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Appendix E

Select Phase Tools 

1. Investment Management Checklist

2. DSG Select Recommendation Memos

3. Business Case Template (preliminary outline)

1. Investment Management Checklist
The purpose of this document is to provide a list of factors to consider when assessing IT initiatives.  This can be used by both the Business Sponsor and the DSG.  

Strategic Alignment/Mission Effectiveness

· Does the initiative support SFA's mission/strategic plan?

· Are there legislative requirements involved?

· Has the impact of non-implementation or other alternatives been analyzed? 

· For operational systems, has the impact of discontinuation been analyzed? 

Benefits

· Have tangible benefits been identified and quantified?

· Have intangible benefits been identified?

· Has a positive return on investment been projected for this initiative?

Costs

· Have total lifecycle costs been identified?  Have costs for this years budget request been identified?

· Have ongoing (operational) costs been identified?

· How well are the cost estimates supported?

· Do acquisition strategies minimize risk to SFA and the government?  Are performance-based incentives included in the contract?

Schedule

· Will the initiative be implemented in a phased or modular fashion?  Are the phases distinct, manageable releases?

· Does the implementation schedule include milestones with distinct dates?

· Is the acquisition schedule realistic based on the complexity of the initiative?

Performance Measurement
· Are performance measures in place to assess the effectiveness of the initiative?

· Is there a process/timeframe to review the performance results?

· Has SFA used this contractor before?  Have any performance issues been raised with this contractor?

Technical

· Is this initiative consistent with the SFA IT architecture?

· Were alternate private sector or governmental sources considered to meet the requirements of this initiative?

· Do other initiatives depend on this initiative, or vice versa?

· Is this technology proven?  Has it been implemented at SFA before?

· Was COTS technology considered?  If COTS is used, how mature is it?

· If this initiative is a financial initiative, does it comply with OMB A-127 requirements?

Process

· Is there essential executive sponsorship for this initiative?

· Were work processes “reengineered” before proposing this initiative?

· Will this initiative reduce/minimize risk to SFA?

Organizational 

· Have organizational changes resulting from this initiative been identified?  Is training included in the proposal?

· Do people have the skills needed to leverage this initiative?

· How many people will this initiative impact?

· How complex/dramatic is the change?

· Is the organization prepared for this initiative?

2.  DSG Select Recommendation Memos
Example 1 – Select – Budget Formulation


To:
SFA Investment Review Board

From:
SFA Decision Support Group

Subject:
FYXXX SFA IT Portfolio Recommendations

The Decision Support Group has reviewed IT initiative funding requests for FY XXXX and has prioritized the initiatives based on established decision making criteria aligned with SFA goals, objectives and performance targets.   

Attached is a spreadsheet with recommendations for the SFA IT budget.  The Decision Support Group created three funding scenarios (best case, most likely, and worst case) each of which includes the following information for each IT initiative:  

· Key Characteristics of each IT initiative including name, business sponsor, sponsoring organization, start date and end date 

· Approval status (approve/disapprove/postpone)

· Recommended funding level

Please review the funding scenarios and inform the Decision Support Group of your recommended SFA IT budget by XXXXX.  IT Initiative Funding Requests are also attached.

If you have any questions please contact XXXXXX, Decision Support Group Chair. 

Attachments:   
SFA IT Portfolio)


IT Initiative Funding Requests

Example 2 – Select – Budget Execution


To:

SFA Investment Review Board

From:
SFA Decision Support Group

Subject:
New IT Initiative Funding Requests

The Decision Support Group has receive funding requests for new IT initiatives that have either been mandated or are deemed ‘immediate needs.’  These initiatives have been reviewed and scored based on established decision making criteria including alignment to SFA goals, objectives and performance targets and ranked in relation in to the existing SFA IT portfolio.   

Based on our analysis of the new IT initiatives, the Decision Support Group proposes the following recommended changes to the SFA IT budget:

New IT Initiative 

(name, business sponsor, sponsoring organization, start and end date)
Funding Level
Existing IT Initiatives Impacted













Attached is an IT Initiative Funding Request for each of the proposed new IT initiatives along with an updated SFA IT Portfolio based on the Decision Support Group recommendations. 

Please review the recommended changes and inform the Decision Support Group of your decision by XXXXX.

If you have any questions please contact XXXXXX, Decision Support Group Chair. 

Attachments:   
SFA IT Portfolio


IT Initiative Funding Requests

3. Business Case Template (preliminary outline)

The purpose of this document is to provide suggested questions to ask when determining the feasibility of an IT initiative.  This document is the recommended format for business cases.
Initiative Description  

Provide a description of the initiative and rationale for investing in the initiative.  This includes a description of the business problem the initiative will address, the scope of the initiative, other areas and processes impacted, what is required to complete the initiative and the timing in which the initiative will be completed.  The following questions should be answered:

Describe the need for change (the business problem to be addressed).

What is the purpose of the initiative?

What is the scope of the initiative, including what it is not?

What is the start date and end date of the initiative?

What other business areas/external groups are affected by the implementation of this initiative and how are they affected?

What systems are impacted by the implementation of this initiative and how are they impacted?

What business processes are impacted by the implementation of this initiative and how are they impacted?

Benefits
Significant investments should not be undertaken unless they support SFA’s goals and objectives.  Provide a narrative discussion to explain why SFA is the doing the initiative and what project objectives or expected outcomes can be quantified and how can they be measured.  

BENEFITS

Quantified Benefits (e.g., cost reduction)
Quantified Benefits (e.g., revenue enhancement)

Reduced FTEs
$XXX

Operating Expenses
$XXX

Total:
$XXX


Assumptions

Benefit 1 assumptions


Benefit 2 assumptions



Demonstrate that the initiative supports the goals and objectives of SFA, how it supports these goals and objectives, to what extent it helps SFA achieve these goals and objectives and when these benefits will be realized.

Provide a narrative description of the qualitative benefits or expected outcomes of implementing this initiative.

Costs


Provide a comprehensive list of costs, including those to implement the initiative and the costs to support it over its useful life.

COSTS

One-Time Implementation
On-Going

System Development
$XXX

Hardware
$XXX

Software
$XXX

Business Support
$XXX

Other
$XXX

Total
$XXX
Production Processing
$XXX

Key Personnel
$XXX

Ad-hoc Processing
$XXX

System Maintenance
$XXX

Telecommunications
$XXX

Total (per year)
$XXX

Assumptions



Alternatives

Discuss what could be done in place in this initiative and describe the consequences of each alternative.

Alternative
Consequence

Remain as-is


Non-technology solution


Enhance an existing system


Implement on a smaller scale


Other


Technology

Discuss the critical technology issues that impact:  time to market and total cost of ownership. 

Time to Market

What is the degree of complexity in integrating with other systems?

Has this technology been implemented at Education before?  If not, is this a proven technology?

Does SFA have the technical expertise to implement this initiative?

Total Cost of Ownership

Does this technology comply with the standard technical architecture of SFA? Education?  Federal Government?

What is the level of required enhancement after implementation?

What is the life span of this initiative?
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