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Introduction
The Schedule IV-B contains more detailed information on IT projects than is
included in the D-3A issue narrative submitted with an agency‟s Legislative
Budget Request. Generally, the Schedule IV-B builds on analyses and
information collected by the agency during the initial definition and planning
stages of a project. For agencies, the Schedule IV-B provides a framework to
assess the costs, benefits, and risks of a proposed IT project.
The components of the Schedule IV-B document include:
I.
II.
III.
IV.
V.
VI.

Cover Sheet and Agency Project Approval
Business Case
Cost-Benefit Analysis
Project Risk Assessment
Technology Planning
Project Management Planning

A Schedule IV-B must be completed for all projects with a total cost (all years) of
$1 million or more and does not include projects that involve standard
maintenance. For hardware upgrades, a capacity plan is required.
Documentation Requirements
The total cost and level of complexity of an IT project determines the extent of
documentation required. Schedule IV-B documentation is not required for
requests to:
1. Continue existing hardware and software maintenance agreements,
2. Renew existing software licensing agreements, or
3. Replace desktop units (“refresh”) with new technology that is similar to
the technology currently in use.
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FY 2013-14 Schedule IV-B Documentation Requirements
Total estimated cost over entire project lifecycle

Schedule IV-B Components

$1 M $1,999,999

$2,000,000 $10 million

More than $10
million

X

X

X

Business Case

X*

X

Cost-Benefit Analysis

X*

X

X

X

X

X*

X*

X

X*

X*

X

Cover Sheet and Agency Project Approval

Risk Assessment
Technology Planning (includes Analysis of
Alternatives and Proposed Solution
Description)

Project Management Planning (includes
Project Charter, Work Breakdown Structure,
Project Schedule, and Project Budget)

* Small projects and mid-sized projects involving routine hardware and or software
upgrades will not require the same level of detailed information to substantiate the
request as projects that impact the general public, or that can change or affect an agency’s
organizational structure, headcount, business processes, or service delivery model. The
areas marked with an “X*” in this table specify the Schedule IV-B components affected by
this variable documentation requirement.

If an agency has a legislative budget request issue that requires the submission of
a Schedule XII and the issue request requires the vendor(s) to develop a new
information technology system or enhance/modify an existing system that meets
the Schedule IV-B submission criteria, the agency only needs to complete the
following Schedule IV-B components and table:






Cover Sheet for Agency Project Approval
Project Cost Table – CBA Form 2-A
Risk Assessment
Technology Planning
Project Management Planning

Smaller projects, ranging from $1,000,000 to $1,999,999, require the
documentation listed in the Schedule IV-B Documentation Requirements table
above, which indicates agency support for the project, and identifies the basic
business needs and objectives, and relevant technical requirements for the
project. The documentation also addresses key project planning and
management requirements to help the project be successful.
For medium-sized projects, ranging from $2,000,000 to $10 million, the
documentation requirements will vary depending upon the type of project and
its level of impact.
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Routine hardware and/or software upgrades within a single agency or across
multiple agencies must submit the minimum documentation listed above, plus a
cost-benefit analysis, which compares current costs with estimated future costs
and benefits, and a capacity plan to project planned capacity requirements.
Projects that will impact the general public or that can change or affect an
agency‟s organizational structure, headcount, business processes, or service
delivery model must complete all components of the Schedule IV-B. For
example, a $2 million project to expand network capacity in field offices to
support existing business processes would require the minimum documentation,
a cost-benefit analysis, and a capacity plan. If the $2 million project involved a
network upgrade to accommodate greater use of centralized data as part of a
business process restructuring or improvement, then the agency would need to
submit a complete Schedule IV-B.
Large projects, greater than $10 million, require completion of all components of
the Schedule IV-B.
Agencies with multi-year projects that will not be completed in FY 2012-13 must
submit updated Schedule IV-B documentation with the Legislative Budget
Request if original project business objectives, business benefits, cost estimates,
funding model, project scope, implementation approach, or timeline have
significantly changed from the information provided in the original Legislative
Budget Request. For example, changes in benefits, costs, funding model, or
timeline should trigger an update of the Cost-Benefit Analysis portion of the
Schedule IV-B documentation (which should reflect ALL years of the project).
Information provided in an updated Schedule IV-B should be organized by
component and should describe changes to the information provided in the
original Feasibility Study. All multi-year projects must complete the Risk
Assessment Component of the Schedule IV-B along with any other components
that have been updated from the original Feasibility Study that may have
previously been submitted. The updated information should be resubmitted
with the Legislative Budget Request.
An agency should submit its completed Schedule IV-B with its Legislative
Budget Request as provided for in the Fiscal Year 2013-14 Legislative Budget
Request Instructions.
The purpose of this document is to provide guidance, tools, and examples for
agencies to use in completing each of the Schedule IV-B components. .
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Schedule IV-B Cover Sheet and Agency Project Approval

This component of the Schedule IV-B is required for each issue requesting
funding for any IT project that has total estimated costs (including design,
development, implementation, and operation and maintenance costs) of $1
million or more.
Signatures from each of the following executive-level managers within the
agency must be obtained:






Agency Head
Agency Chief Information Officer (or equivalent)
Budget Officer
Planning Officer
Project Sponsor

The Cover Sheet also provides the names and e-mail addresses of the agency
contact that prepared the major components of the Schedule IV-B.
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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 2013-2014 LBR Issue Code:

FY 2013-2014 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:

Date:

Printed Name:
Agency Chief Information Officer (or equivalent):

Date:

Printed Name:
Budget Officer:

Date:

Printed Name:
Planning Officer:

Date:

Printed Name:
Project Sponsor:

Date:

Printed Name:

Schedule IV-B Preparers (Name, Phone #, and E-mail address):
Business Need:
Cost Benefit Analysis:
Risk Analysis:
Technology Planning:
Project Planning:
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Schedule IV-B Business Case

Information technology (IT) projects must support the mission, programs, and
services of the agency. The business case component provides the justification for
the project in relation to the agency‟s mission and programs. Agencies must
briefly describe the business need or problem including a description of the core
problem, reasons why the problem exists, the impact the problem is having on
the business (e.g., financial, operational), and any timeframes that relate to the
problem.
The following table identifies the sections of this component that are required for
completion of different types of projects depending on project cost thresholds:
Business Case Section

Small
Projects
($1 – <$2 M)1

Medium Projects ($2 – 10 M)
Routine
upgrades &
infrastructure

Business or
organizational
change

Large
Projects
( > $10 M)

Background and Strategic
Needs Assessment

X

X

Baseline Analysis

X

X

Proposed Business Process
Requirements

X

X

X

X

Cost-Benefit Analysis

X

Developing the business case should involve the executive sponsor for the
project, the agency‟s chief information officer (or equivalent), the agency‟s chief
administrative officer, and the project manager if one has been assigned. The
following sections explain what information to include in each part of the
business case.
A. Background and Strategic Needs Assessment
Purpose: To clearly articulate the business-related need(s) for the proposed
project.
1. Agency Program(s)/Service(s) Environment
Summarize the facts necessary to understand the problem or
opportunity the project addresses and the defined business objectives
to be accomplished through the project. Examples: at-risk student
populations, workload increases, staff reductions, additional
requirements mandated by law or Federal regulations, and limitations
in the capacity or capability of the information technology resources
currently used. Include:
a. A description of the existing or new agency program(s)/service(s)
to be supported by the proposed information technology project
1 The D-3A includes business case/benefit information. Please refer to D-3A Narrative Justification
Guidelines on pages 62-63 of the LBR Instructions.
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b. Identification of the customers and users of the agency
program(s)/service(s)/business process(es)




Identify each major customer or user group. Customers will
typically include the subset of the public served by the business
program, while users will include department staff involved in
the program and State organizations requiring information from
the program.
Provide a brief description of any unique characteristics of these
customers or users that affect the
program(s)/service(s)/business processes

c. A clear statement of need that describes the conditions that created,
or significantly contributed to, the problem or opportunity being
addressed by the project. The conditions could relate to the need to:










respond to customer or user needs for information or services
provide necessary services more efficiently or effectively
provide new or different services mandated by state or federal
legislation, policies or regulations
obtain needed information that is not currently available
reduce the costs of operations
generate more revenue
cost avoidance or savings
respond to economic/political environment
enact changes in the agency‟s strategic direction and priorities

Problems and opportunities should be analyzed in terms of their
impact on the agency‟s mission and programs. Key questions to be
addressed include:




What is the magnitude of the problem or opportunity?
What are the consequences for the agency‟s clients/customers if
the problem or opportunity is not addressed?
What are the related or competing initiatives and projects that
could affect current priorities supporting the project?

2. 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.
Describe the business objectives for this project - the results that must
be achieved from the proposed solution that will prove the project was
successful. Objectives measure the responsiveness of the
recommended solution in addressing the problem or opportunity. It is
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essential that each objective relate to a problem or opportunity
specified in the problem/opportunity statement and be realistically
achievable.
These objectives may directly relate to the performance measures in
the agency‟s Long Range Program Plan (LRPP), strategic plans, or
internal measures currently being tracked by the agency. Describe the
measures that will be used to measure the effectiveness of the
proposed project.
The information provided in this section lays the foundation for
understanding how the project will add value and provide benefits to
the agency, state, or the public. In establishing objectives:









Add any costs or agency operation concerns.
If a response relates to the costs of one or more programs,
determine whether it should be expected to reduce costs, avoid
costs, or increase revenue.
If the business objective is operations (how a program provides
service or creates products), determine if responding to the
problem will improve timeliness or quality.
If the objective is timeliness and quality of program operations,
the objective must be related to established program
requirements.
Applications of information technology are ordinarily expected
to pay for themselves. The agency should be able to translate
operational improvements into reduced costs.

B. 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. Current Business Process Requirements
Describe the current business process(es) involved with supporting or
providing the program or service that will be affected by the proposed
project. Particular emphasis should be given to any problems or
challenges that have been experienced that will be addressed by the
project. Identify any problems or recommended improvements in the
existing process(es) based on feedback from staff currently executing
the process and other process mapping and analysis methods. Include
the following in the description:
a. Inputs
 Identification of data, resources, items or other processes used
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in the current process.
Identification of the source (e.g., external systems, public, state
employee data entry).
Description of how the data, resources, items or other processes
are captured or enter the process (e.g., manual, automated).
Description of the data format (paper form, database,
spreadsheet, etc.) and, if electronic, any metadata (definitions or
descriptions of the data) that may exist.
Identification of other users of the source data.
Description of any privacy or security requirements.
Description of the current resources the process requires to
support or perform the agency program or service.

b. Processing
 Description of what happens to the inputs to convert them to
the outputs (e.g., counting, validation, editing, movement,
storage,
error
detection/correction,
compilation,
summarization).
 Provide performance data for the current process (e.g.,
transactions per day, number of inquiries processed, error rates,
customer queues). This information lays a foundation for a
description of how the future process will provide performance
value and benefits.
 Explain any timeframe or sequencing that is important for the
process to work properly.
 Description of how the agency determines whether the process
is successful.
 Description of any changes in process activities in the past year,
2 years, and five years.
 Description of particularly volatile processes that affect the
agency‟s business or service delivery model and corresponding
operational support requirements.
c. Outputs
 Description of outputs, e.g., information (paper or electronic),
products (physical or electronic), services (direct or indirect).
 Identification of stakeholders who use the process outputs.
 Description of how the process outputs are used.
d. Business Process Interfaces
 Description of any other business processes that provide inputs
and/or outputs of the process(es) involved with the proposed
project.
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Identify external information or processes that are required to
support the process (e.g., in order to process an order a credit
card must be validated by an external process).

e. Business Process Participants, Users, and Stakeholders
 Number and affiliation (e.g., 100 agency users, 50 from other
agencies and private sector partners, 50,000 potential users in
the public).
 Description of the roles and responsibilities in the performance
or management of the process(es) to be affected by the project.
 Description of the systems or mechanisms to suggest changes to
the process activities.
f. Process Mapping
Provide a process flowchart with sufficient detail and narrative
explanation to provide an executive-level overview of the current
processes. The process flowchart or map should reflect the inputs,
outputs, activities, interfaces, and timeframes discussed above. See
Appendix B for an example of a process map.
2. Assumptions and Constraints
Identify any departmental, state, federal, or industry standards or
unique business requirements that might limit the range of reasonable
technical alternatives.
Identify any assumptions and constraints that affect the problem or
opportunity being addressed through the proposed project and that
may impact the implementation and acceptance of the proposed
solution.
C. 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. Proposed Business Process
Provide a complete description of the process requirements the
proposed solution must meet to satisfy the business objectives
identified in Section II-A. Identify any anticipated changes or
improvements in the business processes described in Section II-B.1.
Describe the process requirements and functions to be performed by
the agency and how the proposed information technology project will
facilitate or enhance this performance. Compare the proposed solution
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with the current process by using examples of the proposed changes
such as additions, changes, or deletions to input, processing, output,
interface, and participant (user) requirements. Provide a clear vision of
how the new processes will work and how they will improve the
current situation.
Identify the business process participants who will be impacted or will
receive benefits as a result of the proposed project, and describe how
each will be affected. Consider the following types of stakeholders:








intra-agency (executive management, other programs and
services)
private sector service providers
other state, local or federal government agencies
customers of agency activities
end users
the public
any other stakeholders that may be impacted

When discussing organizational entities affected, be sure to consider
such things as impacts on work processes, training needs, job content,
organizational structure, and head count.
Identify any changes to performance measures identified in section IIA.2. Include any changes in performance measures for the agency
program(s), service, and activity(s), and other performance measures
used to determine the effectiveness of the proposed project.
2. Business Solution Alternatives
Discuss the different business alternatives considered and the
likelihood of each proposed solution for meeting the stated business
requirements – tell how and why the proposed solution is feasible.
3. Rationale for Selection
Describe the criteria that the agency used to compare alternatives and
select a solution that best meets the need for the proposed project as
described in the Background and Strategic Needs Assessment section.
This description should identify the priorities, benefits, assumptions,
and constraints that impacted or may impact the selection of the
proposed solution. The rationale should identify any specific criteria
that address characteristics and requirements of the customers, users,
and stakeholders.
Describe any manual or automated portions of the current business
processes that will be retained and the rationale for this retention. The
rationale could include preserving quality, flexibility, individualized
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service, human decision-making, user preference, or other important
benefits.
4. 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.
Describe which of the business alternatives was selected as the
recommended business solution. Provide clear and concise reasons
explaining why the selected solution best meets the business needs of
the agency and is in the best interest of the State.
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III. Schedule IV-B Cost Benefit Analysis
Purpose: To calculate and document the expected return on investment for the
proposed IT project. The Cost Benefit Analysis (CBA) forms are used to
identify the proposed project benefits, status quo program costs if the project
is not implemented, tangible changes in program operational costs, total
project cost, planned funding sources to support resources needed for the
project, and the fiscal return on investment associated with implementing the
project.
Best practices for IT investment management require an analysis showing a
return on investment (ROI) for IT projects. The CBA is the tool used to
quantify the financial return the State will realize from the investment in the
project. In completing the CBA, the agency will have clearly documented the
project‟s estimated benefits, funding requirements, and a high-level schedule
for when the funding is needed. The agency should have a clearly
documented plan to ensure realization of the expected benefits.
The following sections explain what information to include in each part of the
cost-benefit analysis.
A. The Cost-Benefit Analysis Forms
Purpose: To provide a financial prospectus specifying the projects
tangible benefits, funding requirements, and proposed sources of funding.
The inputs and outputs of this analysis are documented in a Word
document and an Excel workbook containing several worksheet forms,
which calculate the financial return of the proposed IT project. The Word
document is the “Benefits Realization Table.” The first form in the Excel
workbook focuses on expected operational cost changes of the existing
program and the estimated tangible benefits from the Benefits Realization
Table. The second worksheet contains a form for the detailed project costs
and the proposed funding sources for the project. These worksheets serve
as the input data for the final cost-benefit worksheet, which calculates the
level of financial return expected for the project.
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The worksheet forms are briefly described in the following table:
Cost Benefit Analysis
Form

Description of Data Captured

Benefits Realization Table - Microsoft
Word Template in Appendix C

A detailed description of all benefits identified for the project,
including both tangible and intangible benefits. Each benefit
identifies the recipient of the benefit, how and when it is realized,
how the realization will be measured, and estimates of tangible
benefit amounts.

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

Project Cost Elements: Estimated project costs for personnel,
hardware, software, consultants and other contracted services
through project design, development, and implementation.
Project Funding Sources: Identifies the planned sources of
project funds, e.g., General Revenue, Trust Fund, Grants.

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

The electronic forms are available through the Florida Fiscal Portal by
downloading D--CBAFORMS_FY12-13.XLS. Microsoft Excel is required to
utilize this tool.
Navigate between worksheets by clicking on the worksheet tabs in the
lower left of the worksheet display. Data input is restricted to the yellow
highlighted areas in all worksheets. Cells in the Excel workbook, except
for those with the yellow highlights, are locked and cannot be edited.
Please note: Data is input within the yellow shaded cells and automatically
carried forward within the workbook to calculate values in the last forms. Most of
the cells in the document are “locked” to ensure correct calculations.
The completed CBA Excel workbook is a component of the Schedule IV-B
and, if required based on project cost thresholds for a Fiscal Year 2013-

Page 15 of 81

STATE OF FLORIDA

GUIDELINES FOR PREPARING THE SCHEDULE IV-B: INFORMATION TECHNOLOGY PROJECTS

2014 Legislative Budget Request, the CBA must be submitted with the
agency‟s Fiscal Year 2013-14 Legislative Budget Request.
B.

Guidelines for Completing the CBA Forms
Purpose: To provide step by step instructions for completing the costbenefit analysis.
Step 1: Open the Benefits Realization Table (see Figure III-1).
Purpose: The purpose of this table is to clearly articulate the anticipated
benefits of the proposed project.
A template for this form is provided as a Microsoft Word file (see
Appendix C for the full-sized Microsoft Word format of this table). A
benefit is an advantage or assistance to a program that would not be able to
be achieved without the proposed IT project.
Figure III-1. Benefits Realization Table

Provide the following information to complete the columns of the Benefits
Realization Table:
a) Briefly describe each program benefit that is expected from
implementing the proposed IT project.
b) Indicate whether the expected benefit is tangible or intangible. A
tangible benefit has an obvious measurable financial worth to the
State. The cost-benefit analysis should clearly identify the tangible
benefits of the changes associated with the proposed project. The
value, timing, and mechanism for realizing project benefits provide
necessary data for the cost-benefit analysis.
A tangible benefit results from a program change that has quantifiable
positive financial value, such as:
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New or increased revenues
Operational efficiencies
 New or increased reimbursements (grants, federal financial
participation)
 Cost reductions
 Personnel cost reductions



An intangible benefit is not readily measurable and generally relates to
broader organizational, social, technical, political, or functional issues.
The intangible benefits are the positive program-related outcomes that
do not have a clear financial measure. Some examples of intangible
benefits include:







Strategic fit between the project‟s technology and the agency‟s
technology standards.
Increased data availability enabling more informed decisionmaking.
Permitting flexibility by allowing several people to perform a
task rather than one person.
Reductions in backlogs or workloads that will not result in
program staffing cost changes.
Complying with statute or rule (may be tangible or intangible).
Improving current or enabling new customer services (may be
tangible or intangible).

c) For each tangible benefit, estimate the financial value of the benefit,
and describe the methodology and any data sources used to calculate
the estimate. Enter this information in the “Description of Benefit” cell.
Tangible benefit estimates, including any projected operational cost
savings, should be based on reliable, verifiable data sources and sound
methods. Note: Any estimated savings from operational efficiencies or
process changes should only be classified as tangible benefits if there
can be an actual reduction in program costs as a result of the project.
The agency should indicate the character of the estimate, which
identifies the rigor and confidence associated with the data and
methodology used to estimate the benefit. It also should describe how
the agency determined the confidence level of the estimate.
d) Identify the recipient(s) of the benefit, which may include various
levels of agency staff, other agencies and business partners, and the
public.
e) Briefly describe any actions or processes that are necessary for the
recipient to receive the benefit (e.g., a short statement of how the
benefit will be realized).
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f) Briefly describe how the agency will assess or measure when and how
benefits are realized within the intended program(s).
g) Lastly, enter the proposed date the benefits are to be realized. For
multi-year projects, there may be recurring benefits that need to be
identified on multiple lines by year in the Benefits Realization Table or
with multiple dates in the benefits realization date column.
Step 2: Open the Excel CBA workbook and go to the first tab, CBA Form
1 - Net Tangible Benefits
Purpose: The purpose of this worksheet is to provide estimates of any
tangible benefits and anticipated changes in operational costs over the
next five fiscal years as a result of the project.
On this first worksheet (CBA Form 1), enter the agency‟s name and the
project title (the same as the Business Case Cover Sheet), and the name of
the project sponsor. This information is carried forward to the headers of
the other CBA worksheets.
Figure III-2. Header to CBA Form 1A

Agency

Project

In the CBA Form 1 worksheet, current program operational costs are used
as a baseline for comparison in each fiscal year. The tangible benefits
identified within the previously completed Benefits Realization Table will
assist in determining the changes to the program or programs that will be
recorded in CBA Form 1A.
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Figure III-3. CBA Form 1A - Net Tangible Benefits

a) Enter the existing program cost data beginning in fiscal year 2013-14.
The agency‟s existing program costs are recorded in the “(a)” columns
(see Figure III-5); these are the costs of continuing to do business for
each fiscal year with the current approach. The agency must estimate the
timing of the conclusion of the current operation and the startup of the
new operation as well as the costs associated with each when
identifying the expected changes in program costs. The Existing
Program cost information is used with the Operational Cost Change to
calculate the new program costs that would result from implementing
the proposed project.
b) If there are multiple items comprising the costs for the “Other” rows
(B-3, C-5, E-3), simply provide a summary/cumulative total cost of the
“Other” in the appropriate year column. List the specific items for
“Other” in the yellow “Specify” space.
c) Enter any changes in program costs due to the proposed project in
Column B. Note: Any anticipated reductions in program staff and
operational costs (e.g., the values shown in Rows A through E) should
be entered as negative values; conversely, any increases in FTEs or
operational costs should be recorded as positive values. Intangible
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changes are not to be entered in this table, but are included in the
Benefits Realization Table.
For example: If the project is expected to reduce the number of state
FTEs required to support the program by two in FY 2014-15, then in
2013-14FY 2013-14 the value for change in baseline cost and number of
state FTEs will be zero. However, in FY 2014-15 enter (-2) FTEs and a
negative dollar value to indicate the salaries and benefits that will be
saved. If these two FTEs are to be permanently deleted from the
program, the same (-2) FTEs and negative value for salary and benefits
should be carried forward into each subsequent year to reflect the
expected reductions from current baseline costs.
d) Rows A through E reflect the standard program operational cost
elements: Personnel, Data Processing, External Service Providers, Plant
& Facility, and Other.
e) List any additional tangible benefits that were identified in the Benefits
Realization Table in the yellow “Specify” space, and enter the estimated
dollar value in Row F.
f) CBA Form 1A has locked rows that will calculate the subtotals and total
net tangible benefits associated with implementing the project by fiscal
year. The totals are linked to CBA Form 3A, and are used in that
worksheet.
Note: The estimated operational cost changes and any additional tangible
benefits should be identified for the five fiscal year period on the CBA
Form 1A. If a change in operational costs or benefits is realized during part
of a fiscal year, the amount should be based on the months in which the
increase/decrease is actually realized and the pro-rated change should be
shown in that fiscal year.
Step 3: Go to CBA Form 1B - Character of Project Benefit Estimate (Figure
III-4).
Purpose: The purpose of this table is to identify the rigor and confidence
associated with estimated tangible changes from the proposed project.
Complete the table to document the rigor and confidence associated with
the methodology used to estimate the tangible benefits associated with the
proposed project, as discussed in the Benefit Realization Table.

Page 20 of 81

STATE OF FLORIDA

GUIDELINES FOR PREPARING THE SCHEDULE IV-B: INFORMATION TECHNOLOGY PROJECTS

Figure III-4. CBA Form 1B - Character of Tangible Benefits Estimate

In the Benefit Realization Table the agency discussed how it estimated the
anticipated benefits of the project and determined the confidence level of
the information provided in this CBA table. In CBA Form 1B, the agency
must indicate whether the character of the tangible benefit estimate is:






Detailed/rigorous – Generates an estimate that is accurate within
±10% based on specific, detailed requirements for the system to be
built or service to be purchased. This character and confidence level
should only be used if the estimate has been quantitatively derived.
For example, the project is one which the agency has successfully
completed a number of times, and reliable metrics to estimate
benefits are available.
Order of magnitude – Generates an estimate that could vary
between 10-100 percent based on very high-level requirements for
the system or service involved (i.e., dollar estimate accuracy could
vary up to ±100%). This character and associated confidence level
should be used when the agency or vendor has previous experience
with similar projects, and industry standard estimation
methodologies are used.
Placeholder – Generates a benefit estimate that may or may not
relate to the actual results from the project. This character and
associated confidence should be used when the project scope,
organization and schedule are not well defined, and the actual
benefits may vary by more than 100%.

Indicate the type of estimate and the level of confidence the agency has in
the estimated tangible benefits, including any operational changes
identified, in CBA Form 1B.
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Step 4: Go to CBA Form 2 - Project Cost Analysis (Figure III-5).

Purpose: The purpose of this table is to collect the project specific costs
and provide the proposed funding sources for the project.
Figure III-5. CBA Form 2A – Project Cost Table
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a) Enter the fiscal year cost estimates directly related to the project
planning, design, development, testing, and implementation. The
Project Cost Elements in CBA Form 2A are similar to Program
Operational Cost Elements in CBA Form 1A, but have been refined
slightly to better capture project costs (e.g., design, development, and
implementation) instead of program (operations) related costs. The cost
elements include salaries and expenses of FTEs (e.g., state employees,
OPS, and staff augmentation contractors), deliverables, major project
tasks, hardware, COTS software, miscellaneous equipment and others
(to be specified when used).
b) Enter the estimated costs for the Project Cost Elements by fiscal year.
Total costs for the proposed project can include software and hardware
costs, infrastructure costs, programming costs, testing, project
monitoring, and project management costs. If development and
implementation costs will be incurred for only a portion of a fiscal
year, estimate the prorated costs for that fiscal year. Note: The project
costs for FY 2013-14 should correspond to the costs indicated in the
Project Budget Worksheet prepared in the Project Management
Planning Component of the Schedule IV-B.
c) Enter the requested project funding amounts by source (e.g., General
Revenue, Trust Fund or others) in the Investment Summary section
below the project costs. List the specific source of any other revenues in
the yellow “Specify” space.
d) Do not include the program-related operational costs in this table.
Operational costs are included in CBA Form 1A (see Step 3).
Step 5: Go to CBA Form 2B - Character of Project Costs Estimate (Figure
III-6).
Purpose: The purpose of this table is to identify the rigor and confidence
of the estimated costs associated with the proposed project.
Figure III-6. CBA Form 2B - Character of Project Costs Estimate
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Inadequate project requirements and design and the lack of reliable and
repeatable metrics adversely impact cost and schedule estimates. Major
sources of estimation errors include:
 Inaccurate information and understanding of the project scope.
 Inaccurate information about the capabilities of the organization.
 Too much chaos in the project, e.g., poorly defined or incomplete
requirements, lack of end user requirements validation, poor software
design specifications, and poor software coding and testing practices.
 Inaccuracies in the cost and or benefit estimation process itself.
Agencies should avoid using overly optimistic estimates. The penalty for
significant under-estimation in terms of project cost overruns or missed
deadlines is usually more severe than minor over-estimation.
a) Complete the table in CBA Form 2B to document the rigor and
confidence associated with the methodology used to estimate the level
of effort and the costs associated with the proposed project. The
agency must indicate whether the character of the project cost estimate
is:






Detailed/rigorous – Generates an estimate that is accurate within
±10% based on specific, detailed requirements for the system to be
built or service to be purchased. This character and confidence level
should only be used if the estimate has been quantitatively derived.
For example, the project is one which the agency has successfully
completed a number of times, and reliable metrics to estimate
benefits are available.
Order of magnitude – Generates an estimate that could vary
between 10-100 percent based on very high-level requirements for
the system or service involved (i.e., dollar estimate accuracy could
vary up to ±100%). This character and associated confidence level
should be used when the agency or vendor has previous experience
with similar projects, and industry standard cost estimation
methodologies are used.
Placeholder – Generates a cost estimate that may or may not relate
to the actual cost of the project. This character and associated
confidence should be used when the project scope, organization
and schedule are not well defined, and the actual cost may exceed
the estimate by more than 100%.

b) Within the Project Management Planning Project Budget component
narrative, discuss how the agency determined the confidence level of
the costs and budget provided in this CBA table. Briefly describe any
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specific quantitative methods and standard estimation methodologies
that were utilized.
C. Cost Benefit Analysis Results
Purpose: Summarize project-related financial inflows and outflows to
calculate the fiscal return on investment associated with implementing
the project.
Upon completion of the worksheets for CBA Form 1A and CBA Form 2A,
the values in the CBA Form 3 - Investment Summary worksheet (Figure
III-7) are automatically populated. This worksheet summarizes the
project‟s cost and net benefit information and calculates financial metrics.
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Figure III-7. CBAForm3 - Project Investment Summary

a) The „Project Cost‟ and „Net Tangible Benefits‟ values in CBA Form
3A are populated with the data that was entered in CBA Form 2A
and CBA Form 1A, respectively.
The „Return on Investment‟ is the difference between the Net
Tangible Benefits and the Project Cost.
The „Year to Year Changes in Program(s) Staffing‟ is populated
from the FTE information entered on CBA Form 1A. This includes
the change in FTE for state employees, OPS employees, and
contractors used for staff augmentation.
b) CBA Form 3B provides further analysis of the proposed return on
investment from the project. The „Payback Period’ is the length of
time required to recover the cost of an investment. The time in
years is calculated when the net cumulative benefits equal the net
cumulative costs. All other things being equal, the better
investment is typically the one with the shorter payback period.
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The “Breakeven Fiscal Year” is the fiscal year in which the Payback
Period occurs.
Because the payback period ignores any benefits that occur after
the payback period and ignores the time value of money, the Net
Present Value (NPV) and Internal Rate of Return (IRR) measures
are used to reflect the time value of money.
The NPV is the difference between the present value of cash
inflows and the present value of cash outflows, and is used in
capital budgeting to analyze the profitability of an investment or
project. NPV compares the value of a dollar today to the value of
that same dollar in the future, taking inflation and returns into
account. Generally speaking, if the NPV of a prospective project is
positive, it represents a better investment than if NPV is negative.
The IRR is the discount rate often used in capital budgeting that
makes the net present value of all cash flows from a particular
project equal to zero. In general, the higher a project's internal rate
of return, the more desirable it is to undertake the project. As such,
IRR can be used to rank several prospective projects under
consideration. Assuming all other factors are equal among the
various projects, the project with the highest IRR would probably
be considered the best and undertaken first.
If a project is not expected to produce tangible benefits and a return
on investment, the Payback Period, NPV, and IRR measures
typically are not useful.
On CBA Form 3C worksheet, „Cost of Capital‟ is based on the latest
interest rate forecasts obtained from the Office of Economic and
Demographic Research, State of Florida Legislature.
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Schedule IV-B Risk Assessment

The Risk Assessment Component identifies the risks faced by the project so the agency
can enact appropriate mitigation strategies for managing those risks. All multi-year
projects must complete the Risk Assessment Component of the Schedule IV-B along
with any other components that have been updated from the original Feasibility
Study.
Risk relates to the level of uncertainty in a project. This uncertainty is measured in
terms of the likelihood of a particular event to impact the outcome of a project. The Risk
Assessment Tool enables the project to assess its overall risk level at the time the LBR is
being developed. The results of the agency‟s risk assessment should be discussed in the
agency‟s narrative in the Risk Management section in the Project Management Planning
Component. High levels of risk should be identified, assessed, and mitigated. The risk
criteria specified in this section are presented as general guidelines for assessing IT
project risk.
Use the Risk Assessment Tool to assess risk areas that contribute to project success or
failure and to provide an understanding of how project objectives align with agency
business strategy and objectives. The Risk Assessment Tool analyzes the following eight
major project risk assessment areas:
1.
2.
3.
4.
5.
6.
7.
8.

Strategic
Technology
Change Management
Communication
Fiscal
Project Organization
Project Management
Project Complexity

Each risk assessment area has a separate worksheet. The questions contained within the
eight risk areas should be analyzed and answered in the electronic Risk Assessment Tool
(Appendix E) that has been provided as a Microsoft Excel workbook available for
downloading from the TRW website. The agency is encouraged to carefully consider
the eight risk areas before completing the worksheets.
With the responses from each worksheet, the Risk Assessment Tool will automatically
generate an assessment of the project‟s overall risk so that the agency may identify areas
of concern and develop a plan to mitigate significant risks. Areas of high risk should
specifically be addressed in the agency‟s project management plan (see the Risk
Management section in the Project Management Planning Component). The Project Risk
Area Summary Table and the Project Risk Summary Chart are automatically populated and
created based on the data entered on the Risk Assessment Tool worksheets. The Project
Risk Area Summary Table estimates the level of risk for each of the eight risk areas and
indicates an overall estimate of risk associated with the project. Areas of high risk will
often require executive steering committee and project management attention to reduce
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the chance of negative impact or project failure. The Project Risk Summary Chart presents
the project‟s risk and fit with the agency‟s business strategy in graphical form. The chart
provides a method of assessing the IT project as an investment decision. Graphically
comparing the business value of the project with the risk of the project provides a value,
albeit high level, measure of the value of the project.
A. Instructions for Completing the Risk Assessment Tool
Purpose: To provide an initial high-level assessment of overall risk incurred by the
project to enable appropriate risk mitigation and oversight to improve the
likelihood of project success.
The complete Risk Assessment tool can be found in Appendix E of this document.
The electronic forms are stored as a Microsoft Excel workbook with tabbed
worksheets and are available on the Florida Fiscal Portal.
In the Risk Assessment worksheets for each line item under the „Criteria‟ column, fill
in the right hand „Answer‟ column with the appropriate answer representing the
agency‟s estimate for each „Criteria‟ question in the table. By clicking on the cell
under the „Answer‟ column, the downward arrow appears as presented in the
following screen shot of the Risk Assessment Tool.

By clicking on the downward arrow,
in a drop-down box as seen below.

, the „Values‟ column choices are presented

For each „Criteria‟ question, there are several answers given in the „Values‟ column.
The agency can decide which answer matches the criteria. After the answer is
selected from the drop-down box, the agency‟s response of “Less Complex” appears
in the „Answer‟ column.

Each spreadsheet of the eight risk assessment areas has several „Criteria‟ questions
requiring a response. The above process is repeated for each „Criteria‟ question.
The eight risk assessment areas as presented in the following diagrams.
1. The Strategic Risk assesses definition and alignment of project scope with
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agency business objectives. Figure 1 shows five of the 10 questions in the
Section 1 assessment area.
Figure 1: Strategic Risk Assessment

2. The Technology Risk assesses risks associated with proposed technologies.
Figure 2 shows two of the six questions in this assessment area.
Figure 2: Technology Risk
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3. The Change Management Risk assesses project and business change
requirements and agency experience in implementing change. Figure 3 shows
three of the nine questions in this assessment area.
Figure 3: Change Management Risk

4. The Communication Risk assesses communication planning and support
requirements for the project. Figure 4 shows two of the seven questions in
this assessment area.
Figure 4: Communication Risk
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5. The Fiscal Risk assesses the required project investment levels and their
alignment with the business objectives and benefits of the project. Figure 5
shows three of the 18 questions in this assessment area.
Figure 5: Fiscal Risk

6. The Project Organization Risk assesses whether adequate coordination and
resources for project organization, project management and executive control
exists. Figure 6 shows two of the 11 questions in this assessment area.
Figure 6: Project Organization Risk
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7. The Project Management Risk assesses the agency‟s experience and ability to
manage and control this project. Figure 7 shows two of the seventeen
questions in this assessment area.
Figure 7: Project Management Risk

8. The Project Complexity Risk assesses the overall management and
coordination requirements of the project. Figure 8 shows two of the 11
questions in this assessment area.
Figure 8: Project Complexity Risk Assessment
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B. Risk Assessment Summary
Purpose: To identify the overall level of risk associated with the project and
provide an assessment of the project’s alignment with business objectives.
After answering the questions for each risk area, the Risk Assessment Tool will
automatically estimate the level of risk for each risk area as presented in the
following Project Risk Area Summary Table. A value of High Risk, Medium Risk, or
Low Risk is automatically calculated as depicted in the following figure:
Figure 9: Project Risk Assessment Summary Table

The Risk Management information within the Project Management Planning
component identifies the narrative to be provided describing the project‟s Risk
Management process. While all pertinent risks should be included in the agency‟s
risk management process, the agency should be proactive with its Risk Management
process for those Risk Assessment Areas indicating „HIGH‟ risk. At a minimum, the
agency should review the questions in these „HIGH‟ risk areas and address them in
its Schedule IV-B narrative within the Project Management Planning component.
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The following Project Risk Assessment Summary chart presents the project‟s risk
and measures its level of alignment with agency and/or State business strategies.
This chart is calculated automatically from data entered by the agency on the Risk
Assessment Tool. The level of project risk is taken from the overall project risk in the
Project Risk Area Summary Table above. The Business-Strategy fit reflects the
project‟s alignment with State or agency business strategies and objectives and is
calculated from responses in the Risk Assessment Tool. This chart presents a broad
view of the project‟s overall business value.
Figure 10: Project Risk Assessment Summary
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VII. Schedule IV-B Technology Planning
The objective of technology planning is to ensure there is close alignment between the
business and functional requirements with the selected technology. The plan involves
mapping the business and functional requirements for a system to the application, data,
and infrastructure components of the proposed technologies. This activity will improve
the likelihood that the resulting system will be able to support the agency business need
identified in the Agency Long Range Program Plan, Legislative Budget Request, or
Budget Amendment.
The following table identifies the sections of this component that are required for
different types of projects depending on project cost thresholds:
Technology Planning
Section

Small
Projects
($1M – 1.99
M)

Current Information
Technology Environment

Medium Projects ($2 – 10 M)

Large
Projects
( > $10 M)

Routine
upgrades &
infrastructure

Business or
organizational
change

X

X

X

Proposed Solution
Description

X

X

X

X

Capacity Planning

X

X

X

X

Analysis of Alternatives

X

X

X

X

This component documents historical trends, current conditions, and business process
requirements as a basis for estimating the technology requirements, which include, but
are not limited to:








technical architecture
performance
capacity
availability
scalability
maturity of the technology
standards

Development of a technology plan requires an in-depth knowledge of how the
software, data, and infrastructure components of the technical architecture are impacted
by changes in standards, policies, workload, costs, and the agency‟s business process
requirements. IT staff must then translate these factors and requirements into a
projection of the required information technology resources and a technical architecture
to support the proposed project.
The minimum information to be included in the technology plan includes:
A.
1.

Current Information Technology Environment
Current System
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Briefly describe the agency‟s existing information technology infrastructure
and technical architecture that support the current business processes that
will be affected by the proposed project.
a. Description of current system
If an automated or manual information system exists, describe the
following characteristics:
1) total number of users and user types (e.g., power, casual, data entry)
2) number and percent of transactions (online, batch, and concurrent)
handled by the current system (if possible, indicate the amount of data
that is moved or processed in each transaction type)
3) requirements for public access, security, privacy, and confidentiality
4) hardware characteristics (e.g., hosts, servers, network devices, storage,
archival equipment, etc.)
5) software characteristics (GUI, procedural language, object-oriented
language, operating system, embedded program, batch program, realtime transaction, etc.)
6) existing system or process documentation
7) internal and external interfaces
8) consistency with the agency‟s software standards and hardware
platforms
9) scalability to meet long-term system and network requirements
b. Current system resource requirements
1) hardware and software requirements (e.g., CPU, memory, I/O)
2) cost/availability of maintenance or service for existing system
hardware or software
3) staffing requirements, identifying key roles (e.g., system management,
data entry, operations, maintenance, and user liaison); include
contractors, consultants, and state staff
4) summary of the cost to operate the existing system (detailed costs will
be entered into the Cost-Benefit Analysis Worksheets)
c. Current system performance
1) the ability of the system to meet current and projected workload
requirements
2) level of user and technical staff satisfaction with the system
3) current or anticipated failures of the current system to meet the
objectives and functional requirements of an acceptable response to the
problem or opportunity
4) experienced or anticipated capacity or reliability problems associated
with the technical infrastructure or system
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Strategic Information Technology Direction
Discuss any long range IT policies or directions that may influence
processing, storage, bandwidth, connectivity, or other performance-related
requirements of the agency. For example, an agency and/or enterprise-wide
strategy might involve replacing some individual applications with an
integrated Enterprise Resource Planning (ERP) or e-business application. This
could increase on-line transaction and batch processing activity and increase
data storage requirements.

3.

Information Technology Standards
Identify any agency, statewide, or industry standards and policies that
specify service levels and/or performance requirements that have or may
affect the project. For example, a service level agreement for an agency
mission critical application may specify maximum response time
requirements that will require additional capacity of technology resources to
maintain documented performance standards.

B.

Proposed Solution Description
Provide an overview of the technical requirements and features that relate
directly to the business requirements. By tracing or mapping the technical
requirements to the business requirements, organizations improve the
likelihood that the proposed solution will meet the business need without
over or under provisioning the service from a cost, capacity, or functional
standpoint. Graphic representations may be included, if applicable. Where
appropriate, address the following topics relating to the proposed solution:
a. Summary description of proposed system
1) system type (e.g., OLTP, data warehouse, document management
system, web application, database)
2) connectivity requirements (e.g., wired vs. wireless)
3) requirements for security, privacy, confidentiality, and public access to
comply with applicable federal/state laws, including sections 282.601282.606, F.S.
4) development and procurement approach
5) internal and external interfaces
6) maturity and life expectancy of the technology
b. Resource and summary level funding requirements for proposed system
(if known)
1) anticipated technical platform and hardware requirements
2) anticipated software requirements
3) anticipated staffing requirements, including management, data entry,
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operations, maintenance, and user liaison
4) anticipated operating costs of the proposed system
These costs should be reflected in the Project Budget in the Project
Management Planning Component of this Schedule IV-B.
c. Ability of the proposed system to meet projected performance
requirements for:
1)
2)
3)
4)
5)
C.

network and system availability
network and system capacity
network and system reliability
network and system backup and operational recovery
scalability to meet long-term system and network requirements
Capacity Planning

(Historical and Current Trends versus Projected Requirements)
The capacity plan enables an agency to identify and understand the capacity and
utilization of each of the component parts of its IT infrastructure as well as recognize
how new technology can be used to support the business needs of the agency. An
optional Capacity Plan template is provided in Appendix N for agency use. This tool
is available for agencies that do not have an in-house capacity planning tool.
Within the context of the Legislative Budget Request, the capacity plan serves as a
supporting document in the scope of the request and should address:







How the estimates were derived.
Assumptions and constraints.
A non-technical, management summary of the issues.
A service summary with current and forecasted concerns.
Options and alternatives considered.
Recommendations for the effort.

It also should provide a concise overview describing the specific technical
architecture requirements and measurements that serve as indicators for the level of
demand on the current and proposed computing resources. Include items such as:







Total number of users (named and concurrent) and user types (e.g.,
power, casual, data entry).
Peak and average number of on-line transactions per hour or per day.
Number of batch transactions per day or per month.
Number of terminals/work stations supported.

Number of terminals or workstations accessing the system through
dedicated internal and external communications networks, wide area
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networks, and local area networks.
Processor capacity utilization.
Storage capacity utilization.
Network capacity utilization.

Performance and capacity utilization data should be representative of average and
peak utilization during normal business operations. Trend lines should reflect
actual and planned changes in IT infrastructure and workload due to new
applications not a part of the proposed project, unusual growth in existing
applications, or applications that will be phased out of production. When
information is available, the trend lines should provide at least four years of data
including the two prior fiscal years and at least the next two fiscal years. If the
project is expected to last more than four fiscal years, the future fiscal years should
encompass the expected useful life of the technology or the length of the
procurement obligations, whichever is greater.
If prior year information is not available, document any assumptions used to derive
reasonable estimates and note them in the narrative. Be sure to document and
explain the rationale for any assumptions used to project growth for each future
fiscal year in the planning period. Major deviations from the trend line should be
explained and supported in the narrative.
Include supporting data and pertinent charts or graphs for additional measurements
that reflect an impact on computing and network resources. A relative scale for
capacity-related measurements can be determined by assigning a number to the
processor capacity (100% effective busy condition) and extrapolating the percentage
of utilization to determine the relative capacity requirements for batch, on-line
transactions, etc. Relative processor capacities are established in a similar fashion by
using vendor/industry performance comparison scales. The established trend line
for capacity should be projected into the planning period for use as a baseline
measurement for future/projected capacity needs.
Provide narrative and pertinent diagrams to depict project workload requirements
for the proposed project. Describe how project-related technology requirements
were estimated and the assumptions underlying significant workload changes.
Agencies are encouraged to provide any other relevant data and/or charts that
support the projected capacity requirements.
D.

Analysis of Alternatives
1. Assessment of Alternatives
This section assesses and identifies each of the technology solution options
available and the feasibility or likelihood of each option meeting the
requirements defined above to meet the business need previously described.
It also describes the risks, issues, and assumptions associated with the
feasibility of each option. The agency should carry out a process to research
and identify the potential solution options and their level of feasibility. Once
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the research and process has been completed, document the results for each
option. The options do not need to be presented in order of precedence but
must contain the existing process as an option.
Identify at least three technology alternatives or options being considered,
e.g., doing nothing, enhancing the current system, developing or enhancing
an automated system. For each alternative, provide a summary description,
benefits, costs, risks, and issues. Other technology alternatives may also
include developing or purchasing software, or purchasing the desired
functionality as a service.
Document each alternative in terms of the “fit” with the business process
requirements and technical requirements discussed above. Assess how well
each option may meet these requirements (benefits) and the consequences
and trade-offs of selecting one option over another (include risks and issues).
Describe why the alternatives not chosen were rejected. The discussion
should also include consideration of consistency with agency or statewide
architectural standards and leveraging existing infrastructure and resources.
2. Assessment Process
Describe the criteria that the agency used to compare alternatives and select a
solution that best meets the need for the proposed project as described within
the Business Case component. This description should identify the priorities,
benefits, assumptions, and constraints that impacted the selection of the
proposed solution. This section should identify any specific criteria that
address requirements of the customers, users, and stakeholders.
3. Technology Recommendation
Based on the preceding analysis, provide a clear description of the technology
solution that will best support the business process requirements. Include
references to the outcomes from the preceding analysis of alternatives clearly
showing how the selected technology solution and the business solution
(described within the Business Case component) compliment and support the
desired outcomes of the project.
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VIII. Schedule IV-B Project Management Planning
The Project Management Planning component should describe in detail the approach
that the agency will use to carry out and manage the proposed project. At a minimum,
completion of the Project Management component of the Schedule IV-B should involve
the agency‟s project sponsor and the chief information officer; however, ideally, the
project manager assigned to the project should complete this section of the Schedule IVB.
The following table identifies the sections of this component that are required for
completion with different types of projects:
Project Management Section

Small
Projects
($1 – 1.99 M)

Medium Projects ($2 – 10 M)
Routine
upgrades &
infrastructure

Business or
organizational
change

Large
Projects
( > $10 M)

Project Charter

X

X

X

X

Work Breakdown Structure

X

X

X

X

Project Schedule

X

X

X

X

Project Budget

X

X

X

X

Project Organization

X

X

Project Quality Control

X

X

External Project Oversight

X

X

Risk Management

X

X

Organizational Change
Management

X

X

Project Communication

X

X

Special Authorization
Requirements

X

X

Requested project planning information should be organized as specified in Sections A –
K of this component. The following sections explain what information to include in each
part of this component. If the project does not have all the information needed to
complete all sections, the documentation should identify the information that is missing
and describe the process, methodology, and time frame for developing the needed
information.
A. Project Charter
Purpose: To document the formal authorization of the project by the Project
Sponsor. It is an agreement between a project’s customers, the project team, and key
management stakeholders regarding the scope and schedule for the project used to
determine when the project has been completed. The Project Charter is the
underlying foundation for all project related decisions.
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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.
The Project Charter is a single consolidated source of information about the project.
It addresses project initiation, planning, and implementation activities, and provides
high-level information about business needs and objectives, timelines, affected
stakeholder groups, assumptions, and constraints. In particular, the project‟s
business objectives should be specific, measurable, achievable, and relevant. The
Project Charter serves as the basis for communicating the project‟s purpose and
explaining why it is being carried out from a business perspective. It also identifies
who is involved and describes the general approach and timeframe for conducting
the project.
Once agreed to, the Project Charter should not change throughout the project
lifecycle without formal review and approval by all management stakeholders. It is
created at the beginning of the project, reviewed and approved by key stakeholders,
and referenced throughout the project lifecycle. It is used to communicate project
goals and objectives, and determine when the project objectives have been
completed.
B. Work Breakdown Structure
Purpose: To define at a summary level all work that will take place within the
project. It serves as a common framework for planning, scheduling, estimating,
budgeting, configuring, monitoring, reporting on, directing, implementing, and
controlling the entire project.
The Work Breakdown Structure (WBS) is a task-oriented grouping of project
activities that organizes and defines the work to accomplish the total scope of the
project; it breaks the project into smaller, more manageable pieces. Each descending
level represents an increasingly detailed definition of the project work. The WBS is
decomposed into work packages and is the foundation of the project.
All project planning and control functions are based on the WBS. If a task or activity
is not in the WBS, it should not be part of the scope of the project. The WBS provides
an easy to understand structure for converting project goals and objectives into
specific milestones and deliverables. It defines, organizes, and graphically displays
the total work required to achieve all project objectives.


WBS Dictionary - a document describing each component in the WBS. For
each component, there is a brief description of the scope or statement of work,
defined deliverables, associated activities, and milestones, dates, costs, and
staffing. Refer to Appendix H for a sample WBS Dictionary that is not
required but may be useful in assigning resources, costs, due dates, and
specific deliverables for each task.
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Work Package - a deliverable or project work component at the lowest level of
each branch of the WBS. It includes the activities and milestones required to
complete the deliverable, and is the basis for all cost and scheduling
estimates. A work package has the following characteristics:
Lowest level where work is assigned and project progress is tracked.
Represents a discrete unit of work.
Distinguishable from all other work packages.
Can be integrated with other work packages to support tasks and
activities.
- Normally comprises no more than 80 hours of work.
-

WBS Format
PROJECT
Phase

Activity

Activity

Work Package
(Task)

Work Package
(Task)

Work Package
(Task)

Work Package
(Task)

C. Resource Loaded Project Schedule
Purpose: To indicate the planned timetable for all project-related work and to
estimate the appropriate staffing levels necessary to accomplish each task, produce
each deliverable, and achieve each milestone.
Note: For IT projects with total cost in excess of $10 million, the project completion
timeframes described in this section must be consistent with existing or proposed
substantive policy required in s. 216.023(4)(a)10, F.S.
Project Schedule - the planned start dates for performing project activities and the
planned end dates for meeting project milestones. Resource loading in the schedule
should assume normal work-hour efforts. This schedule/timetable should align with
the WBS.
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Schedule task - a discrete scheduled component of work performed during the
course of a project; has an estimated duration, estimated cost, and estimated
staffing requirement. The task/activity is decomposed from the work
package.



Schedule deliverable - a unique and measurable, tangible, verifiable outcome,
result, or item that must be produced to complete a task(s), phase, or project.



Schedule milestone - a significant event in the project schedule that signifies the
completion or start of a major deliverable; has zero duration.

Developing a realistic project schedule requires an accurate estimate of the level of
effort required to perform all project related work identified in the WBS and
discussed in the previous section. There are many robust estimation methodologies
available (e.g., function point analysis, use cases, lines of code) that may be
appropriate for the project. Estimation methodologies often follow a bottom-up
approach, a top-down approach, or a combination of both. The bottom-up and topdown approaches are briefly described in Appendix J.
Once the overall level of effort is known for the project, it is a straightforward
process to organize the project into discrete phases and determine the effort required
for each phase as a percentage of total effort. Each project phase should clearly
indicate expected start and completion dates for the phase and include all tasks
necessary to complete the phase. All project phases should be marked with a
milestone label indicating when all work required for the phase must be completed.
To summarize, the project schedule should list all project-related tasks, the order in
which the tasks are to be carried out, and task-specific start and finish dates.
Appropriate project personnel and skill sets/levels should be assigned to all project
tasks and be clearly indicated within the schedule. All tasks specified in the project
schedule should closely align with the WBS.
D. Project Budget
Purpose: To ensure that a realistic project budget has been developed.
After the WBS and the project schedule have been defined, it is appropriate to
develop the project budget. A project budget should specify baseline costs expected
over the entire project lifecycle and any additional costs necessary to implement and
complete the project.
It is often easiest to begin estimating budget requirements in those areas that are
best understood and then progressively tackle those project areas that have an
increasing level of uncertainty. Describe the methodology used to estimate the level
of effort and the hardware and software costs for the proposed project. The
accompanying narrative should indicate whether the character of the estimates is:


detailed/rigorous - accurate within ±10% based on specific, detailed
requirements for the system to be built or service to be purchased
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order of magnitude – 10% -100% variability based on very high-level or
incomplete requirements for the system or service involved



placeholder - actual cost may exceed the estimate by more than 100%.

Most information technology project budgets have common major cost areas
consisting of hardware, software, network, personnel, contractors and training. The
project budget should be directly aligned with the level of effort estimates and
project schedule produced from the WBS. Specified costs should be clearly indicated
and logically grouped into appropriate project cost areas and indicate when costs
are expected. Make an effort to provide reasonable estimates in those cost areas or
phases where detailed information is not yet available. The budget should disclose
estimated project costs organized by fiscal quarter until the project is complete.
Appendix K contains two budget worksheets for entering estimated project costs
and operational costs. Enter estimated project development, implementation, and
transition to operation costs in the first worksheet, Project Budget Worksheet 1. If the
project is not expected to be complete until FY 2013-2014 or beyond, additional
worksheets will be required.
The second worksheet, Project Budget Worksheet 2, is designed to capture operational
cost requirements for any existing system and the expected operational cost
requirements after project implementation is complete. Indicate whether the
operational costs for the resulting system could be supported within existing agency
funding resources or if additional funds will be required. Identify prospective
sources for requested funds. If a Cost Benefit Analysis has been completed, it is not
necessary to repeat this information by completing Project Budget Worksheet 2. The Project
Budget worksheets are available for download through the Florida Fiscal Portal.
E. Project Organization
Purpose: To determine whether an appropriate project organizational and
governance structure will be in place and operational in time to support the needs of
the project.
Note: For IT projects with total cost in excess of $10 million, the governance
structure described in this section must be consistent with existing or proposed
substantive policy required in s. 216.023(4)(a)10, F.S.
Describe the project management and implementation team, steering committee,
oversight bodies, and governance structure in narrative format. Depict these and
their interrelations within a project organization and governance chart. Be sure to
clearly identify all project team members and key management stakeholders, their
roles and responsibilities, required skills and experience levels, and indicate their
placement in the project organizational structure. Specifically address the expected
role of the project‟s executive steering committee in governing this project. Identify
all steering committee members and their responsibility on the committee. Describe
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how the executive steering committee will interact with the project team to provide
appropriate input and guidance throughout the project lifecycle.
Additionally, project team roles should be clearly understood and closely aligned
with project requirements while clearly delineating between State FTE staff and any
contract staff. Include an assessment of the specific roles, skill sets, and experience
levels that are necessary to successfully conduct this project. Though not required, a
Responsibility Assignment Matrix (RAM) included in Appendix I may be used for
this.
F. Project Quality Control
Purpose: To understand project quality requirements and ensure that effective
quality control processes and procedures are in place and operational in time to
support the needs of the project.
Project quality is often measured through various means of quality verification.
Verification provides an indicator that specific project requirements have been
achieved. Several formal methods can be used to verify compliance with
requirements on information systems projects. Typical project verification methods
include, but are not limited to Analysis, Audit, Demonstration, Testing, Inspection, and
Simulation.
Describe the quality control methods the project plans to use and explain how key
project control processes will be implemented in the project to ensure project
quality. Typical control processes involve requirements definition, testing,
acceptance and approval, change management, software configuration
management, contract management, and reporting. Briefly summarize how the
quality assurance and quality control processes will be used to ensure all project
business and technical objectives and requirements are met. Include a clear
description of any specific or unique quality metrics and compliance standards that
are required. Describe when and how the project team, end users, and key
stakeholders groups will be involved in the quality assurance process. Identify
major processes and procedures that will require their participation. In most cases,
formal testing processes are utilized as the preferred quality verification
methodology.
G. External Project Oversight
Purpose: To understand any unique oversight requirements or mechanisms required
by this project.
Describe any requirements for external oversight or independent verification and
validation (IV&V) services for the project. Identify the source of the requirement
(e.g., federal policy, legislative mandate, agency initiative). If specific Federal
oversight is recommended for this project, identify the amount of funding that is
being requested for this purpose.
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H. Risk Management
Purpose: To ensure that the appropriate processes are in place to identify, assess,
and mitigate major project risks that could prevent the successful completion of
this project.
The risk management plan focuses attention on minimizing threats to the project in
order to achieve project objectives. It provides a systematic approach for identifying
risks, determining effective risk reduction actions, and monitoring and reporting
progress in reducing risk. Tolerance levels assess the amount of risk that the project
can absorb without jeopardizing project success. The ability to manage and control
project risk depends on the effectiveness of the risk management plan. This plan and
the identified risk events need to be monitored and managed by the project
management team to ensure the plan and the risks are current and valid. Risk
events, their probability, impact, and tolerance are constantly changing. Therefore,
evaluating the risk management plan periodically is critical and should be specified
within the project plan/schedule. The steps involved in managing risk are:
A.
B.
C.
D.

Track project risk events.
Implement risk response strategies.
Evaluate risk response results.
Document risk management.
Figure 11: Risk and Mitigation Table

Risk Description and Impact

Probability
of
Occurrence
(high, medium,
low)

Risk
Tolerance
(high,
medium,
low)

Mitigation
Strategy

Assigned
Owner

1.
2.
3.
4.
5.

The agency should use its risk management plan to determine the appropriate
mitigation strategy for each risk and enter a mitigation strategy for each risk in the
above Risk and Mitigation Table (Appendix F). Briefly describe the risk, including the
potential fiscal, operational, or other impact and when the risk would affect the
project. Estimate the probability of the risk event happening and the project‟s
tolerance for the risk, e.g., a risk that has a high probability of occurrence and a low
risk tolerance would mean the risk event would have a significant impact on success
of the project and should be aggressively managed. Include a description of the
strategy or approach to mitigating the risk and identify the project team member
responsible for managing each project risk.
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I. Organizational Change Management
Purpose: To increase the understanding of the key requirements for managing the
changes and transformation that the users and process owners will need to
implement for the proposed project to be successful.
Organizational change management requires that the project team understand the
level of change that a project will impose on the agency, its end-users, and other key
stakeholder groups. The project team can then proactively develop strategies and
action plans to manage the impact of the required changes.
Describe the organizational, managerial, and technical environment within which
the proposed solution will be implemented. Describe the types of organizational
change management activities that will be necessary to achieve the needed support
from users, program and executive managers, and technical staff for the proposed
project to be successful.
Provide a detailed change management overview that includes a clear description of
the organizational and process changes that will need to occur for the project to be
successful. Be sure to identify key roles responsible for change management. Also,
discuss how effective sponsorship for change will be established and maintained for
changes as well as how feedback and participation from end-users and other key
stakeholder groups involved in the project will be facilitated.
Consider and answer the following questions when developing the change
management plan for the project:










What benefits will be realized if the changes are successfully
implemented? What changes are necessary to receive these benefits?
Do change objectives facilitate the business objectives for the project?
How will resistance to change be assessed, acknowledged, and managed?
What role, if any, will first line supervisors, mid-level managers, and
senior executives have in facilitating the change process?
How will valid feedback from change participants be facilitated,
acknowledged, and appropriately incorporated by the project team?
Who are the individuals, stakeholder groups, and other organizations that
must change?
How will change be successfully implemented within affected agencies,
organizations, and stakeholder groups?
How will the organization structure and agency head count be changed or
affected?
Is a formal change management methodology required?

J. Project Communication
Purpose: To ensure that effective communication processes are in place to
disseminate information and receive feedback from users, participants, and other
project stakeholders to facilitate project success.
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Success of nearly all information technology projects is dependent upon
implementation and publication of an effective communication plan. A
communication plan helps to document and manage expectations, reduce
uncertainty, and increase understanding among all users, participants, and
stakeholders of the goals, status, and timeframes of the project. It enables an efficient
transition to a new system or way of doing business by:





Informing stakeholders of any changes that will occur as a result of this
project.
Communicating project status to all affected groups and key stakeholders
on a regular basis.
Encouraging participation on project related teams.
Facilitating regular input and feedback on important project issues.

The communication plan should consider the specific communication needs of
project stakeholders and specify methods and frequency of conveying appropriate
messages so that an appropriate plan can be developed and implemented. A
communication plan should also ensure that effective feedback mechanisms are in
place to validate that the intended project related information or key messages have
been properly received and understood. The process of developing the
communication plan for a project will facilitate (and be facilitated by) the analysis
required for the Project Organization and Project Change Management sections of
this project planning component. Though not required, Appendix L discusses one
model and Appendix M provides a tool that has been used to develop successful
communication plans.
K. Special Authorization Requirements
Purpose: To understand any project specific authorizations that must be received
for the proposed project or solution.
Clearly identify any unique authorization requirements (e.g., federal funding
approval, state legislative review [outside of standard legislative budget request
review process], grant foundation review / approval) that must be obtained for the
proposed project and discuss any steps that have been taken to obtain the required
authorization. Be sure to include an overview of any results received from those
steps and specify whether additional steps are required in order to receive final
authorization.
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Appendices

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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A.

Schedule IV-B Documentation Requirements
Documentation Requirement

Cover Sheet & Agency Project
Approval Form
Business Case
Background and Strategic Needs
Baseline Analysis
Proposed Business Process
Requirements
Cost Benefit Analysis
Benefits Realization Table
Cost Benefit Analysis Forms
Project Risk Assessment
Project Risk Assessment Tool
Project Risk Assessment Summary
Technology Planning
Current Information Technology
Environment
Proposed Solution Description
Capacity Planning
Analysis of Alternatives
Project Management Planning
Project Charter
Work Breakdown Structure
Project Schedule
Project Budget
Project Organization
Project Quality Control
External Project Oversight
Risk Management
Organizational Change
Management
Project Communication
Special Authorization
Requirements

TOTAL PROJECT COST FOR ALL FISCAL YEARS

$1 – 1.99 M

$2 – 10 M

> $10 M

X

X

X

X*
X*

X
X

X*

X

X*
X*

X
X

X
X

X
X

X*

X

X
X
X

X
X
X

X
X
X

X
X
X
X

X
X
X
X
X*
X*
X*
X*

X
X
X
X
X
X
X
X

X*

X

X*

X

X*

X

X
X

* Projects between $2M-$10M involving routine hardware or software upgrades will not require the same
level of detailed information to substantiate the request as projects that impact the general public, or that
can change or affect an agency‟s organizational structure, headcount, business processes, or service
delivery model. The areas marked with an “X*” in this table specify the Schedule IV-B components
affected by this variable documentation requirement.
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ADMINISTRATIVE ESTABLISHMENT OF CHILD SUPPORT OBLIGATIONS
1 Case Screening

Send initial notice; enclose
Financial Affidavit & Parent
Information sheet

Successful
Service?

Mail copy to CP & certified mail to
NCP restricted delivery & obtain
circuit court civil #

No

Intake case

Yes

Addressee sign
certified mail?

Review
response by
NCP/CP

Yes

NCP file & serve
DOR w/ Circuit
Court Petition?1

No

NCP request to
proceed in circuit
court?2

Review
Send proposed
financial info.,
order worksheet/
prepare
financial affidavits
guidelines
to NCP/CP regular
worksheet &
mail
proposed order

No

Yes

Paternity
Established?

Yes

NCP located?

No
Confirm receipt
of Notice by
addressee

Request to process
server

2 Initial Notice

Yes

Yes
No

No

Next business process

Successful
service?

Locate

Yes

No

Confirmed?

No

Yes

Yes

Send notice
terminating
Administrative
Action

Send Petition &
waiver to NCP

Legal referral to
handle case
judicially

NCP sign &
return waiver?3

5 Proposed Order

No

Yes

Locate
Did we
locate?

Yes
No

3
Service
of
Process

Did we locate?

No

Informal
discussion
requested?

Hearing
requested in
writing?

No

No
Yes
Request
timely?

Final Order
Rendered

No
Notice
terminating
informal
discussion

Yes
Schedule
informal
discussion
Amend
proposed
order?

No
No

Yes

Was request
timely?

Send notice
indicating timely
receipt to NCP and

Yes send a copy to the

Docket case;
send to DOAH

CP
Mail copy of final
order to NCP and
CP & certified
copy to clerk

4 Response to Initial Notice

DOAH sends
notice of hearing
to the NCP, CP,
and CSE

DOAH hearing
held and
Administrative
Law Judge
signs order

Final Support
order entered?

No
Send notice to NCP
indicating untimely
receipt.

7 Administrative Hearing/ Final Order in Contested Cases

No

Yes

Final order
entered by
DOAH; rendered
by DOR
Mail copy of final
order to NCP and
CP & certified
copy to clerk

Review case for
next appropriate
action

Yes

Appeal filed?

Yes

Appeal
process

Consent
order?

No

CP=Custodial Parent
NCP=Noncustodial Parent
DOAH=Division of Administrative Hearings

Appeal filed?

Yes

Appeal
process

No
Yes

Send case to
appropriate business
process

1

Petition must be served on DOR within 20 days
Written request must be received by DOR within 20 days
NCP returns waiver within 10 days

2

Mail
order

3

Send case to
appropriate business
process

6 Informal Discussion/ Hearing Request / Final order in Uncontested Cases

B.

Sample Process Map
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C.

Benefits Realization Table
Benefits Realization Table
Description of Benefit

Tangible or
Intangible

Who receives the
benefit?

How is the benefit
realized?

How will the
realization of the
benefit be
assessed/measured?

Realization
Date
(MM/YY)

1
2
3
4
5
6
7
8
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These pages are screen prints of the Cost Benefit Analysis worksheets. Use the Excel Worksheets to calculate the appropriate CBA.

D.

Cost Benefit Analysis

Page 55 of 81

APPENDIX D: COST BENEFIT ANALYSIS
These pages are screen prints of the Cost Benefit Analysis worksheets. Use the Excel Worksheets to calculate the appropriate CBA.
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APPENDIX D: COST BENEFIT ANALYSIS
These pages are screen prints of the Cost Benefit Analysis worksheets. Use the Excel Worksheets to calculate the appropriate CBA.
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These pages are screen prints of the Risk Assessment Tool. Use the Excel Worksheets to calculate the
appropriate project risk.

E. Risk Assessment Tool
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These pages are screen prints of the Risk Assessment Tool. Use the Excel Worksheets to calculate the
appropriate project risk.
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F.

Risk & Mitigation Table

Project Risks and Risk Mitigation
#

Risk Description/ Impact

Probability
of
Occurrence

Tolerance
Level

(high,
(high, medium,
medium, low)
low)

Mitigation Strategy

Assigned Owner

1
2
3
4
5
6
7
8
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Sample Work Breakdown Structure

Project Name

Project Initiation

Project Planning

Design &
Development

Team Selection

Determine Business Objectives

Determine Requirements

Determine Project Organization
& Governance Structure

Determine Stakeholder Groups
& Key Sponsors

Develop Design Specifications

Determine Project
Implementation Methodology

Estimate Level of Effort

Build System

Develop Project Schedule

Prepare System Documentation

Develop Detailed Budget
& Spending Plan

Develop Testing Plan

Determine Project
Implementation and
Control Processes

System
Implementation

Develop Rollout Plan

Develop Training Plan

Operation
& Support

Develop Operational
Support Plan
Implement Operatioal
Support Plan

Etc......
Develop Support Plan

Setup & Operate
Help Desk

Etc......
Train User Liaisons

Determine Staffing Plan
Execute Testing Plan

Develop Communication
& Change Management Plan

Prepare Acceptance
& Sign-off Plan & Procedures

Deploy User Liaisons
Execute Acceptance
& Sign-off Plan

Implement Rollout Strategy

Etc......

Deploy System
Determine Project
Management Procedures

Etc.....

Develop Quality Control
Plan

Develop Risk Management
Plan
Etc......

G.

Sample Work Breakdown Structure (WBS)
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H. WBS Dictionary

Work Plan - WBS Dictionary
Project

Prepared By

Date

WBS Dictionary Information
WBS No.

Work Package Title

Work Package Manager

Planned
Start

Finish

Estimated Cost

Actual
Duration

Start

Finish

Cost Account

Status
Duration

Start

Finish

Duration

Resources

Scope of Work

Work Dependencies

Deliverables and Milestones

Quality Criteria

© ESI International 2003

Project FOCUSTM

Project Management Technique Library
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I. Responsibility Assignment Matrix
Responsibility Assignment Matrix
<Project Name>
Activity Description

Project Manager

Staff
Title

Staff
Title

Staff
Title

Staff
Title

Vendor

Owner

Phase Name
Activity
Activity
Activity
Activity
Phase Name
Activity
Activity
Activity
Activity
Phase Name
Activity
Activity
Activity
Activity
Phase Name
Activity
Activity
Activity
Activity
Phase Name
Activity
Activity
Activity
Activity
▲ = Direct Responsibility ~ Approval Authority

● = Indirect Support

■ = Support Responsibility ~ Review Authority

□ = No Involvement
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J. Estimating Project Level of Effort
Two Approaches to Estimating Project Level of Effort
Top-Down Estimation Approach:
1. Estimate the total size of the final deliverable(s) using a formalized methodology
(e.g., function points, use cases, etc.).
2. If your agency has experience with this type of project, use historical data to
assign a relative size and appropriate productivity level to each software
function point, or use case.
3. Calculate the overall effort estimate using information from Step 2.
4. If your agency has little experience with this type of project, it may be necessary
to incorporate industry average data for the first high-level estimate and / or
hire a consultant with appropriate expertise in estimating effort for a project of
this nature.
5. Refine the estimate at appropriate points in time as additional information
becomes available over the life of the project.
Bottom-Up Estimation Approach:
1. Identify each function to be provided by the final system and classify as simple,
moderate, or complex to produce.
2. Estimate the total size and complexity of each function using a robust
methodology.
3. If your agency has experience with this type of project, use historical data to
determine the average time and level of effort required to produce simple,
moderate, and complex functions for similarly projects and use this information
to assign time and level of effort estimates to each function.
4. If similar project experience does not exist within your agency, it may be
necessary to analyze and incorporate industry average data for producing this
type of system, or, to hire a consultant with appropriate expertise in estimating
effort for a project of this nature.
5. Utilize appropriate project-specific factors, assumptions, and constraints to refine
the level of effort estimate.
6. Calculate the total effort required to produce the final hardware or software
product(s) based upon the individual function estimates.
7. Estimate the effort required for other project related tasks and add to estimate
calculated in step 5.
8. Refine the estimate at appropriate points in time as additional information
becomes available over the life of the project.
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Project Budget & Operational Spreadsheets
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L.

Communication Planning Methodology

The following methodology is one model that has been used to develop successful
communication plans. It should be considered a general guide for planning the
effective dissemination of information that is received, understood, and utilized by the
target audiences for successful completion of the proposed project.
1. Audience – What groups and individuals are important to the success of the project?
It is important to identify all project stakeholder groups so that the communication
approach can be customized to best meet their unique characteristics and individual
requirements. Each project stakeholder group – management, staff, end-users,
elected officials, the public, and the media have different communication
requirements based upon their role as it relates to the project.
2. Desired Behavior – What do you want each identified audience to do?
The communication plan should identify the roles of each stakeholder group and
what they must do or believe for the project to be successfully implemented. For
example, the role of senior management and executive steering committees is to
provide high-level guidance and support for the project. On the other hand, endusers will be required to participate in requirements definition, user testing, and
training activities and then adopt and use the system once it is implemented.
3. Message – What project related information or messages will lead to the desired
behavior?
The communication plan should account for different types of messages. For
example, some communication will be compulsory based upon statutory, policy, or
rule-based requirements. Persuasive or marketing oriented messages may help sell
the vision of the project and convey the expected benefits that will be realized over
time to users and management. Other types of communication activities will be
operational in nature, providing information that is needed for end-users to perform
their jobs.
4. Channels and Timing – How, when, and how often will you send the project related
information or convey the needed messages?
Information can be delivered via many mechanisms or channels, ranging from very
interactive face-to-face communication such as staff meetings and focus groups, to
print or one-way communication such as newsletters, written reports, and plans.
Mediated channels such as video and audio conferences, e-mail, voice mail, and
intranet or internet list servers and websites can accommodate more timely feedback
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than print channels, but less timely feedback than face-to-face channels.
Timing and frequency of messages and information will vary according to the
purpose and channel. For example, statutorily required reports may have specific
due dates or time frames. Training information is most effective when it is conveyed
to users just before they are expected to perform the task or use the system.
Repeating and reinforcing key information and messages using more than one
channel generally increases the likelihood of effectively communicating the
information.
5. Responsibility – Who will prepare and deliver the message? Who will pay for
preparation and delivery?
The communication plan should identify resources for planning, assigning, funding,
executing, and tracking communication activities. The person or entity delivering
the message must be perceived as a credible source, particularly in face-to-face
communication situations and when persuasion is one of the goals of the message.
6. Review and Evaluation – How will you receive feedback from your audience to
know whether the communication has been successful? How will the groups
providing the feedback know that their message has been properly received?
The communication plan should identify some sort of measurement or indicator for
tracking whether the goals or solution to the problem has been achieved. This
should relate to the description of the desired behavior in Step 2 above. For critical
messages or audiences, the plan should specify processes or mechanisms to actively
facilitate and respond to feedback or to determine whether your messages or your
project is meeting the informational and functional needs of the target groups.
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<Project Name>
M.

Communications Plan Tool
Deliverable / Description

Target Audience(s)

Delivery Method

Frequency

Responsibility
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N.

Capacity Plan Template

[AGENCY NAME]

FISCAL YEAR 2013-14
CAPACITY PLAN
FOR

[TITLE]
[REFERENCE #]

PREPARED [MM/DD/YYYY]
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CAPACITY PLAN FOR <TITLE>
I. Summary and Introduction
This section should provide a non-technical, executive-level summary of the information provided in this plan,
highlighting the main issues, options, recommendations, and costs. This section should be no longer than a page in
length, as the information presented in this section summarizes the main points of each section in the remainder of the
plan.
This section also should provide a brief background for the capacity issue, detailing the following items:





The agency’s current levels of capacity
Problems experienced or anticipated due to lack of capacity
The degree to which the service levels are being achieved
If applicable, what has changed since the last capacity plan for the same equipment/service

II. Scope of the Plan
This section should identify the IT services and IT equipment the agency intends on adding or replacing within the
scope of this capacity plan to maintain or improve the IT services.

This capacity plan addresses the following IT services:



IT service 1
IT service 2

This capacity plan addresses the following equipment:

Equipment (Brand name & model)

III.

Quantity

Original
Purchase Date

Replacement
Cycle

Methods Used
This section should identify where, when, and how the agency obtained the information provided in this document,
such as service level agreements, utilization reports, capacity modeling, and workload forecasts from agency divisions.

The agency used the following methods to obtain the information provided in this
capacity plan:

A. Method 1
Method 1 description

B. Method 2
Method 2 description

<AGENCY NAME>
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Assumptions & Constraints
This section should identify the assumptions regarding the information provided, especially the conditions relating to
business drivers for IT capacity within the scope of this plan. This section also should describe how any detailed
calculations were derived. Also identify in this section any significant constraints.

The information in this capacity plan is based on the following assumptions:

A. Assumption 1
Assumption 1 description

B. Assumption 2
Assumption 2 description

C. Assumption 3
Assumption 3 description

The information in this capacity plan is based on the following constraints:

A. Constraint 1
Constraint 1 description

B. Constraint 2
Constraint 2 description

V. Business Scenarios
This section should describe the context of the current and expected future business environment. It should explain
both how agency business uses the current equipment and how it may use any new equipment. If the equipment is used
at different locations such as district offices or in the field, explain the usage required of each business environment.
Readers of this section should be able to determine what is in and what is outside the scope of this plan.

VI.

Service Capacity Summary
C. Current and Recent Service Provision
This subsection should include a service profile that identifies throughput rates and resulting service utilization, e.g.,
memory, storage space, transfer rates, processor usage, and network usage.

D. Capacity Forecasts
This subsection should describe anticipated short-term, medium-term, and long-term trends in service utilization. The
trends should directly relate to the business requirements for new or expanded IT services, and the growth or
contraction in the use of existing services.

<AGENCY NAME>
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VII. Resource Capacity Summary
E. Current and Recent Resource Usage
This subsection provides information on the current throughput and utilization, broken down by hardware platform.

F. Resource Forecasts
This subsection projects resources that will be needed to support the short-, medium-, and long-term IT service trends
identified in the previous section, broken down by hardware platform.

VIII. Opportunities for Improvement
This section should outline any viable options for service improvement, e.g., server consolidation, network upgrades to
take advantage of technological advances, fine-tuning the use of current resources, and purchasing new
hardware/software. Address at least three options, including maintaining the current environment.

IX.

Cost Model
This section should provide the following information:





The recurring and nonrecurring costs associated with each option for service delivery improvement
The current and forecast cost of the current environment
The staffing needs for each option and the current situation
Identification of any proposed funding sources

X. Recommendations
This section should identify the agency’s choice among the options for service delivery improvement, and detail the
reasons for the selection. It also should discuss each of the following items regarding the agency’s selection:






Business Benefits Expected
Potential Impact of Recommendation
Risks Involved
Resources Required
Setup and Ongoing Costs
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