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I. [bookmark: _Toc452708619]Schedule IV-B Cover Sheet
	


Schedule IV-B Cover Sheet and Agency Project Approval

	Agency:

	Schedule IV-B Submission Date:


	Project Name:

	Is this project included in the Agency’s LRPP?
	____	Yes	____ No

	FY 2019-20 LBR Issue Code:

	FY 2019-20 LBR Issue Title:

	Agency Contact for Schedule IV-B (Name, Phone #, and E-mail address):


	AGENCY APPROVAL SIGNATURES

	I am submitting the attached Schedule IV-B in support of our legislative budget request. I have reviewed the estimated costs and benefits documented in the Schedule IV-B and believe the proposed solution can be delivered within the estimated time for the estimated costs to achieve the described benefits. I agree with the information in the attached Schedule IV-B.

	Agency Head:


Printed Name:
	Date:

	Agency Chief Information Officer (or equivalent):


Printed Name:
	Date:

	Budget Officer:


Printed Name:
	Date:


	Planning Officer:


Printed Name:
	Date:


	Project Sponsor:


Printed Name:
	Date:

	Schedule IV-B Preparers (Name, Phone #, and E-mail address):

	Business Need:
	

	Cost Benefit Analysis:
	

	Risk Analysis:
	

	Technology Planning:
	

	Project Planning:
	


[bookmark: _Toc452708620]General Guidelines
The Schedule IV-B contains more detailed information on information technology (IT) projects than is included in the D-3A issue narrative submitted with an agency’s Legislative Budget Request (LBR). The Schedule IV-B compiles the analyses and data developed by the agency during the initiation and planning phases of the proposed IT project. A Schedule IV-B must be completed for all IT projects when the total cost (all years) of the project is $1 million or more.  
Schedule IV-B is not required for requests to: 
· Continue existing hardware and software maintenance agreements, 
· Renew existing software licensing agreements that are similar to the service level agreements currently in use, or 
· Replace desktop units (“refresh”) with new technology that is similar to the technology currently in use.    
· Contract only for the completion of a business case or feasibility study for the replacement or remediation of an existing IT system or the development of a new IT system.  
[bookmark: _Toc452708621]Documentation Requirements
The type and complexity of an IT project determines the level of detail an agency should submit for the following documentation requirements: 
· Background and Strategic Needs Assessment
· Baseline Analysis
· Proposed Business Process Requirements
· Functional and Technical Requirements
· Success Criteria
· Benefits Realization
· Cost Benefit Analysis
· Major Project Risk Assessment
· Risk Assessment Summary
· Current Information Technology Environment
· Current Hardware/Software Inventory
· Proposed Technical Solution
· Proposed Solution Description
· Project Management Planning
Compliance with s. 216.023(4)(a)10, F.S. is also required if the total cost for all years of the project is $10 million or more.
A description of each IV-B component is provided within this general template for the benefit of the Schedule IV-B authors. These descriptions and this guidelines section should be removed prior to the submission of the document.
Sections of the Schedule IV-B may be authored in software applications other than MS Word, such as MS Project and Visio. Submission of these documents in their native file formats is encouraged for proper analysis. 
The Schedule IV-B includes two required templates, the Cost Benefit Analysis and Major Project Risk Assessment workbooks. For all other components of the Schedule IV-B, agencies should submit their own planning documents and tools to demonstrate their level of readiness to implement the proposed IT project. It is also necessary to assemble all Schedule IV-B components into one PDF file for submission to the Florida Fiscal Portal and to ensure that all personnel can open component files and that no component of the Schedule has been omitted. 
Submit all component files of the agency’s Schedule IV-B in their native file formats to the Office of Policy and Budget and the Legislature at IT@LASPBS.STATE.FL.US. Reference the D-3A issue code and title in the subject line.  

II. [bookmark: _Toc108311049][bookmark: _Toc108313050][bookmark: _Toc108314680][bookmark: _Toc108314997][bookmark: _Toc108316695][bookmark: _Toc108314682][bookmark: _Toc108314999][bookmark: _Toc108316697][bookmark: _Toc108311051][bookmark: _Toc108313052][bookmark: _Toc108314683][bookmark: _Toc108315000][bookmark: _Toc108316698][bookmark: _Toc108311052][bookmark: _Toc108313053][bookmark: _Toc108314684][bookmark: _Toc108315001][bookmark: _Toc108316699][bookmark: _Toc108341421][bookmark: _Toc359943405][bookmark: _Toc452708622]Schedule IV-B Business Case – Strategic Needs Assessment
A. [bookmark: _Toc107795483][bookmark: _Toc108341422][bookmark: _Toc202774360][bookmark: _Toc359943406][bookmark: _Toc452708623]Background and Strategic Needs Assessment
[bookmark: _Toc108310992]Purpose:  To clearly articulate the business-related need(s) for the proposed project.	
1. [bookmark: _Toc452708624][bookmark: _Toc202774361]Business Need 
2. [bookmark: _Toc404593616][bookmark: _Toc412436693][bookmark: _Toc412534622][bookmark: _Toc444998269][bookmark: _Toc471115475][bookmark: _Toc471187535][bookmark: _Toc471461598][bookmark: _Toc99177369][bookmark: _Toc202774362][bookmark: _Toc452708625]Business Objectives 
NOTE:  For IT projects with total cost in excess of $10 million, the business objectives described in this section must be consistent with existing or proposed substantive policy required in s. 216.023(4)(a)10, F.S.  
B. [bookmark: _Toc108341423][bookmark: _Toc202774363][bookmark: _Toc359943407][bookmark: _Toc452708626]Baseline Analysis
Purpose:  To establish a basis for understanding the business processes, stakeholder groups, and current technologies that will be affected by the project and the level of business transformation that will be required for the project to be successful.  
1. [bookmark: _Toc202774364][bookmark: _Toc452708627]Current Business Process(es) 
NOTE: If an agency has completed a workflow analysis, include through file insertion or attachment the analyses documentation developed and completed by the agency.  
2. [bookmark: _Toc452708628]Assumptions and Constraints
C. [bookmark: _Toc108341424][bookmark: _Toc202774372][bookmark: _Toc359943408][bookmark: _Toc452708629]Proposed Business Process Requirements
Purpose:  To establish a basis for understanding what business process requirements the proposed solution must meet in order to select an appropriate solution for the project. 
1. [bookmark: _Toc452708630]Proposed Business Process Requirements
2. [bookmark: _Toc202774373][bookmark: _Toc452708631]Business Solution Alternatives
3. [bookmark: _Toc202774375][bookmark: _Toc452708632]Rationale for Selection
4. [bookmark: _Toc360027153][bookmark: _Toc360027494][bookmark: _Toc202774376][bookmark: _Toc452708633]Recommended Business Solution
NOTE:  For IT projects with total cost in excess of $10 million, the project scope described in this section must be consistent with existing or proposed substantive policy required in s. 216.023(4) (a) 10, F.S.  
D. [bookmark: _Toc360027155][bookmark: _Toc360027496][bookmark: _Toc359943409][bookmark: _Toc452708634]Functional and Technical Requirements 
Purpose: To identify the functional and technical system requirements that must be met by the project.
Include through file insertion or attachment the functional and technical requirements analyses documentation developed and completed by the agency.
III. [bookmark: _Toc359943410][bookmark: _Toc452708635][bookmark: _Toc108341425]Success Criteria
Purpose: To identify the critical results, both outputs and outcomes, that must be realized for the project to be considered a success.
	SUCCESS CRITERIA TABLE

	#
	Description of Criteria
	How will the Criteria be measured/assessed?
	Who benefits?
	Realization Date
(MM/YY)

	1
	
	
	
	

	2
	
	
	
	


IV. [bookmark: _Toc359943411][bookmark: _Toc452708636]Schedule IV-B Benefits Realization and Cost Benefit Analysis
A. [bookmark: _Toc452708637][bookmark: _Toc202774378]Benefits Realization Table
Purpose: To calculate and declare the tangible benefits compared to the total investment of resources needed to support the proposed IT project. 
For each tangible benefit, identify the recipient of the benefit, how and when it is realized, how the realization will be measured, and how the benefit will be measured to include estimates of tangible benefit amounts.
	BENEFITS REALIZATION TABLE

	#
	Description of Benefit
	Who receives the benefit?
	How is benefit realized?
	How is the realization of the benefit measured?
	Realization Date
(MM/YY)

	1
	
	
	
	
	

	2
	
	
	
	
	


B. [bookmark: _Toc452708638]Cost Benefit Analysis (CBA)
Purpose: To provide a comprehensive financial prospectus specifying the project’s tangible benefits, funding requirements, and proposed source(s) of funding.
The chart below summarizes the required CBA Forms which are included as Appendix A on the Florida Fiscal Portal and must be completed and submitted with the Schedule IV-B.
	[bookmark: _Toc202774380]Cost Benefit Analysis

	Form
	Description of Data Captured

	CBA Form 1 - Net Tangible Benefits
	Agency Program Cost Elements: Existing program operational costs versus the expected program operational costs resulting from this project. The agency needs to identify the expected changes in operational costs for the program(s) that will be impacted by the proposed project. 
Tangible Benefits:   Estimates for tangible benefits resulting from implementation of the proposed IT project, which correspond to the benefits identified in the Benefits Realization Table. These estimates appear in the year the benefits will be realized.

	CBA Form 2 - Project Cost Analysis
	Baseline Project Budget: Estimated project costs. 
Project Funding Sources: Identifies the planned sources of project funds, e.g., General Revenue, Trust Fund, Grants.
Characterization of Project Cost Estimate.

	CBA Form 3 - Project Investment Summary

	Investment Summary Calculations: Summarizes total project costs and net tangible benefits and automatically calculates:
· Return on Investment 
· Payback Period 
· Breakeven Fiscal Year 
· Net Present Value 
· Internal Rate of Return 


V. [bookmark: _Toc108341429][bookmark: _Toc359943413][bookmark: _Toc452708639]Schedule IV-B Major Project Risk Assessment
Purpose:  To provide an initial high-level assessment of overall risk incurred by the project to enable appropriate risk mitigation and oversight and to improve the likelihood of project success. The risk assessment summary identifies the overall level of risk associated with the project and provides an assessment of the project’s alignment with business objectives.	
NOTE:  All multi-year projects must update the Risk Assessment Component of the Schedule IV-B along with any other components that have been changed from the original Feasibility Study.  
The Risk Assessment Tool and Risk Assessment Summary are included in Appendix B on the Florida Fiscal Portal and must be completed and submitted with the agency’s Schedule IV-B.  After answering the questions on the Risk Assessment Tool, the Risk Assessment Summary is automatically populated.
  


VI. [bookmark: _Toc108341432][bookmark: _Toc359943416][bookmark: _Toc452708640]Schedule IV-B Technology Planning
Purpose: To ensure there is close alignment with the business and functional requirements and the selected technology.  
A. [bookmark: _Toc108341433][bookmark: _Toc202774398][bookmark: _Toc359943417][bookmark: _Toc452708641]Current Information Technology Environment
1. [bookmark: _Toc202774399][bookmark: _Toc452708642]Current System
a. Description of Current System
b. [bookmark: _Toc202774410]Current System Resource Requirements
c. [bookmark: _Toc202774415]Current System Performance
2. [bookmark: _Toc202774417][bookmark: _Toc452708643]Information Technology Standards
B. [bookmark: _Toc359943418][bookmark: _Toc452708644]Current Hardware and/or Software Inventory
NOTE:  Current customers of the state data center would obtain this information from the data center. 
C. [bookmark: _Toc452708645][bookmark: _Toc108341434][bookmark: _Toc202774418][bookmark: _Toc359943419]Proposed Technical Solution
1. Technical Solution Alternatives
2. Rationale for Selection
3. Recommended Technical Solution
D. [bookmark: _Toc452708646]Proposed Solution Description
1. [bookmark: _Toc452708647]Summary Description of Proposed System
2. [bookmark: _Toc452708648]Resource and Summary Level Funding Requirements for Proposed Solution (if known)
E. [bookmark: _Toc452708649]Capacity Planning 
(historical and current trends versus projected requirements)
VII. [bookmark: _Toc360027173][bookmark: _Toc360027514][bookmark: _Toc360027174][bookmark: _Toc360027515][bookmark: _Toc360027175][bookmark: _Toc360027516][bookmark: _Toc360027176][bookmark: _Toc360027517][bookmark: _Toc360027177][bookmark: _Toc360027518][bookmark: _Toc360027178][bookmark: _Toc360027519][bookmark: _Toc360027179][bookmark: _Toc360027520][bookmark: _Toc359398720][bookmark: _Toc359398888][bookmark: _Toc359402623][bookmark: _Toc359407428][bookmark: _Toc359407595][bookmark: _Toc359408439][bookmark: _Toc359398721][bookmark: _Toc359398889][bookmark: _Toc359402624][bookmark: _Toc359407429][bookmark: _Toc359407596][bookmark: _Toc359408440][bookmark: _Toc359398722][bookmark: _Toc359398890][bookmark: _Toc359402625][bookmark: _Toc359407430][bookmark: _Toc359407597][bookmark: _Toc359408441][bookmark: _Toc359398723][bookmark: _Toc359398891][bookmark: _Toc359402626][bookmark: _Toc359407431][bookmark: _Toc359407598][bookmark: _Toc359408442][bookmark: _Toc359398724][bookmark: _Toc359398892][bookmark: _Toc359402627][bookmark: _Toc359407432][bookmark: _Toc359407599][bookmark: _Toc359408443][bookmark: _Toc359398725][bookmark: _Toc359398893][bookmark: _Toc359402628][bookmark: _Toc359407433][bookmark: _Toc359407600][bookmark: _Toc359408444][bookmark: _Toc359398726][bookmark: _Toc359398894][bookmark: _Toc359402629][bookmark: _Toc359407434][bookmark: _Toc359407601][bookmark: _Toc359408445][bookmark: _Toc359398727][bookmark: _Toc359398895][bookmark: _Toc359402630][bookmark: _Toc359407435][bookmark: _Toc359407602][bookmark: _Toc359408446][bookmark: _Toc359398728][bookmark: _Toc359398896][bookmark: _Toc359402631][bookmark: _Toc359407436][bookmark: _Toc359407603][bookmark: _Toc359408447][bookmark: _Toc359398729][bookmark: _Toc359398897][bookmark: _Toc359402632][bookmark: _Toc359407437][bookmark: _Toc359407604][bookmark: _Toc359408448][bookmark: _Toc359943420][bookmark: _Toc452708650]Schedule IV-B Project Management Planning
Purpose:  To require the agency to provide evidence of its thorough project planning and provide the tools the agency will use to carry out and manage the proposed project.  The level of detail must be appropriate for the project’s scope and complexity. 
Include through file insertion or attachment the agency’s project management plan and any associated planning tools/documents.  
NOTE:  For IT projects with total cost in excess of $10 million, the project scope, business objectives, and timelines described in this section must be consistent with existing or proposed substantive policy required in s. 216.023(4)(a)10, F.S.  
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Number and include all required spreadsheets along with any other tools, diagrams, charts, etc. chosen to accompany and support the narrative data provided by the agency within the Schedule IV-B.
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