
<Agency Name>

Investment Plan

<Project Name>

<Date>

	A. Investment Approval Request (IAR)


	OCIO Log Number:


	(Check box below that applies)
	Email the Investment Plan Packet and Signed IAR to:

	
	ocio@ofm.wa.gov

	 FORMCHECKBOX 
  First Time IAR
	or

	 FORMCHECKBOX 
  Amendment to a previously approved IAR
	Mail the Signed Original to:


	
	Office of Chief Information Officer

	
	MS: 42440

	
	Olympia, WA 98504-2440

	
	(360) 902-7310


	1
	Agency:  
Contact:       
	Phone No. and E-Mail:       


	2
	Project Name:       






Oversight Level:      
Description of Investment:      
	Resource(s) to be Acquired

(check all that apply)

Type of Resource:

 FORMCHECKBOX 
  Equipment

 FORMCHECKBOX 
  Software

 FORMCHECKBOX 
  Purchased Services

 FORMCHECKBOX 
  Personal Services

Telecommunications:

 FORMCHECKBOX 
  Voice

 FORMCHECKBOX 
  Video

 FORMCHECKBOX 
  Data

 FORMCHECKBOX 
  Radio

	3
	Acquisition Method(s):

(check all that apply)  

          
 
(  Inter-Agency Transfer
	 FORMCHECKBOX 
   Request for Quotation (RFQ)

 FORMCHECKBOX 
   Request for Quotation and 

      Qualification (RFQQ)

 FORMCHECKBOX 
   Request for Proposal (RFP)

 FORMCHECKBOX 
   CTS Technology Brokering
 FORMCHECKBOX 
   Sole Source
	 FORMCHECKBOX 
   WSCA / ITPS / Other Master Contract

 FORMCHECKBOX 
   Inter-Agency Transfer

 FORMCHECKBOX 
   Interlocal Coop. Purchasing

Agency #         Contract #      
 FORMCHECKBOX 
   Private Sector Strategic Partnership                       

 FORMCHECKBOX 
   Academic Strategic Partnership                       


Contract #

	4
	Investment Cost:
$
Maintenance Cost:
$     
Maintenance FTEs:

Total Lifecycle Cost: 
$     

	5
	Planned Investment Start and Completion Dates or Duration in Months:       


	6
	Agency Approval (Print Name/Signature):       
Date:       



	7
	OCIO Approval (Print Name/Signature):       

Date:       


	8
	(OCIO USE ONLY)

     



NOTE: An Investment Plan will not be processed without a completed and signed IAR.
	Block 1
	

	Agency:
	Use agency name.

	Contact:
	Name and title of person to contact if there are questions about the request.

	Phone No. and E-Mail:
	Phone number and e-mail address of contact person.

	Block 2
	

	Project Name:
	The name of the project.

	Oversight Level:
	The assessment result (Level 1, 2, or 3) highlighted on the Project Approval and Oversight Matrix which appears on page 13 of these instructions.

	Description of Investment:
	A brief description of the project and how the agency intends to invest in resources.

	Type of Resources:
	Check all appropriate boxes.

	Telecommunications:
	If telecommunications components are part of the acquisition request, check all appropriate boxes.

	Block 3
	

	Acquisition Method(s):
	Check the appropriate boxes.

	Block 4
	

	Investment Cost:
	The development and implementation costs required to make an IT resource/project fully operational.  Investment cost includes all purchases, leases, or financing charges for all hardware, software, networking, telecommunications equipment, installation, training, personal and purchased services, internal agency resources assigned to the project, and all applicable taxes.  (Note:  This cost does not include the “System Maintenance and Operations Cost”)

	Maintenance Cost:
	The investment’s five (5)-year projected costs for ongoing maintenance, training, operations, and applicable taxes.  (Note:  This cost does not include the “Investment Cost”.)

	Total Lifecycle Cost:
	“Investment Cost” plus “Maintenance Cost”.

	Investment FTEs:
	The total number of FTEs that will be assigned to the project, including new and existing agency FTEs that will be reassigned to the project.  May include partial FTEs.

	Maintenance FTEs:
	The total number of FTEs that will be included as part of the five years of ongoing maintenance costs. 


	Block 5
	

	Planned Investment Start and Completion Dates or Duration in Months:
	The dates that the investment project is planned to start and complete, or the expected duration in months.

	Block 6
	

	Agency Approval:
	The agency’s appointed designee for approving acquisition of information technology resources should print name and sign.

	Block 7
	

	OCIO Approval:

(OCIO USE ONLY)
	The appropriate OCIO approval authority should print name and sign.  Agencies will receive a copy confirming the approval once granted.

	Block 8
	

	OCIO USE ONLY
	May be used by OCIO only.


B.  Purpose of the Planned Investment

1. Business Problem to Be Solved:
{Describe the purpose of the business problem to be solved or opportunity to be gained.  Limited background information may be included.}
2. Proposed Solution to Business Problem:

{Describe the proposed solution to address the business problem.  Describe how the agency selected this solution approach.  Describe the impact of proposed business process changes.}
3. Project Objectives:
{Describe the project objectives.  Are the project objectives clearly defined and understood throughout the organization?}  

4. Project Performance Outcome and Measures:

{Describe how project progress will be measured and reported.  The OCIO is looking for evidence of clearly defined objectives.  Clear objectives provide an opportunity for early recognition and correction of problems, justification for resources and funding, and preventive action by the agency.}

5. Business Performance Outcome and Measures:

{Describe the expected performance outcomes.  Describe how the outcomes will be measured, for example: decreased number or percent of errors, increased revenue collection, increased number or percent of clients using the system, etc.}

C. Justification

1. Relationship to Agency IT Portfolio and Business Plan:

{Provide an explanation of how the investment relates to the agency’s IT portfolio and how it supports the agency business plan.}
2. Proposed Exceptions to OCIO Policies or Technical Standards:

{Describe any proposed exceptions to the policies or technical standards of the OCIO or  your agency.}
3. Relationship to State’s Technology Infrastructure:

{Provide an explanation of the investment as it relates to the state’s technology infrastructure. Describe where the system will be hosted, for example: state data center; agency site; application service provider (ASP); other.}

4. Alternatives Considered:

{Describe the alternatives considered.}

5. Alternative Selected:

{Describe the selected alternative.  Describe the rationale for the selection of the chosen alternative.}
D. Acquisition Process/Approach

1. Acquisition Method:

{Describe the acquisition method to be used, including the rationale for its selection, and a list of companies to receive the solicitation document, if known.}
2. Contract Negotiation and Management:
{Does the project intend to use internal or external resources for contract negotiations?  Are the proposed resources experienced in contract negotiations?  Does the project organization include a resource whose sole function is contract management?}

3. Acquisition Schedule:

{Provide the following acquisition milestone dates}

	Milestone
	Start Date
	Completion Date

	Release RFP
	
	

	RFP Responses Due
	
	

	Conduct Evaluations
	
	

	Announcement of ASV
	
	

	Contract Negotiations
	
	

	Sign Contract
	
	


4. Implementation Schedule:

{Provide the project’s major milestones and dates, including dates for the three milestones listed in the table; add or delete rows as needed}

	Milestone
	Start Date
	Completion Date

	Project Begins
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Implementation Complete
	
	

	Project Closure Complete
	
	


E. Costs and Benefits

1. Internal IT Resources:

{List the agency IT resources that will be assigned full-time or part-time.}
2. Additional IT Resources to Be Acquired:

{List permanent and project IT resources to be acquired.  Include new agency resources as well as resources on loan from other agencies}.

3. Cost Benefit Analysis:

{If a feasibility study is required or has been conducted, provide a copy of the Cost-Benefit Analysis (CBA) from the feasibility study. The CBA should include key assumptions.  If the feasibility study was not required and there is no CBA, provide a summary of the costs and benefits for each of the feasible alternatives.}
4. Source of Funds:

{Provide the source(s) of funding for the implementation costs.}
5. Financing Plan:

{Explain how the agency plans to finance the investment, if applicable.}
6. Implementation and Maintenance Costs:

{Provide all implementation and maintenance costs associated with this investment.  An Excel document with instructions is provided to identify these costs. Click on the following link to access this document:  Implementation and Maintenance Costs.  Both worksheets included in the Excel document must be submitted with the investment plan packet.} 
F. Project Management
1. Executive Management Support:
{Has the Executive Sponsor served in this role on a prior project?  If yes, list the projects.  How will the Executive Sponsor be involved, for example: chair the Executive Steering Committee; present at GMAP; present at TSB?}

2. Experienced Project Manager:

{Describe the project manager’s experience and/or attach a résumé. Include the following qualities as appropriate: technology and business knowledge, judgment, negotiation, good communication, and organization skills?  Does the Project Manager possess soft skills, such as diplomacy and time management?  Is the Project Manager able to communicate with executives as well as business representatives?  Is the Project Manager able to say “no”?}
3. Quality Assurance / Independent Verification and Validation:

{Describe the QA processes to be used to manage the investment.  If independent QA is planned, explain expectations for QA. If internal staff is proposed as the QA, describe the staff’s experience or qualifications to act as QA for an IT project.

If the project is a Level 3, describe if IV&V will be used and for what purposes.  IV&V activities may include: detailed reviews of application software deliverables for completeness; adherence to development standards and repeatable processes; code reviews; detailed reviews of system documentation (detailed designs, test plans and scripts, configuration plans, operations manuals, etc.); network designs, and detailed review of software architecture.}

4. User Involvement

{How will users be involved in this project?  Have they participated in other projects where they had to clearly explain business processes in detail to the IT organization?  How will the project train the primary users to follow project management protocols?  Are the users aware of the limitations of the project?}
5. Minimized Scope

{Is project scope realistic and able to be accomplished within the identified project duration?  How will the project measure and manage scope?}

6. Responsive Business Requirements Process

{Describe the process by which the project will manage and respond to business requirements issues quickly and without major conflicts?  Requirements management is the process of identifying, documenting, communicating, tracking, and managing project requirements as well as changes to those requirements.  This is an ongoing process and must stay in lockstep with the development process.}

7. Formal Methodology

{Does the agency intend to use a formal project methodology, for example: PMBOK, PMF, etc.?  Please describe.  A formal methodology provides a realistic picture of the project and the resource commitments.  Steps and procedures should be reproducible and reusable thereby maximizing project-wide consistency.}

8. Reliable Estimates

{How were the estimates determined and validated?  Are the estimates reasonable?  Does the schedule or budget include contingencies?  Describe.}

9. Skilled Staff

{Has the project properly identified the required competencies, the required level of experience and expertise for each identified skill, the number of resources needed within the given skill, and when these will be needed?  If not, at what point of the project will this occur?}

10. Implementation

{Has the project developed a reasonable plan for implementation?  Are the duration and amount of user training adequate?}

G. Risk
1. Change Capacity:

{Describe how you intend to manage the impact on business processes (Organizational Change Management).  If the impact will be handled internally, describe your agency’s capacity and experience to manage this.  Describe how the agency will conduct existing business during this project.}
2. Dependencies:

{Identify any dependencies with other agency activities or projects that may pose a risk to the successful completion of this investment.  For example, are developers currently assigned to another project?  Are the subject matter experts involved in any significant business process change activities? }
3. Investment Impact on Other Governmental Organizations:
{Describe any impact this project may have on other agencies, cities, counties, federal, or tribes, including any financial impacts.  Have you notified the management of the impacted governmental organizations, for example: CIO, IT Manager, etc.?
4. Project Risks:

{Identify any known high-level risks associated with this project.  Examples of risks that should be described include: fixed schedule requirements; reliance on grant funding that must be expended by a certain date; funding for future maintenance and operations not identified; consequences and ramifications if the project does not complete on schedule; etc.}

5. Agency Technology Infrastructure:

{Does the agency have experience with this technology?  Is the infrastructure commonly understood and regularly assessed?  Will the project establish or use a standard technology infrastructure that includes operational and organizational protocols?}
6. Severity and Risk Assessment:

{Highlight the “Severity and Risk Level Criteria” that pertain to this investment.  Using the “Project Approval and Oversight Matrix”, highlight the appropriate Severity and Risk level result. Severity and Risk Level assessments should be conducted with your OCIO Information Technology Consultant.

The Severity and Risk level result will be validated against the Severity/Risk tool provided with the IT Portfolio Management System.  Based on consultation with the agency, OCIO may increase or decrease the agency’s approval and oversight assessment.
The highest level evaluation in a category determines the severity or risk level for that category.  For example, a project or investment that meets one or more of the criteria (bulleted items) within the "high" category results in a high rating for that category, even though it may also meet several in the medium or low categories.  Identify risk mitigation plans for high level risks.

The severity and risk criteria summarized on the following pages are general guidelines for assessing IT projects and are not intended to be exhaustive.} 

Severity Level Criteria:

The severity matrix assesses the proposed project’s impact on citizens and state operations, its visibility to stakeholders, and the consequences of project failure.
(Note:  Highlight the applicable bulleted item(s) under each category)
	Severity Level Criteria Categories

	Levels
	Impact on Clients
	Visibility
	Impact on State Operations
	Failure or Nil Consequences

	High


	· Direct contact with citizens, political subdivisions, and service providers – including benefits payments and transactions.
	· Highly visible to public, trading partners, political subdivisions and Legislature.

· Likely subject to hearings. 

· System processes sensitive / confidential data (e.g. medical, SSN, credit card #’s).
	· Statewide or multiple agency involvement / impact.

· Initial mainframe acquisitions or network acquisitions.


	· Inability to meet legislative mandate or agency mission.

· Loss of significant federal funding.



	Medium


	· Indirect impacts on citizens through management systems that support decisions that are viewed as important by the public.

· Access by citizens for information and research purposes.
	· Some visibility to the Legislature, trading partners, or public the system / program supports. 

· May be subject to legislative hearing.
	· Multiple divisions or programs within agency.
	· Potential failure of aging systems.



	Low


	· Agency operations only.
	· Internal agency only.
	· Single division. 

· Improve or expand existing networks or mainframes with similar technology.
	· Loss of opportunity for improved service delivery or efficiency. 

· Failure to resolve customer service complaints or requests.


Risk Level Criteria:

The risk matrix measures the impact of the project on the organization, the effort needed to complete the project, the stability of the proposed technology, and agency preparedness.
 (Note:  Highlight the applicable bulleted item(s) under each category)
	Risk Level Criteria Categories

	Levels
	Functional Impact on Business Processes or Rules
	Development Effort & Resources
	Technology 
	Capability & Management

	High


	· Significant change to business rules.

· Replacement of a mission critical system.

· Multiple organizations involved. 

· Requires extensive and substantial job training for work groups.
	· Over $5 million.

· Development and implementation exceeds 24 months.*

· Requires a second decision package. 

* Clock starts after feasibility study or project approval and release of funding.


	· Emerging.

· Unproven.

· Two or more of the following are new for agency technology staff or integrator, or are new to the agency architecture: programming language; operating systems; database products; development tools; data communications technology. 

· Requires PKI certificate.

· Complex architecture – greater than 2 tier. 
	· Minimal executive sponsorship.

· Agency uses ad-hoc processes.

· Agency and/or vendor track record suggests inability to mitigate risk on project requiring a given level of development effort.

	Medium


	· Moderate change to business rules.

· Major enhancement or moderate change of mission critical system. 

· Medium complexity business process(es).

· Requires moderate job training.
	· Under $5 million but over agency delegated authority.

· 12 to 24 months for development and implementation. *

* Clock starts after feasibility study or project approval and release of funding.
	· New in agency with 3rd party expertise and knowledge transfer. 

· One of the technologies listed above is new for agency development staff.
	· Executive sponsor knowledgeable but not actively engaged.

· System integrator under contract with agency technical participation.

· Agency and/or vendor record indicates good level of success but without the structure for repeatability.

	Low

	· Insignificant or no change to business rules.

· Low complexity business process(es).

· Some job training could be required. (technical)


	· Within agency delegated authority.

· Under 12 months for development and implementation.*

* Clock starts after feasibility study or project approval and release of funding.
	· Standard, proven agency technology.


	· Strong executive sponsorship.

· Agency and vendor have strong ability to mitigate risk on a development project. 

· Project staff uses documented and repeatable processes for tracking status, problems, and change.

· Agency or vendor is CMM Level 3 equivalent or above.


Project Approval and Oversight Matrix:

Level 2 projects may require OCIO approval and oversight.  Based on consultation with the agency, OCIO may increase or decrease the agency’s approval and oversight assessment.

(Note:  Highlight the appropriate severity and risk level result)
	Project Approval and Oversight Matrix

	High Severity
	Level

2
	Level

2
	Level

3

	Medium Severity
	Level

1
	Level

2
	Level

2

	Low Severity
	Level

1
	Level

1
	Level

1

	
	Low Risk
	Medium Risk
	High Risk


�Still want/need mailing as an option?
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