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Dear Janet,

The following describes the services and assumptions for one full time ISITE Design resource to maintain the Peralta websites. Also included are terms for providing additional specialized services.
1. Service Description

1.1. ISITE Design will provide maintenance of Peralta’s website with one dedicated resource up to 40 hours per workweek (Maintenance Hours) for a period of 6 months (Term) beginning February 1, 2008.

1.1.1. This agreement has the option to renew at the same rate for an additional 6 months.
1.2. Peralta will be charged at a fix cost of $12,000 per month for that resource. 

1.3. Any additional maintenance hours required over 40 hours, determined by a 8 AM PST to 5 PM PST, per week will require a separate statement of work

2. Services Included for Dedicated Resource
The following are examples of the work that will be performed by the dedicated resource under the terms of this agreement:

2.1. Configure support request system (JIRA) customized to agreed upon support/feature request process specific to the Peralta workflow.
2.2. Execute modifications to the content and basic Ektron configuration
2.3. Provide refresher instruction on using Ektron from a content contributor perspective by phone
2.4. Quality assurance including proactive link checking

2.5. Image editing

2.6. Project management duties including task assignment, status, communication and other administrative duties
2.7. Navigational changes including the addition of new pages to existing content areas
2.8. Weekly status reports
2.9. Technical Support to Designated District Point Person to Troubleshoot Basic Administration Duties including Template creation and Site Links
3. Specialized Services
The following tasks will not be performed by the dedicated resource under the terms of this agreement. If Peralta requires any of the services listed below, they will be completed at a rate of $150 per hour by another ISITE Design resource. This section is triggered only upon prior written approval. The Specialized Services include but are not limited to:
3.1. Information architecture (except as mentioned in Section 2)
3.2. Database or application development (except as mentioned in Section 2)
3.3. Graphic design for new page templates or special illustrations
3.4. Multimedia development (e.g. Flash)

3.5. Video production or editing (conversion to web medium is included in the maintenance agreement)
3.6. Copywriting/editing

3.7. Troubleshooting and resolving issues beyond the dedicated resource domain of required expertise (except as mentioned in Section 2)
4. Maintenance Frequency

Peralta requests that website maintenance will occur on a (check only one):
4.1.  FORMCHECKBOX 
 Regular basis, up to times XX per day/week/month.
4.2.  FORMCHECKBOX 
 Per-request basis, with no maximum number of requests per month.

5. Response Level & Resolution Process

The following process outlines the activities and responsibilities of Peralta and ISITE Design in order to complete any requested changes:

5.1. Peralta logs item into JIRA (ISITE Design’s issue tracking system) and assigns the following items:

5.1.1. Issue Type; i.e. Bug, New Feature, Misc Issue, Improvement, Question or Content
5.1.2. Summary (named label) of the item

5.1.3. Priority; Blocker, Major, Average, Minor or Trivial

5.1.4. Description of what the maintenance request is

5.2. If the priority is set to Blocker, it is assumed that this issue indicates a disruption of service; ISITE Design will respond during normal working hours within a maximum turnaround of three (3) hours and commence work on resolving the issue as quickly as possible; typical response time is less than an hour.

5.2.1. Normal working hours for ISITE Design is defined as Monday through Friday 8:00 AM to 5:00 PM Pacific Time.

5.3. For all other priorities, ISITE responds through JIRA within eight (8) business hours by assigning responsibility and providing an estimate as to when the work will be completed.

5.4. ISITE Design will begin work on the item and will indicate the issue as Resolved in JIRA and assign it back to Peralta for review.
5.5. ISITE will provide Peralta with a issues report that includes problems and resolutions.
5.6. Peralta will indicate in JIRA that an item is either Closed or Reopened (with comment).

6. Content Delivery

Upon the completion of the requested changes, updates will be (check all that apply):

6.1.  FORMCHECKBOX 
 Submitted to Peralta via e-mail and/or placed on ISITE Design’s extranet site in WinZip format for viewing.

6.2.  FORMCHECKBOX 
  Posted to Peralta’s development or staging server for further review for structural changes.

6.3.  FORMCHECKBOX 
 Posted to Peralta’s production (live) server. If the changes are to be posted to the Peralta’s production server, Peralta must provide the appropriate login access prior to posting.

7. Assumptions

The following assumptions have been made regarding maintenance of the website:

7.1. All requested changes to the website will be logged by Peralta into JIRA, except in the case of an emergency. E-mails and telephone calls will require the ISITE maintenance lead to enter the issue into JIRA on behalf of the requestor which is not efficient.

7.2. The URL for JIRA is: http://jira.isitedesign.com.
7.3. Peralta will designate a team for the ISITE Maintenance team to work with on establishing priorities of JIRA tickets.
7.4. Peralta should feel free to contact ISITE Design management using the following escalation path:

7.4.1. Jaden Lowery, Maintenance Manager

503-972-9309

7.4.2. Amy Dallas, Peralta Project Manager

503-972-9343
7.4.3. Andrew McLaughlin, Director of Client Services
503-972-9071
7.4.4. Kevin Mackie, Director of Sales & Marketing
503-972-9067
7.5. Peralta will provide copywriting changes to existing textual content. Although ISITE Design may edit copy, ISITE will not create original copy. In no event will ISITE Design be responsible for copyright or trademark violation in connection with editing copy.

7.6. Peralta will provide original artwork, illustrations and photographic images in digital or standard format ready for scanning.

7.7. Any digital content to be provided by Peralta must be transferred to ISITE Design via e-mail, through the ISITE Design’s extranet site or JIRA.
7.8. ISITE Design will make every attempt to resolve non-blocker requests made by Peralta in a timely manner. The expediency with which ISITE Design can resolve these issues is constrained by the number of issues logged and ISITE Design resource availability.

8. Service Fee and Rates

8.1. The monthly service fee for the full time dedicated resource is $12,000 per month Peralta will be invoiced monthly on a time and materials basis at a rate of $150 per hour for any Specialized Services.

8.2. The dedicated resource will work during normal business hours, will not work past 40 hours per week, and will observe ISITE Design’s holiday and vacation schedule. 

8.3. Payment terms are Net 30.
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Thank you,

Paul Williams
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