Annual $500K IT Activity Reporting – FY16
[bookmark: _GoBack]Instructions are in Red font.
All the orange boxes will come prepopulated from the EPMO with the information that we have on file for your IT activity/project.  Please provide any updates in the white boxes or leave blank if you agree with the information in the orange box.  The yellow boxes are required to be filled in.   PLEASE RETURN your completed form to DII.EPMO@vermont.gov.  Use that same email address if you have questions or contact the OPM listed at the top of your form.
	Form Completed By
	Enter the name of the person who completed the form
	Date
	Date form completed



	Requested Data 
	EPMO Record Info
	Your Updates 

	IT Activity/Project Name
	The name you call your IT Activity or Project. We always start with the 3 letter State entity identifier e.g., DII Office 365.
	     

	Description
	A non jargon description of the  IT activity/project that even your grandmother could understand!
	     

	Business Lead
	The primary point of contact for the Business on this IT activity/project. 
	

	IT Activity Phase
	Here are the options:
· Maintenance: The IT activity is in on-going operations mode (no active project)
· Exploration:  The IT activity is just an idea at this point & a business case hasn’t been done. 
· Initiating:  You’re in the process of getting an IT ABC approved &/or writing your Project Charter.
· Planning:  Your project has been approved by the State CIO to move forward & you are planning the project. 
· Executing: The planned project work is in progress.
· Closing:  The project has been implemented & you are performing activities to wrap up the project.   
· Complete: The project has been completed.
· On-Hold: The project is on-hold.
· Canceled:  The project will not be moving forward.
	



	LIFECYCLE INFORMATION

	Requested Data
	EPMO Record Info
	Your Updates
	Requested Data 
	EPMO Record Info
	Your Updates

	Lifecycle (# of Years)
	# of years you plan to use the new solution OR the # of years you will use the current solution if there is no active project.
	
	Lifecycle Costs (total costs over the lifecycle)
	The estimated total of Implementation costs plus annual operating costs for each year in the lifecycle (including years in the past).  Don’t forget to include the State labor costs for maintaining your solution.
	$


STOP here if your Estimated Lifecycle Cost was under $500K and return the form with just the above completed to DII.EPMO@vermont.gov.    
	IT ACTIVITY’S ESTIMATED VS. ACTUAL COSTS  FOR FY15


	Fiscal Year
	Estimated Implementation Costs
	Actual Implementation Costs
	Est. State Funding Percentage for Implementation Costs
	Actual State Funding Percentage for Implementation Costs
	Estimated  Operating Costs
	Actual Operating Costs
	Est. State Funding Percentage for Operating Costs
	Actual State Funding Percentage for Operating Costs

	FY15
	$0
	$     
	State %: 0
	State %:      
	$0
	$     
	State %:0
	State %:     



The EPMO will provide you with the estimated FY15 Implementation Cost, Operating Cost and State funding percentages  that you previsouly provided us on your IT ABC or on last year’s annual reporting. In the yellow boxes above, please provde the actual FY15 information.
	IT ACTIVITY’S ESTIMATED 5 YEAR COSTS (FY16-20)


	Fiscal Year
	Implementation Costs
	Your Updates
	Funding Source for Implementation Costs
	Your Updates
	Operating Costs
	Your Updates
	Funding Source for Operating Costs
	Your Updates

	FY16
	$0
	$     
	State %: 0
	State %:      
	$0
	$     
	State %:0
	State %:     

	
	
	
	Non-State %:0 
	Non-State %:      
	
	
	Non-State %:0 
	Non-State %:      

	FY17
	$0
	$     
	State %: 0
	State %:      
	$0
	$     
	State %: 0
	State %:      

	
	
	
	Non-State %: 0
	Non-State %:      
	
	
	Non-State %:0
	Non-State %:     

	FY18
	$0
	$     
	State %: 0
	State %:      
	$0
	$     
	State %: 0
	State %:      

	
	
	
	Non-State %:0
	Non-State %:      
	
	
	Non-State %:0 
	Non-State %:      

	FY19
	$0
	$     
	State %: 0
	State %:      
	$0
	$     
	State %: 0
	State %:      

	
	
	
	Non-State %:0 
	Non-State %:      
	
	
	Non-State %: 0
	Non-State %:      

	FY20
	$0
	$     
	State %: 
	State %:      
	$0
	$     
	State %: 
	State %:      

	
	
	
	Non-State %:
	Non-State %:      
	
	
	Non-State %:
	Non-State %:     



Validate the FY16 – FY20 information in the orange boxes.  If any of the information is incorrect, please update it in the corresponding white box.   
We understand that the above information is all estimated.  Do your best to provide the most accurate info that you can for the Legislature.  Here are some suggested sources for information:
         The Project Manager should be tracking budget/cost information for active projects.  
         The Contract with your vendor will state the vendor related implementation and on-going maintenance charges. 
         For more recent projects, the IT ABC form you completed will have estimated cost information.
         If the IT Activity has had a recent Independent Review, the final IR Report will contain a comprehensive Cost Model.
         Your Business Office should be able to help you (i.e., they have budget, vendor invoices, and other relevant financial information).

	This page only applies to those IT activities that have active projects.  If you responded above that your IT activity is in Maintenance, Completed, On-Hold or Canceled, then you don’t need to fill out the rest of this template.  Email what you have completed thus far to DII.EPMO@vermont.gov.



COMPLETE THE PROJECT SECTION BELOW IF YOU ARE REPORTING ON AN IT PROJECT
	Requested Data 
	EPMO Record Info
	Your Updates
	Requested Data 
	Yes or No

	 Project Manager (PM)
	The PM for the project.  List both if you have a State and a vendor PM.
	
	Contracted State PM?
	Yes or No if you specifically contracted for a PM resource via the DII retainer vendor process or a PM augmentation RFP.   The EPMO wants to start keeping stats on  the # of contracted PMs.   



	BUSINESS VALUE TO BE ACHIEVED BY THE PROJECT

	Will the new solution…
	Yes or No

	Cost less over the lifecycle than the current one?
	

	Improve customer service?
	

	Reduce risk to the State (i.e., for security, sustainability, system stability, etc.)?
	

	Meet a previously unmet State, Local or Federal requirement?
	


 Answer yes or no to the business  value questions above in the yellow boxes. We want to capture at a high level what your expected business values are and will create portfolio level statistics.
	PROJECT  PERFORMANCE INFORMATION 
Green = On target with scope, schedule & budget
Yellow = Significant issues with scope, schedule &/or budget but have a plan to resolve.
Red = Significant issues with scope, schedule &/or budget with no plan or one that hasn’t been effective.

	# OF MONTHS

	How long has this project been in progress? 
	

	How many of those months has the Project Manager reported the project as Green?
	

	How many of those months has the Project Manager reported the project as Yellow?
	

	How many of those months has the Project Manager reported the project as Red?
	


The Legislature asked DII to create project performance indicators.  All Project Managers currently use green, yellow, red to denote the satus of their project.  We did not just want to collect the current status since they are subject to change, so we thought capturing the # of months in each color would provide a better indicator of how the project was going overall.  Please enter the # of months at each status in the yellow boxes above.  You may enter # of weeks instead if you track status on a weekly basis.  Email your completed record to DII.EPMO@vermont.gov.  
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