Vendor Workflow Overview
1. Task Identification
Collaborate with Practice Leads or Team Leads to identify tasks that are repetitive or time-consuming and may benefit from outsourcing.
2. Initiate Vendor Risk Assessment
Once the decision to outsource is made, submit the VIRA (Vendor Inherent Risk Assessment) Form. This form is required to assess the potential risks associated with engaging a vendor.
Key Review Components:
· InfoSec Compliance Review: Evaluates the vendor’s security practices to determine the risk level.
SLA: 10 business days
· Software Risk Assessment: Conducted by the Security Team to analyze risks associated with the proposed software.
SLA: 10 business days
· AI/LLM Review: The AI Committee assesses vendors and tools utilizing LLM or Generative AI functionalities, in accordance with internal AI governance protocols.
· A detailed report with risk findings and recommendations will be provided to the business unit/requestor after the assessment is complete.
3. Account Setup and Access
Once the vendor passes the assessment, requests are made to IT/Engineering for account provisioning (email, BWIP, JIRA) based on the defined scope of work.
4. Proof of Concept (POC)
After access is granted to INDG systems, a POC is conducted to evaluate the vendor’s ability to perform within organizational parameters.
5. Contract and Payment Terms
If the POC is successful, payment terms are negotiated and a formal contract is executed.
6. Operational Onboarding
JIRA tickets are created to enable the vendor to begin processing documents as per the agreed scope.


Vendor scope of work for Top 3 projects


Portfolio Conversion and Updating
The Portfolio document processing workflow begins with downloading source files from the ticket and structuring them into chapters within WebQ. The files are then converted into plain text for an initial cleanup phase, where errors are corrected, tags are matched, and text formatting is standardized. Next, the cleaned data is transformed into XML format with metadata and structured tables. Auto-tagging is then executed in WebQ, and processed files are downloaded for further verification. The workflow includes multiple tagging phases, ensuring accuracy in citations, references, and formatting. Files are compared to identify and correct discrepancies, followed by a tag balance check to align citations. A thorough quality check is performed, validating metadata, headings, and structural integrity before finalizing the document. Lastly, validated files are copied to WebQ and BWIP, footnotes are renumbered, and completion is recorded along with utilized hours in the ticket.


International Forms Vendor Workflow

Infocon collects approximately 1100 international forms yearly using a customized JIRA dashboard. They ensure that the current year’s forms are accurate by comparing them to the previous year’s forms and reviewing the websites where they are located. The forms, collected in both English and their original languages, are saved as PDFs and attached to individual tickets in JIRA, with Website Watcher aiding the process. This year, Infocon introduced a QA process involving a dedicated team that reviews collected forms for accuracy, transitions tickets to In Conversion, and assigns them to Donna for a final check and upload to the product. For unchanged forms, the QA staff now replicates previous PDFs, streamlining efforts and saving time at INDG.


Property Tax Navigators
 
The State Team/Mindcrest organizes and prioritizes relevant developments, attaching redlined Word files to JIRA tickets before assigning them to TPQA. TPQA reviews the tickets and forwards them to Infocon. Infocon updates the files in BWIP, processes them, and sends them back to TPQA for quality assurance and eventual release to BTAX.






Brief Summary:

The Infocon Workflow for Portfolio & Property Tax Navigators involves converting, tagging, and updating files in BWIP.
Meanwhile, the International Forms process deals with collecting approximately 1,100 international tax forms in both English and their original languages, then comparing them with previous years' documents.


