Instructions for $500K and Million Dollar Project Legislative Reporting

INSTRUCTIONS FOR COMPLETING/VALIDATING THIS FORM ARE IN ORANGE FONT: 

You will receive a pre-populated form if you are listed as our point of contact for an IT activity with estimated lifecycle costs over $500K.  We have pre-populated these forms based on information that we have on file.

There are two different forms being distributed for completion/validation via this process:
· The Short Form - used for collecting information on IT activities in Maintenance that don’t have an active or recently completed project associated with them.  
· The Regular Form – used for all other IT activity verification, (with the exception of the 10 projects receiving Detailed Million Dollar reports:  ERP Expansion; DHR Learning Management System; LIB Integrated Libraries and Resource Sharing System; DAIL DVR/DBVI Case Management System; Integrated Eligibility and Enrollment; MMIS Care Management; Unemployment Insurance Modernization; SOS Next Generation Licensing Platform; DLC Point of Sale System and Central Office; and PSB Case Management).    
Please make updates to the pre-populated forms to accurately reflect the IT activity’s/project’s current information.  This includes filling in any blank fields. Track changes has been turned on so that we can easily identify the changes you made.  The information on these completed forms will be provided to the Legislature and will be available to the media and the public.  As a result, we recommend that you work with your Business Office to validate the financial information.

Return the completed form to the EPMO staff person that you received it from or you may send it to dii.epmo@vermont.gov.  Due dates:
· Regular Form:  By/before 10/21/16.
· Short Form: By/before 11/30/16.   
We will reach out to Department Commissioners for assistance in collecting any reports that are not received by the deadline.   

If you receive a form (short or regular) and the lifecycle costs for this IT activity are now below $500K, write that at the top of the form and return it to us by the above requested dates.  Upon receipt, we will update our records and remove that IT activity from our legislative reporting.

Please don’t hesitate to let us know if you have any questions.  Thanks in advance for your assistance in this process and for returning your forms by the requested deadline. 






	THE PROJECT 

	Project Name
	The name you call your project.  We always start the name with the 3 letter State entity identifier e.g., DII VOIP.

	Agency
	Sponsoring Agency
	Department
	Sponsoring Dept.
	Report Date
	Date the form was generated

	Description 
	A non- jargon description of the project that even your grandmother could understand.  No undefined acronyms please. 

	Project Start Date
	Date the IT ABC form was approved.
	Scheduled Completion Date
	Date the project is scheduled to end.
	Current Project Phase
	See list of options for this field on the next page. 


	Independent Review Report Available on EPMO Website?
	“Yes”, it is posted on the EPMO website, “No” one was performed but it is not posted, or “N/A” an IR has not been done. 


	BUSINESS VALUE TO BE ACHIEVED

	☐  Cost Savings:  Over the lifecycle of the new solution, the total costs will be less than the current solution.
☐  Customer Service Improvement:  The new solution will provide a new or improved customer service or services.
☐  Risk Reduction:  The new solution will reduce risk to the State (e.g., replace outdated technology that is unstable 
      and/or difficult to support, improve security of State data, etc.)
☐  Compliance:  The new solution meets a previously unmet State or Federal compliance requirement. 

The applicable business value types will be checked in the pre-populated form.  Please uncheck any that aren’t applicable to your project and check any additional ones that are.  If you check additional boxes, please provide a description within this section of the specific Business Value to be achieved. 

	LIFECYCLE INFORMATION

	Solution Lifecycle in Years
	# of years you plan to use the new solution. 
	Lifecycle Costs (total of all costs over lifecycle)
	Estimated total of implementation costs plus annual operating costs for each year in the lifecycle (including past years).  Don’t forget to include State labor costs for maintaining the solution.

	PROJECT IMPLEMENTATION COSTS

	Total Implementation Costs
	The total amount of one-time costs for implementing the project.
	Total Implementation Spend as of FY16 End
	The cumulative amount spent on implementation costs to date as of 6/30/16.




	
COSTS (ESTIMATED 5 YEAR FY17-21)

	 The EPMO will pre-populate this section with the information we have on record for 5 Year implementation costs, operating costs, and funding percentages for State vs. Non-State.  Please review this information and make any updates to reflect your current 5 Year cost estimates and funding percentages. We understand that these are point in time estimates.


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

	FY17
	$
	State %: 
	$
	State %: 

	
	
	Non-State %:  
	
	Non-State %: 

	FY18
	$
	State %: 
	$
	State %: 

	
	
	Non-State %: 
	
	Non-State %: 

	FY19
	$
	State %:  
	$
	State %:

	
	
	Non-State %: 
	
	Non-State %: 

	FY20
	$
	State %: 
	$
	State %: 

	
	
	Non-State %:  
	
	Non-State %: 

	FY21
	$
	State %: 
	$
	State %: 

	
	
	Non-State %:
	
	Non-State %: 




	PROJECT PERFORMANCE TREND – PAST 12 MONTHS BASED ON EPMO ASSESSMENT


	NO UPDATES ARE NEEDED FOR THIS SECTION:
The EPMO will populate this section based on the trend we have been reporting on OPM reports.  In some cases, our color designations will not match what the PM reported.  

	Indicator
	Nov'15
	Dec'15
	Jan'16
	Feb'16
	Mar'16
	Apr'16
	May'16
	Jun’16
	July'16
	Aug'16
	Sep'16
	Oct'16

	Scope
	
	
	
	
	
	
	
	
	
	
	
	

	Schedule
	
	
	
	
	
	
	
	
	
	
	
	

	Budget
	
	
	
	
	
	
	
	
	
	
	
	




Options for “Current Project Phase”:
The Current Project Phase field on page 1 will be pre-populated with one of the following phases.  Please update the form if what we have listed is incorrect. 
· 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.
· Maintenance: The IT activity is in on-going operations mode (no active project)




You will receive the “Short form” (see below) to complete/validate if your IT Activity is in Maintenance and does not have an active or recently completed project associated with it.  Descriptions for all the fields on the short form are provided on the previous pages.  

[bookmark: _GoBack]Note in most cases you would not have anything to report in the Implementation Costs column for an IT activity in Maintenance unless you are planning enhancements or upgrades within the next 5 years. 

	THE IT ACTIVITY 

	Name
	

	Agency
	
	Department
	
	Report Date
	

	Description 
	






	LIFECYCLE INFORMATION

	Solution Lifecycle in Years
	
	Lifecycle Costs (total of all costs over lifecycle)
	$

	COSTS (ESTIMATED 5 YEAR FY17-21)


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

	FY17
	$
	State %: 
	$
	State %: 

	
	
	Non-State %:  
	
	Non-State %: 

	FY18
	$
	State %: 
	$
	State %: 

	
	
	Non-State %: 
	
	Non-State %: 

	FY19
	$
	State %:  
	$
	State %:

	
	
	Non-State %: 
	
	Non-State %: 

	FY20
	$
	State %: 
	$
	State %: 

	
	
	Non-State %:  
	
	Non-State %: 

	FY21
	$
	State %: 
	$
	State %: 

	
	
	Non-State %:
	
	Non-State %: 




Got Questions?
Contact your Oversight Project Manager (OPM)
or 
dii.epmo@vermont.gov
State of Vermont Enterprise Project Management Office
