of as-is 
with good commercial 
practice 

• Understand strategic 
roadmap for the 
Atlassian eco-system 

• Identify key areas of 
risk and issues 

 
• Prioritization of 

key problems to 
be addressed 

• Definition of 
design principles 
to govern 
consolidation 

• Prioritized Risk 
and Issue Log 

 
 
 
 
 
 
 

Recommendations 
5 Workshop 

 
To present and work 
through: 

Summary of identified 
concerns. 

Analysis of current 
situation and desired 
goals. 

Summary of proposed 
actions required for 
consolidation 

 
 
 

• Agree prioritization of 
recommendations 

• Refine recommendations 
based on feedback 

• Refine roadmap for 
consolidation 

 
 
 
 

Project Sponsor, Business 
Owners involved in 
projects, Atlassian 
System Administrators 
responsible for current 
setups 

 
 
 
• Summarize 

recommendations 
• Recommendation 

prioritization 
• Present proposed 

roadmap 

 
 
 
 
 

• Documents with 
analysis and 
recommendations 




