IT STAFFING SERVICES SOLICITATION UNDER
DEPARTMENT OF INFORMATION RESOURCES
IT STAFF AUGMENTATION CONTRACT (ITSAC)

	Solicitation Reference Number: 304FM202710
	Working Title: Working Title: Organizational Change Management (OCM) Coordinator
	Title/Level: Change Management Manager/Organizational Change Management (OCM) Specialist 



I.  DESCRIPTION OF SERVICES 


Texas Comptroller of Public Accounts requires the services of 2 Change Management Manager/Organizational Change Management (OCM) Specialist, hereafter referred to as Candidate(s), who meets the general qualifications of Change Management Manager/Organizational Change Management (OCM) Specialist, Information Technology Services Management (ITSM Operations) and the specifications outlined in this document for the Texas Comptroller of Public Accounts.

All work products resulting from the project shall be considered "works made for hire" and are the property of the Texas Comptroller of Public Accounts  and may include pre-selection requirements that potential Vendors (and their Candidates) submit to and satisfy criminal background checks as authorized by Texas law. Texas Comptroller of Public Accounts will pay no fees for interviews or discussions, which occur during the process of selecting a Candidate(s).
The Texas Comptroller of Public Accounts (CPA) requests responses from qualified Respondents to provide Organizational Change Management (OCM) and agency transition support services for the Centralized Accounting Payroll/Personnel System (CAPPS) State of Texas Accounting and Reporting Resource (STARR) financial system implementation. 
CPA is seeking experienced change management professionals to coordinate agency communications, support User Acceptance Testing (UAT), Train-the-Trainer (TTT), and End User Training (EUT) activities, with the goal of ensuring a successful transition for the over 200 state agencies and institutions of higher education that interface with CPA's statewide financial systems. Successful adoption of CAPPS STARR will require more than awareness; end-user agency staff must feel capable and ready to operate in the new environment. The selected Vendor’s Candidate will support that outcome by focusing on clarity, competence-building, and participation at the agency level.
For information regarding CPA's CAPPS STARR Program, visit: CAPPS — State of Texas Accounting and Reporting Resource (STARR)
 
SCOPE OF SERVICES.
Services Overview. The selected Vendor’s Candidate will work alongside CPA's OCM team to support agency coordination, communications, and readiness to support the CAPPS STARR implementation. Central coordination authority and agency relationships remain with CPA; the selected Vendor’s Candidate’s function is to extend CPA's reach by serving as a structured OCM liaison to state agencies throughout testing, training, and transition activities.
Position Requirements. The CPA Work includes, but is not limited to, the following:
Performing highly advanced (senior-level) consultative services and technical assistance work related to supporting the CAPPS STARR Program. The Comptroller retains ownership of all system decisions, training content, policies, and final communications. All work products are subject to CPA review and approval.
Services to be delivered under this engagement are organized into the following functional areas:
·      Stakeholder and Agency Liaison Support
The selected Candidates will work alongside and under the direction of CPA's OCM team to support agency coordination, communications, and readiness. Central coordination authority and primary agency relationships remain with CPA. The selected Candidate's role is to extend CPA's reach by serving as a structured liaison to state agencies, ensuring they receive the information and support they need to feel capable and prepared, not necessarily to enlist them as advocates or to build change-champion networks within them. Scope includes, but is not limited to:
•       Maintaining familiarity with CPA-approved CGI OCM, training, and testing deliverables to effectively support agency communications and readiness activities. The Respondent is not responsible for reviewing or approving such deliverables but must understand their content and implications for agency stakeholders.
•       Participating as a standing attendee in CPA-led OCM and training team meetings. Attending select CPA-led testing coordination meetings as directed, beginning with integration testing activities as preparation for UAT coordination. 
•       Establishing and maintaining a structured engagement model for interfacing with designated agency points of contact, in coordination with CPA's OCM team.
•       Supporting CPA by coordinating communications to agencies related to testing, training, and transition activities.
•       Tracking agency readiness inputs include participation levels and escalation topics and synthesizing them for CPA review.
•       Facilitating feedback loops between agencies and CPA to surface readiness gaps, questions, and change impacts that CPA needs to address.
•       Reinforcing CPA-approved guidance, timelines, and expectations to agency stakeholders.
·      Change Management and Readiness Planning
OCM Coordinators will execute change management and readiness activities as directed by the OCM Lead, using the methodology and tools established for this engagement. Scope includes, but is not limited to:
•       Tracking and updating agency-level readiness data across testing, training, and transition milestones, using tools and frameworks established by the OCM Lead.
•       Developing change and readiness artifacts (e.g., readiness checklists, agency communications, Q&A content) aligned to CPA’s direction.
•       Monitoring and reporting on agency readiness risks and themes across the agency population.
•       Supporting Business Readiness Assessment data collection at defined project milestones as directed by the OCM Lead, including gathering agency participation data, distributing readiness surveys or checklists, and compiling results for the OCM Lead’s review and reporting.
·      User Acceptance Testing (UAT) Support
OCM Coordinators will manage day-to-day agency logistics and communications related to UAT participation. The UAT population is anticipated to consist of approximately 500–600 participants across statewide agencies and institutions of higher education. Scope includes, but is not limited to:
•       Coordinating agency communications related to UAT schedules, roles, and expectations, as directed by CPA.
•       Supporting agencies in understanding UAT objectives, participation responsibilities, and escalation pathways.
•       Attending CPA-led UAT coordination meetings as a standing participant. The selected Candidate's involvement in testing meetings is focused on coordinating external agency participation; system testing meetings led by CGI are outside this engagement's scope.
•       Tracking agency participation and UAT completion as a readiness indicator.
•       Supporting coordination of UAT-related artifacts and guidance, as directed.
·      Train-the-Trainer (TTT) Support
OCM Coordinators will manage TTT logistics and agency communications under the OCM Lead’s direction. Scope includes, but is not limited to:
•       Supporting CPA in coordinating communications related to TTT schedules, materials, and trainer expectations.
•       Reinforcing roles and responsibilities of agency trainers and CPA-provided training resources.
•       Assisting with the dissemination and clarification of training materials developed by others.
•       Collecting and summarizing agency feedback related to training preparedness and common issues.
·      End User Training (EUT) Support
OCM Coordinators will manage EUT logistics and agency outreach for the broader end-user population. Scope includes, but is not limited to:
•       Supporting CPA in coordinating EUT logistics, including scheduling, participant communications, and access to training environments as directed.
•       Assisting agencies in understanding EUT expectations, role-based training pathways, and how to access CPA-developed training materials.
•       Tracking EUT participation and completion rates as a pre-go-live readiness indicator.
•       Collecting and summarizing agency feedback following training delivery to surface gaps or recurring issues for CPA review.
·      Communications Support
OCM Coordinators will execute the communications plan as directed by the OCM Lead and CPA, drafting and distributing approved materials to agency stakeholders. Scope includes, but is not limited to:
•       Supporting the development and distribution of CPA-approved communications to agencies.
•       Coordinating recurring updates related to testing, training, and transition milestones.
•       Supporting Frequently Asked Questions (FAQ), talking points, and change-related messaging to address common agency questions.
•       Maintaining a log of agency communications and escalations for traceability.
·      Reporting and Governance Support
The selected Candidates will provide defined reporting to support visibility into agency readiness and transition risks. Periodic summary reports will be structured around four readiness dimensions: agency participation levels, communications effectiveness, training readiness, and agency/operational readiness. This framework aligns with the Business Readiness Assessment methodology described Change Management and Readiness Planning and enables consistent tracking of readiness trends across the engagement lifecycle. Scope includes, but is not limited to:
•       Contributing participation data, agency engagement inputs, and escalation logs to the OCM Lead’s monthly summary reports across the four readiness dimensions.
•       Identifying and elevating systemic risks and issues within each dimension for CPA awareness and decision-making.
•       Producing pre-milestone readiness summaries in advance of key project events (e.g., UAT kickoff, TTT and EUT completion, go-live cutover). Each pre-milestone summary shall include: (a) a readiness assessment across the four dimensions; (b) a summary of open issues and pending agency actions; (c) participation gaps and recommended mitigation; and (d) a recommended readiness determination for CPA's consideration.
•       Supporting the OCM Lead in gathering agency input and documenting information needed to inform the agency-facing governance framework, as directed.
•       Providing a weekly status report to the CPA Contract Manager summarizing work completed, work in progress, and planned activities for the following week.
•       Reporting will focus on insights, trends, and actionable themes across the agency population rather than a detailed agency-by-agency performance assessment.
·      Performing other related Work as assigned.

II.  CANDIDATE SKILLS AND QUALIFICATIONS

	Minimum Requirements:
Candidates that do not meet or exceed the minimum stated requirements (skills/experience) will be displayed to customers but may not be chosen for this opportunity.

	Years
	Required/Preferred
	Experience

	7
	Required
	Experience in program coordination, stakeholder communications, change management support, training logistics, or a directly related field.

	7
	Required
	Experience managing structured activities across multiple concurrent workstreams and a large, diverse stakeholder population, including tracking participation or engagement data, producing status reports, coordinating schedules and communications.

	5
	Required
	Experience coordinating user participation/communications for large-scale IT implementations, e.g., outreach to diverse stakeholders, maintain contact logs, drafting/distributing communications, FAQs, and talking points on behalf of a program.

	5
	Required
	Extensive experience coordinating User Acceptance Testing (UAT), Train-the-Trainer (TTT), and End User Training (EUT) logistics for major system implementations, including scheduling, participant communications, and participation tracking.

	5
	Required
	Experience tracking/analyzing user readiness inputs, participation data, and escalation topics across a large population; identifying, documenting, escalating OCM risks/issues to program mgmt., and creating summary reports.

	5
	Required
	Experience maintaining coordination artifacts including communication logs, agency contact directories, participation trackers, and readiness reporting inputs in support of a OCM team.

	5
	Required
	Experience supporting large-scale technology implementations or enterprise system transitions in a coordination or liaison role.

	5
	Preferred
	Texas public sector experience strongly preferred.

	5
	Preferred
	Functional experience with CGI Advantage software, or equivalent application.

	5
	Preferred
	Experience with CPA’s legacy Statewide Financial Systems production support activities

	2
	Preferred
	Working experience within a structured OCM framework (Prosci ADKAR, ACMP CCMP, or equivalent) as directed by a lead practitioner.

	2
	Preferred
	Prosci certification, Certified Change Management Professional (CCMP), or Change Management Advanced Practitioner (CMAP) credential.



III.  TERMS OF SERVICE
Services are expected to start 07/01/2026 and are expected to complete by 08/31/2027. Total estimated hours per Candidate shall not exceed 1920 hours. This service may be amended, renewed, and/or extended providing both parties agree to do so in writing.

IV. WORK HOURS AND LOCATION
Services shall be provided during normal business hours unless otherwise coordinated through the Texas Comptroller of Public Accounts. Normal business hours are Monday through Friday from 8:00 AM to 5:00 PM, excluding State holidays when the agency is closed.

The primary work location(s) will be at Texas Comptroller of Public Accounts, LBJ State Office Building, 111 E. 17th Street, Austin, Texas 78774.. The working position is Hybrid - On Site and Telework. Any and all travel, per diem, parking, and/or living expenses shall be at the Candidate's and/or Vendor's expense. Texas Comptroller of Public Accounts will provide pre-approved, written authorization for travel for any services to be performed away from the primary work location(s). Pre-approved travel expenses are limited to the rates and comply with the rules prescribed by the State of Texas for travel by its classified employees, including any requirement for original receipts.

The Candidate(s) may be required to work outside the normal business hours on weekends, evenings and holidays, as requested. Payment for work over 40 hours will be at the hourly rate quoted and must be coordinated and pre-approved through Texas Comptroller of Public Accounts.

V.  OTHER SPECIAL REQUIREMENTS
·      Have experience in gathering business requirements for large projects.
·      Work independently in a diverse team environment with on-site and remote team members.
·      Have strong written, verbal, and interpersonal communication skills.
·      Have knowledge of project management methodologies.
·      Have experience with large-scale ERP or enterprise system implementations in a coordination or change management capacity.
·      Have problem-solving skills and the ability to multitask, with readiness to put in extra efforts when necessary.
·      Have experience with change management coordination across a large, geographically distributed stakeholder population.
·      Have experience supporting UAT, Train-the-Trainer, or End User Training coordination activities for a major system implementation.
·      While working on-site at CPA's location, the selected Vendor’s Candidate will be assigned a working location and provided information regarding parking that may be available to CPA contractors. 
·      CPA will not pay for any travel-related costs; any and all travel, per diem, parking, and/or living expenses shall be at the selected Vendor’s Candidate's and/or Vendor's expense.
Work Hours. CPA’s standard hours of operation are 8:00 a.m. to 5:00 p.m. CT, Monday through Friday. The current CPA workload estimates indicate that approximately one-hundred sixty (160) hours per month shall be required from each of the awarded Vendor's Candidate(s); the number of hours may be revised by CPA based on the negotiated and awarded hourly rate. The workload estimate is based on an eight (8) hour workday and a five (5) day work week. However, CPA anticipates that the Services to be provided by Candidate(s) will be conducted during any and/or all of the following, as requested by CPA: CPA's standard hours of operation, before-hours, after-hours, weekends, and holidays. The Candidate's work schedule must be approved in writing by the CPA Supervising Manager.
Support for Vendor Invoicing. On a weekly basis, each of Vendor’s personnel shall use CPA’s timekeeping system to record hours worked in providing Services for approval by the CPA Supervising Manager. The CPA Supervising Manager will provide its approval via CPA’s timekeeping system; a manual CPA signature is not required; also, CPA is not required to manually sign or approve any Vendor-provided timesheet. Vendor’s personnel shall provide its CPA approved timesheet reports to the Vendor to support the monthly invoice to CPA. Vendor shall submit the invoice to CPA, in accordance with the CPA PO, no later than the 15th calendar day of the month to support payment processing. Upon the completion of the Services under each Contract Term, Vendor shall confirm all invoices have been provided to CPA no later than October 31st.
Selection and Award Requirements. As part of the Vendor’s Offer, and upon the request of CPA to support the interview process and/or selection of Candidate(s), Vendor shall provide the following, at a minimum: 
(1) Picture ID (Government). Vendor must provide a copy of the proposed Candidate's state Driver’s License/ID Card or US Government photo identification that indicates their full legal name. 
(2) Proposed Work Location and Schedule. Vendor must provide the proposed Candidate's preferred work location and work schedule. If the proposed work location is remote, the Vendor must provide the City and State of the proposed Candidate's primary remote location. 
(3) Disclosure of Separate Contract. In accordance with DIR’s ITSAC contract, Vendor must disclose whether the proposed Candidate is currently engaged in a separate contract to provide services of any kind to CPA and/or a different customer during the CPA Contract Term under the CPA contract resulting from this solicitation.
Section Interview Process. Upon the request of CPA, as applicable, Vendor shall be responsible for coordinating the interview between CPA and Vendor’s selected Candidate at a mutually agreeable date and time. At CPA's discretion, the interview, if any, may be conducted via teleconference with cameras on (e.g., Microsoft Teams) or on-site at CPA’s designated location. 
Onboarding of Selected Candidate. To support the onboarding of the Vendor’s selected Candidate, the following at a minimum applies: 
(1) Background Check, Prior to Award. In accordance with the provision in CPA’s Additional T&Cs (Attachment A), the Vendor must attest that the background check has been performed and passed for the selected Candidate, and must disclose any felonies. The criminal background check shall be conducted at the Vendor's expense
(2) Assignment of CPA Equipment, Upon Commencement of Services. Unless otherwise mutually agreed to between CPA and Vendor, upon commencement of the Services, regardless of the primary work location that may be agreed to between CPA and Vendor, the selected Vendor’s Candidate is required to come in person to CPA's designated location to meet with CPA's Supervising Manager and obtain the CPA equipment to perform the Services. As applicable, the awarded Vendor shall be fully responsible for all expenses related to the onboarding of the selected Vendor’s Candidate, which includes but is not limited to any and all travel, per diem, parking, shipping of CPA equipment, and/or living expenses.
Offboarding of Selected Candidate. Upon the resignation, expiration, or termination of the Services provided by the selected Vendor’s Candidate, Vendor shall be fully responsible for providing notification to CPA’s Contract Manager (capps.staff.aug@cpa.texas.gov), and shall coordinate the return of the CPA equipment with the CPA Contract Manager and/or CPA's Supervising Manager. As applicable, the awarded Vendor shall be fully responsible for all expenses related to the offboarding of the selected Vendor’s Candidate, which includes but is not limited to any and all travel, per diem, parking, shipping of CPA equipment, and/or living expenses.
 
CANDIDATE REFERENCE


	Solicitation Number: 304FM202710
	Title/Level: Change Management Manager/Organizational Change Management (OCM) Specialist

	Candidate Name:
	Category: Information Technology Services Management (ITSM Operations)
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NOTE: ONLY INCLUDE THE INFORMATION REQUESTED ON THIS FORM. DO NOT INCLUDE ADDITIONAL INFORMATION.


CANDIDATE QUALIFICATIONS

	Solicitation Number: 304FM202710
	Title/Level: Change Management Manager/Organizational Change Management (OCM) Specialist 

	Candidate Name:
	Category: Information Technology Services Management (ITSM Operations)



	Minimum Requirements: Candidates that do not meet or exceed the minimum stated requirements (skills/experience) will be displayed to customers but may not be chosen for this opportunity.

	Actual
Years
Experience
	Years
Experience
Needed
	Required/
Preferred
	Skills/Experience

	 
	7
	Required
	Experience in program coordination, stakeholder communications, change management support, training logistics, or a directly related field.

	 
	7
	Required
	Experience managing structured activities across multiple concurrent workstreams and a large, diverse stakeholder population, including tracking participation or engagement data, producing status reports, coordinating schedules and communications.

	 
	5
	Required
	Experience coordinating user participation/communications for large-scale IT implementations, e.g., outreach to diverse stakeholders, maintain contact logs, drafting/distributing communications, FAQs, and talking points on behalf of a program.

	 
	5
	Required
	Extensive experience coordinating User Acceptance Testing (UAT), Train-the-Trainer (TTT), and End User Training (EUT) logistics for major system implementations, including scheduling, participant communications, and participation tracking.

	 
	5
	Required
	Experience tracking/analyzing user readiness inputs, participation data, and escalation topics across a large population; identifying, documenting, escalating OCM risks/issues to program mgmt., and creating summary reports.

	 
	5
	Required
	Experience maintaining coordination artifacts including communication logs, agency contact directories, participation trackers, and readiness reporting inputs in support of a OCM team.

	 
	5
	Required
	Experience supporting large-scale technology implementations or enterprise system transitions in a coordination or liaison role.

	 
	5
	Preferred
	Texas public sector experience strongly preferred.

	 
	5
	Preferred
	Functional experience with CGI Advantage software, or equivalent application.

	 
	5
	Preferred
	Experience with CPA’s legacy Statewide Financial Systems production support activities

	 
	2
	Preferred
	Working experience within a structured OCM framework (Prosci ADKAR, ACMP CCMP, or equivalent) as directed by a lead practitioner.

	 
	2
	Preferred
	Prosci certification, Certified Change Management Professional (CCMP), or Change Management Advanced Practitioner (CMAP) credential.



CANDIDATE ACKNOWLEDGEMENT

	RFO: 445 Solicitation Number: 304FM202710
	Title/Level: Change Management Manager/Organizational Change Management (OCM) Specialist

	Candidate Name:
	Category: Information Technology Services Management (ITSM Operations)



	I hereby authorize . to submit my resume in response to the temporary staffing Solicitation 304FM202710 for Texas Comptroller of Public Accounts.

I understand that submission of my resume by multiple vendors may result in my disqualification from this opportunity. Customers reserve the right to hire a candidate submitted by multiple vendors.


Worker signature:  _______________________________


Date:   _______________________



