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	INTRODUCTION

	Purpose
	This Guide is a tool designed to provide Health and Human Services (HHS) Investment Managers and data providers with guidance to use the HHS Portfolio Management Tool (PMT) and best practices when completing the Capital Planning and Investment Control (CPIC) process forms. The Guide addresses the following: 

· Background for the CPIC PMT 

· Overall PMT structure and the forms used for each CPIC phase: Select, Control, Evaluate 

· Business Case scoring by HHS and OMB 

· Guidance on answering questions found on specific forms using best practices for IT business cases

· Sample responses to selected questions

· Reviews by Critical Partners

· The PMT Navigation (Refer to Appendix D)

	Background
	Over the last decade, Congress has enacted legislation intended to improve mission performance through more effective strategic, technical, financial, and acquisition management practices. A principal statute, the Information Technology Management Reform Act of 1996 (Clinger-Cohen Act), requires agencies to use a disciplined capital planning and investment control process to acquire, use, maintain, and dispose of information technology. The Clinger-Cohen Act seeks to improve mission performance by requiring agencies to clearly define and implement an IT Capital Planning and Investment Control (CPIC) process. 

HHS has implemented a CPIC process as organizational policy. The CPIC process ensures that each IT investment aligns with HHS Operating Divisions (OPDIVs) and Department-wide missions, and supports their business needs, while minimizing risks and maximizing returns throughout the investment's life cycle. While the CPIC process is instrumental in an agency’s approval process, CPIC is also valuable in its ability to improve each project. 

Three distinct phases comprise the CPIC process: Select, Control, and Evaluate. A project approved in the Select Phase becomes part of the HHS IT portfolio, which is submitted to the Office of Management and Budget (OMB) for inclusion in the President's Budget. The Control Phase consists of continuous management involvement in monitoring a project’s cost, schedule and performance during development and deployment. The Evaluate Phase determines if the promised financial and non-financial benefits are being achieved. These phases are cyclical and iterative:
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CPIC is critical to ensuring 1) that the right projects are selected for inclusion in the IT portfolio; 2) projects meet cost, schedule and performance goals; and 3) steady state projects continue to effectively and efficiently support the mission and meet customer requirements.

The business case is an integral artifact in the CPIC Process. The business case provides a standard format for reporting key information about each major investment. This information allows decision-makers to make prudent evaluations of an investment’s costs, benefits, risks and support for the HHS strategic goals and objectives when compared to other competing IT requirements. This information also enables project teams to improve their investment concepts and propose and manage sound IT investments.

The PMT generates reports and provides an information repository of results from governance decisions and oversight actions. The application includes forms used during each CPIC phase as well as capturing data generated to support the IT governance process. 

[image: image4.png]


Note: Throughout this document the term “business case” refers to the CPIC information captured in the PMT.

	CPIC Guide Structured Around PMT
	The Guide is structured around the PMT, which is designed to support the three CPIC phases, Select, Control, and Evaluate. Within each phase there are several sub-processes. Within the PMT, forms are populated with data required by the Department and/or OMB. 

This Guide only addresses selected questions (i.e., mainly those questions requiring narrative answers).  The remaining questions, which are not generally addressed by the Guide, are yes/no, drop-down lists, select from a menu, self-evident, or populated from another form.  Regardless, all fields, which are not read-only, should be completed. .

The CPIC Policy and Procedures documents, published in December 2005, outline HHS policy and delineate the various processes followed. Refer to those documents for more detail regarding the key phases of CPIC: Select, Control, and Evaluate.  The following figure summarizes the key CPIC processes and sub-processes.
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	Select Phase — Screening Process

	Initializing a New Investment Concept
	The Select Phase Screening process is a means to delineate a proposed investment concept, evaluate its support of the Department’s mission and strategic plan, and test how well it satisfies the business need.

The screening process identifies the business or mission need and establishes relationships to the Department strategic planning goals. The Project team begins the process of defining business requirements and associated system performance metrics, performance measures, benefits, and costs and initial project planning efforts in preparation for selection by the IT governance organization for inclusion in the Department’s IT portfolio.

The Screening process begins after, having determined an unmet business need, a Business Sponsor requests that the CPIC Manager initialize a new investment concept in the HHS Portfolio Management Tool (PMT). The CPIC Manager grants Investment Managers and designated data-providers access to PMT, assigning each user a user name, password, and access rights. The Investment Managers have the responsibility to develop and manage the investment business case throughout the CPIC process. The Investment Manager documents all aspects of the investment concept in the PMT. Various reviewers, as appropriate, at both the OPDIV and Department levels are granted access for review.

The PMT forms listed below are used in the Screening Process:
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The PMT forms below are used in the Screening Process:

	Form Number
	Screening Process
	Purpose

	1.01
	Prospectus Summary Major/Tactical 

To be revised
	High-level investment information; milestones, cost projections.

	3.01
	Categorization - (All Major and Tactical Investments only)
	Specifies what legislation requires the investment.

	3.02
	Strategic Alignment - (All Major and Tactical Investments only)
	Strategic alignment. How does the investment align with Department goals and objectives?

	6.01.04
	Federal Enterprise Architecture Worksheet - (All Major and Tactical Investments only)
	Assessment of investment’s alignment with Federal Enterprise Architecture. 

	7.01
	Supporting Investments – (Supporting Investments only)
	Summary level project costs for development and maintenance activities.  Used in the Exhibit 53.

	5.01
	Exhibit 53 and Funding Sources
	Summary of IT investments; description of line of business, security, investment funding sources, etc. 

	2.01.01
	CPIC Governance Record
	Status in the CPIC process and summary of governance reviews. 


	Select Phase — Pre-Selection Process

	Developing the Business Case
	The Select Phase Pre-Selection Process provides a means to justify funding a proposed investment by further developing and presenting a business case and high-level project management plan that demonstrates the investment’s support of the Department’s mission and strategic plan.

Funding for an approved Investment Concept must be justified through a review and approval process. As with the Prospectus Form, [the responsible OPDIV or HHS] Information Technology Investment Review Board (ITIRB) will approve the Business Case and High Level Project Management Plan.

In the Pre-Selection process, the ITIRB ensures that the IT investments that best support the mission and HHS’s approach to enterprise architecture are chosen and prepared for success. Investments are also reviewed to ensure they do not duplicate E‑government initiatives or existing HHS system applications. Individual investments are evaluated in terms of technical alignment with other IT systems and for projected performance as measured by Cost, Schedule, Benefit, and Risk (CSBR). Milestones and review schedules, as specified in the work breakdown structure are also established for each investment during the Pre-Selection process. Refer to Appendix F: Project Management of the CPIC Procedures document for further guidance on overall project management practices.

The Pre-Selection Process begins with an investment concept (approved during the Screening Process) and moves through the development of the business case, including an acquisition plan, a risk management plan, performance measures, and an overall project management plan. These plans lay a foundation for success in subsequent phases. The Pre-Selection Process culminates in a decision whether to proceed with the investment for inclusion in the HHS IT Portfolio. Ongoing as well as proposed new investments are reviewed. 
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	Pre-Selection Process

	Form Number
	Screening Process
	Purpose

	6.01.01
	Alternative Analysis Worksheet
	Submission of costs and estimated benefits of three alternatives.  Also includes the status quo costs.

	6.01.02
	Cost-Benefit Analysis Worksheet
	Calculation of NPV and Rate of Return for the three alternatives.

	3.03
	Value Assessment 
	Impact on budget, description of quantitative and qualitative benefits; summary of value scores.

	3.07
	Data Entry Required for Critical Partner Review
	This new form is intended to assist the Critical Partners in performing the review of the HHS Tactical/Major investments by collecting information above and beyond what was collected in the past and by delving into the areas the Exhibit 300 just touches upon.

	6.01.03
	Risk Assessment Worksheet
	Description of risks and strategies for mitigation for all investments.

	6.01.05
	Security and Privacy (Information Systems)
	Description of security and privacy information.  Most of this data is imported from the FISMA system.  Some questions are answered by the Investment Manager.

	4.01
	EVM Planning: Plan Setup (Original and Baseline Change Request)
	Starting point for the The PMT Portfolios EVM Extension.  Entry, approval, and tracking of Investment Milestone Plans for EVM reporting. 

	4.02
	EVM Planning: Current Baseline Milestone Plan
	A read-only form:  Provides a record of the externally approved current baseline.

	4.03
	Tracking Actuals/Analysis
	Reselection process for ongoing investments

	4.04
	EVM Planning: Acquisition/EVM Contract Compliance
	Input data related to contract types and requirements, including Federal Acquisition Regulation (FAR) requirements for Earned Value Management Systems as outlined in the ANSI/EIA 748-A Standard.  Government and Contractor surveillance and action plans are summarized here.

	6.02.01
	Exhibit 300 for DME/Mixed (BY2009)
	This form is either populated from business case data completed using the worksheet forms (6.01 series) or filled in here by the Investment Manager or data provider.  It is submitted to OMB for those investments which are in planning, acquisition, or mixed life cycle.  Projects that are conducting development, modernization or enhancements must use this form.  It consists of multiple tabs as listed below:

	
	Instructions TAB
	Provides some instructional notes on completing the form.

	
	Overview TAB
	Detailed Description, Justification and Project Management.

	
	Summary of Spending TAB
	Summary of all funds spent or planned to be spent on the investment.

	
	Acquisition/Contract Strategy TAB
	Summary acquisition contracts and acquisition plan information.

	
	Performance Goals and Measures TAB
	Performance Goals

	
	Security and Privacy TAB
	Assessment of investment security infrastructure and plan.

	
	Federal Enterprise Architecture TAB
	Assessment of investment’s alignment with Federal Enterprise Architecture.

(SRM and TRM tables are pre-populated from the HHS EA Repository [HEAR])

	
	Alternative Analysis TAB
	Narrative justification of selected alternative and explanation of assumptions made.

(Pre-populated from the Alternative Analysis Worksheet 6.01.01)

	6.02.01
	Risk Management TAB 
	Description of risks and strategies for mitigation for all investments.

(Pre-populated from the Risk Assessment Worksheet 6.01.03)

	
	Cost & Schedule TAB
	Demonstration of Earned Value Management, re-baselines proposals, and corrective action plans.

(Pre-populated from the Approved Milestone Plan in the Earned Value Management Worksheets 4.02)

	
	Cost Summary TAB
	Used to input the HHS contribution to eGov of other Joint projects so this will show up on the Exhibit 53.

	6.02.02
	Exhibit 300 for O&M (BY2009)
	This form is either populated from business case data completed using the worksheet forms (6.01 series) or filled in here by the Investment Manager or data provider.  It is submitted to OMB for those investments which are in operations and maintenance.  There is no Alternative Analysis for this type of project.  Instead results of an Operational Analysis are reported using the Cost & schedule tab.  All tabs shown for Form 6.02.01 are completed for this form except for the Alternative Analysis tab.  It will not appear in this form.

	6.02.03
	Exhibit 300 for EGov/LoB Oversight (BY2009)
	This form is either populated from business case data completed using the worksheet forms (6.01 series) or filled in here by the Investment Manager or data provider.  It is submitted to OMB for those E-Government or Line of Business Oversight investments for which HHS is the Managing Partner.  There is no separate Alternative Analysis tab for this type of project; instead the AA is included within a special tab labeled EGov/LoB.  All other tabs as shown for Form 6.02.01 are completed for this form.

	Critical Partner Review Forms

	2.05.01.01
	Acquisition
	Critical Partner Review to ensure that IT investments comply with HHS policy in the critical partner’s functional area.

	2.05.01.02
	Enterprise Architecture
	Critical Partner Review to ensure that IT investments comply with HHS policy in the critical partner’s functional area.

	2.05.01.03
	Finance
	Critical Partner Review to ensure that IT investments comply with HHS policy in the critical partner’s functional area.

	2.05.01.04
	Security
	Critical Partner Review to ensure that IT investments comply with HHS policy in the critical partner’s functional area.

	2.05.01.05
	Human Resources
	Critical Partner Review to ensure that IT investments comply with HHS policy in the critical partner’s functional area.

	2.05.01.06
	Performance
	Critical Partner Review to ensure that IT investments comply with HHS policy in the critical partner’s functional area


	Control Phase — Periodic Review Process

	Managing the Investment
	The Control Phase promotes the delivery of quality products and results for initiatives that are completed on time, within scope, and within budget. The objective of the Control Phase is to ensure, through timely oversight, quality control and executive review, that IT initiatives are conducted in a disciplined, well-managed, and consistent manner. Investments should be closely tracked against the various components identified in the Project Manage​ment Plan developed in the Select Phase Pre-Selection Process (contained in the Business Case). During this process, senior managers regularly monitor the progress or performance of ongoing IT investments against projected cost, schedule, performance, and delivered benefits. 
All investments undergo Periodic Control Reviews, and demonstrate actual performance against the approved baseline cost, schedule, and scope.  In accordance with HHS CPIC policy, if an investment is over budget or behind schedule by more than 10% for more than two quarters, the investment must undergo a formal review by the ITIRB, which has the ultimate responsibility for project oversight. 

Projects that breach the baseline propose either a Corrective Action Plan (CAP) or a Rebaseline.  The CAP will be reviewed through the Periodic Control Review process, while a rebaseline will trigger a Milestone Control Review, and business case assessment.  (See the HHS CPIC Policy and Procedures documents for further additional information for Periodic Reviews and Milestone Reviews.)
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	Form Number
	Control Phase
	Purpose

	2.03.01
	Control Review Major/Tactical
	Monitor the scope, timing, and budget of investments of Tactical/Major.

	2.03.02
	Control Review Supporting
	Monitor the scope, timing, and budget of investments of Supporting.

	4.03
	EVM Analysis: Tracking Actual Performance and Cost
	Fundamental EVM data elements of Planned Value (or BCWS), Earned Value (or BCWP), and Actual Cost (or ACWP) are entered here for EVM calculations and analysis.

	4.05
	EVM Analysis: Corrective Action Plan / Baseline Change Request
	Provides a file upload space for Investment Corrective Action Plans (CAPs) and Baseline Change Requests (BCRs).  These plans and requests address variances to the current approved baseline.

	4.06
	EVM Analysis: High Priority Investments
	In support of CPIC Governance requirements, investments deemed high priority address HHS principal criteria and summarize corrective actions planned or taken.


	Evaluate Phase — Post-Implementation Review Process

	Evaluating the Implemen-tation
	The Evaluate Phase begins after an investment enters steady state (is implemented; is deployed and operational). Projects not approved for continuation must also execute the Evaluate Phase.

The purpose of the Evaluate Phase Post-Implementation Review (PIR) Process is to compare actual outcomes to expected results once an investment is fully implemented and operational for some period of time. The review is usually conducted between 6 and 12 months after the system becomes operational; however, the time frame will vary depending on the type of investment and its environment.  Generally, at least one full processing and reporting cycle should be completed before conducting the review.  The review is conducted to 1) determine how well the investment is meeting its performance, cost, and schedule objectives and 2) determine the extent to which the CPIC process improved the outcome of the investment.
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	Form Number
	Evaluate Phase
	Purpose

	3.05
	Post Implementation Review (PIR)
	Comparison of actual versus expected results after an investment is fully implemented.


	Evaluate Phase — Annual Evaluation Process 
(Operational Analysis)

	Assessing Operations
	The Evaluate Phase, Annual Evaluation Process begins after an investment enters steady state (is implemented, is deployed and operational) for at least a 1 year timeframe after the Post-Implementation Review has been conducted. The investment is then considered to be a “Steady State” project.  

While great emphasis is often placed on meeting the budget, scope and schedule for the acquisition of a capital asset, this is only a fraction of the asset’s total life-cycle cost.  Ownership costs, such as operations, maintenance, including service contracts, and disposition, can easily consume as much as 80 percent of the total life-cycle costs. Operations is a critical area where improved effectiveness and productivity can have the greatest net measurable benefit in cost, performance, and mission accomplishment.    

The purpose of the Evaluate Phase, Annual Evaluation Process is to ensure that all steady state projects conduct a formal Operational Analysis. In addition, an E-Gov Analysis must be performed and if appropriate, a new Alternatives Analysis conducted. The formal Operational Analysis should occur on a schedule of fixed milestones or on a cyclical basis. 

An Operational Analysis may indicate a need to redesign or modify an asset if previously undetected faults in the design, construction, or installation are discovered during the course of operations, if O&M costs are higher than anticipated, or if the asset fails to meet program requirements. Such analysis may also help to identify where faulty operations are eroding the asset’s ability to perform its function.

The Investment Manager updates business case data throughout the PMT to reflect the analysis conducted and completes a System Evaluation Report form in the PMT.
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	Form Number
	Evaluate Phase
	Purpose

	3.06
	System Evaluation Report
	Analysis of operations to ensure the investment continues to provide value and that operational plans are adequate.


	USING THE PMT

	Logging into the PMT
	The remainder of this guide will provide information on how to use the PMT forms and guidance on entering information into them. In terms of general logistics this section details how to log into the tool and how to use “My Portfolios” functionality.

To login to the HHS PMT a user should access the PMT via the Internet at: https://Prosight.hhs.gov/Prosight/, where the user will see the following log on window:
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Type, “assigned user name” for the User Name.

Type, “assigned password” for the Password.

Press, “Enter” or click “Go!” with the mouse

Press, “Enter” after reading the Login Message screen

The Investment Manager begins the CPIC process by defining in the PMT a high-level business need, providing a high-level business description, funding sources, alignment to strategic goals, and an alternatives analysis. 

The Investment Manager, or the assigned data provider, provides the required investment information by going to the “My Portfolios” folder and following the processes outlined under the Select, Control, and Evaluate folders. Alternatively, the Investment Manager, or assigned data provider, can directly use the forms in the drop-down Forms Menu (shown on the next page).  

From the “Form” tab select the drop-down menu. The user can expand the “folders” and click on the specific forms they want to access from the “All” tab or search for a particular form by entering the full name or part of the name of the form within the text box in the “Search” tab. Make sure to select the correct item form from the “Item” drop-down menu.


	Using My Portfolios

[image: image12.png]



	HHS uses the My Portfolios functionality to manage the organization of forms within the Portfolio Management Tool. My Portfolios also provides a way to organize individual work. My Portfolios will display sets of favorite URLs and guided processes that provide direct access to The PMT Portfolios’ objects, including The PMT Portfolios documents, and any local or web URL.

My Portfolios also enables text object creation, for use as titles and explanatory text for user processes. 

The guided processes are displayed as links with descriptions in user defined folders in a pane to the left of the workspace in any of the The PMT Portfolios modules. Folders are organized in a Processes’ hierarchy and can be manipulated as any other The PMT Portfolios folders. 

Benefits

My Portfolios provides a link to better processes, presentations, navigation, collaboration, and training. It results in an easier, faster, and more powerful product. My Portfolios introduces a dynamic aspect to playbooks and other solutions. Benefits are especially realized in the following areas: Guided Processes: Guided processes can be provided with Playbooks and any other solution supplied by Playbook writers or anyone else preparing a process for an organization or group in an organization. Guided processes provide the following benefits:

· Guided processes which clarify what to do and in what order.

· Centralized process definitions and deployment.

· Distributed process management for workgroups. Established organization standard processes and processes that can be centralized and shared.  

· Meetings and Discussions: My Portfolios helps facilitate more productive meetings and discussions. It allows a structured walk-through during presentations based on up-to-date data.

· Personal Favorites: Each Portfolios user has a private area called My Processes in which private links to frequently used modules and items can be saved. These links are accessible from any machine since the links reside on the server.

My Portfolios provides collaboration capabilities that can help focus an entire group. A user can email a copy of a process folder to other group members. This process folder contains all its links and descriptions, which can be used by group members as a 'mini' navigation platform. 

A user can also email a link of a shared folder. By following this link, your group member is focused directly on the necessary The PMT Portfolios’ object, since the My Portfolios bar opens displaying the folder's processes.
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	Guidance Notes
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	Information taken from the The PMT Portfolios 6.0 User’s Guide. For more information on using My Portfolios reference Appendix A of this document or reference section 14-1 in the The PMT Portfolios 6.0 User’s Guide.


The remainder of this guide, The PMT Desktop Guide, will follow the form structure within the PMT. The CPIC Phases (Select, Control, Evaluate) are for information and reference purposes. The list below shows the order of the forms found in the PMT drop-down menu.
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Note: Refer to Appendix C for all the Data Conversion forms for BY 2009.
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	1.0 Prospectus Investment Data Entry Forms

To Be Revised as the Business Needs Statement per New EPLC Framework.
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	2.0 HHS CPIC Governance Forms
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	2.01.01 CPIC Governance Record

	The purpose of this form is to capture the investment status during each CPIC phase and summarize comments and results from the governance reviews. 

Governing the Investment - 2.01.01 CPIC Governance Record form

Select the drop-down list from the My Portfolios folder; expand the HHS CPIC Processes folder. Expand the Select Phase folder and expand the Pre-Selection Process folder. Select form 2.01.01 CPIC Governance Record.
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Major





	The CPIC Governance Record form reflects the IT governance bodies decisions and approvals during each phase of the investment review process. The Investment Manager, or designated data provider, can answer selected questions on this form. Additional review documentation as well as Board minutes can be attached to this form. Refer to the CPIC Procedures document for additional information regarding this process. This form has the following five sections:

1. Investment Classification

2. Investment Release/Promotion Process

3. Governance Review Tracking

4. Investment Quality Scoring

5. Additional Review Documentation
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Note:  This form populates the CPIC Governance Record tab in form 2.03.01 Control Review – Major/Tactical



	
	1   Investment Classification

The Investment Classification section documents the investment classification. The IM, OPDIV CPIC Manager and the HHS CPIC Manager and/or HHS CIO answer these questions.

The IM indicates whether the investment is major, tactical, or supporting according to HHS guidelines for classifying investments (refer to CPIC Policy and Procedures for detailed guidance on investment levels). The HHS CPIC Manager and/or the HHS OCIO can change this classification if there are other internal or external factors which affect the level at which the investment should be reviewed. An example would be an investment that is financial in nature or one that is E-Gov and of high interest. 

The HHS OCIO or the HHS CPIC Manager enters the date and rationale for the classification. The IM can view the answers to these questions.

Questions 1.2 – 1.3 should be completed by the IM.

1.2. What is the OMB Investment Type (Major, Non-Major, Moving an existing investment to a PMA e-Gov or LoB common solution, or Partner Agency contributions to PMA e-Gov or LoB initiative?)

The IM has five choices to select from:

Major – a major investment meets one or more of the following criteria:

Has total planned outlays (i.e., DME and Steady State) of $10 million or more in the budget year.

Is for financial management and obligates more than $500,000 annually.

Is otherwise designated by the HHS CIO as critical to the HHS mission or to the administration of HHS programs, finances, property or other resources.

Has life-cycle costs exceeding $50 million.

Non-Major (If non-major is selected go to question 1.3)

Tactical – Has planned total outlays (i.e., DME and Steady State) of $3 million or more in the budget year or is otherwise designated by the HHS CIO as significant to the HHS mission or to the administration of HHS programs, finances, property or other resources.

Supporting – Has planned total outlays (i.e., DME and Steady State) of less than $3 million in the budget year or has been designated by the HHS CIO as a supporting IT investment.

IT investment of a larger asset - IT migration investment portion of a larger asset and for which there is an existing business case for the overall asset. Description of the IT investment should indicate the UPI of the major asset investment of the managing partner.

Partner Agency contributions to PMA e-Gov (GovBenefits, Recreation One-Stop IRS Free File, E-Loans, USA Services, Disaster Management, SAFECOM, E-Vital, Grants.gov, E-Training, E-Rulemaking, Expanding Electronic Tax Products for Businesses, Federal Asset Sales, International Trade Process Streamlining, Recruitment One-Stop, EHRI, E-Clearance, E-Payroll, E-Travel, Business Gateway, Consolidated Health Informatics, Geospatial One-Stop, IAE, E-Records Management, E-Authentication) or LoB initiative (one of the six Lines of Business: Financial Management, Human Resources Management, Grants.gov/Grants Management, Federal Health Architecture, Case Management, Information Systems Security) – Partner agency funding contribution represents resources provided by partner agency for a joint effort for more than one agency. Description of the IT investment should indicate the UPI of the major asset investment of the managing partner.
  - No Value

1.3 If it is a Non-Major, is it a Tactical or Supporting investment?

Tactical – Has planned total outlays (i.e., DME and Steady State) of $3 million or more in the budget year.

Supporting – An IT investment that is not designated as a major or tactical IT investment. Has planned total outlays (i.e., DME and Steady State) of less than $3 million in the budget year.

Questions 1.2, 1.3 and 1.4 are answered by the Investment Manager.

Questions 1.5.a, 1.5.b, 1.6, 1.7 and 1.8 are answered by the HHS OCIO/HHS CPIC Manager.
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Note: Major/Tactical investments should be released to the HHS Critical Partners. Supporting investments should be released to the HHS CPIC Manager.

	
	2   Investment Release/Promotion Process

2.1 Should this investment be included in the CPIC review portfolio?

If the IM answers “Yes,” the investment is “released” from the Home Portfolio to the governance review level Portfolio selected in Question 2.2.

What is the next Select/OMB Submission governance review step for this investment?

The CPIC Manager answers this question, either at the OPDIV level or the HHS level as appropriate. Answering this question and question 2.1 with "yes," automatically adds this investment to the appropriate governance review portfolio and eventually to the Ex. 53.

*Please refer to CPIC Procedures for this step.

2.3 What is the next Control/Evaluate governance review step for this investment?

The CPIC Manager answers this question, either at the OPDIV level or the HHS level as appropriate. Answering this question and question 2.1 with "yes," automatically adds this investment to the appropriate governance review portfolio.

*Please refer to CPIC Procedures for this step.

	
	3   Governance Review Tracking
The CPIC Manager, or whoever supports IT governance board activities, completes the questions in the Governance Review Tracking section regarding governance review tracking documents, the current CPIC status, the review cycle, the latest level of governance review approval, the date of the latest governance review, next review date/milestone, and provides a summary of comments and results from the actual review. The CPIC staff provides a recommendation regarding the investment based on all data previously recorded and reviewed.

	
	4   Investment Quality Scoring

The Investment Quality Scoring section has one question, which the CPIC     Team answers. (If answered “yes,” it will be promoted to HHS for re-scoring.) This occurs during the HHS business case review cycle in the May/June and August.

	
	5   Additional Review Documentation

The CPIC Team is responsible for collecting this supplemental information.  Additional Review Documents section provides links to additional review documentation for further information regarding the investment. Links to business case briefings, PMT data, minutes from board meetings, etc. can be found in this section.
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	2.02 Select Review Report Forms and 
2.04 Evaluate Review Report

These are read only forms used to evaluate data already entered from previous data entry forms.


	
[image: image25]
	2.03.01 Control Review – Major/Tactical

	The purpose of the Control/Review form is to provide OPDIV and HHS management with a mechanism to access key information regarding investments in order to conduct a review of the project(s). Summary form 2.03.01. Control Review – Major/Tactical consists of five form tabs: CPIC Governance Record, Investment Summary – Major/Tactical, HHS Approval/Status, OPDIV Approval/Status and Project Status Report Control Summary.
Controlling the Investment - 2.03.01 Control Review – Major/Tactical.  Select the drop-down list from the Forms Tab folder; expand the 2.03 Control Review folder. Expand the 2.03.01 Control Review – Major/Tactical form.
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	CPIC Governance Record
	The first tab of this form (above), CPIC Governance Record contains background information on the status of the investment, including information regarding the Investment Release/Promotion Process, Investment Classification, Governance Review Tracking, Investment Quality Scoring, and Additional Review Documentation. The data are entered originally on form 2.01.01 CPIC Governance Record during the Select Phase. Most of the data entry fields on this form tab are either “read only” or are entered by the CPIC team or governance board. It is updated to reflect decisions made during the Control Phase. Questions 1.4a. regarding review level, is answered by the OPDIV CPIC Manager and section 1.6, regarding the investment classification, is answered by the HHS OCIO. Section 3 provides a space to discuss the CPIC status of the investment, such as the review cycle, the results of the reviews, and CPIC staff recommendations for the investment.


[image: image260.png]


[image: image27.emf]
	Investment Summary
	The second tab of this form, Investment Summary – Major/Tactical (illustrated below), consists of information regarding Investment Summary, Dependencies, Full Business Case, and CPIC Staff Recommendations. This form tab is identical to data captured on form 2.06.01. Investment Summary – Major/Tactical, which is used for investment level review. Like form 2.06.01, much of the data entry fields on these Investment Summary forms are “read only” and reflect data originally captured during the Select Phase. General Information and the Summary and Spending Summary tabs of 6.02.01 – Ex. 300).
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	HHS Approval/
Comments
	The HHS Approval/Comments tab provides forms for the 5 critical partners (Acquisition, Enterprise Architecture, Finance, Security, Human Resources) and for the HHS CPIC Manager to recommend the investment for approval or list conditions or reasons responsible for the denial of approval.
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	OPDIV Approval/
Comments
	The OpDiv Approval/Comments tab provides forms for the four critical partners (Acquisition, Enterprise Architecture, Finance, and Security) and the OpDiv CPIC Manager to recommend the investment for approval or list conditions or reasons responsible for the denial of approval.
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	Project Status Report

	The fifth tab of this form, Project Status Report, contains a summary of the overall health of the investment, including cost, schedule, risk and performance issues. This form tab provides an opportunity for the Investment Manager to explain any variances associated with the IT initiative and to attach a Corrective Action Plan (CAP) or propose and justify re-baselining.  Many of the data entry fields on the Project Status Report forms are “read only” and were originally captured during the Select Phase on form 6.02.03 – Ex. 300, tab Cost and Schedule.
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	In addition, the Project Status Report tab includes information (illustrated below) regarding the Current Approved Baseline vs. Actuals. Approved Baseline vs. Actuals is captured from data entered in the EVM worksheets 4.01 – 4.03 and displayed on form 6.02.01 – Ex – 300, Cost and Schedule Tab. The Current Approved Baseline Vs. Actuals compares the OMB approved baseline and actual results for this phase, segment, or module of the investment. In this table, for each major investment milestone planned (scheduled) what percentage of work actually completed and the cost of completing it is recorded.
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	This tab also contains a section, Baseline Change Request (BCR) (illustrated below), where the Investment Manager has an opportunity to propose and justify re-baselining. Any proposed re-baselining requires the review and approval of the HHS ITIRB and OMB.
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	In answering Sections 1 -5, the CPIC Manager, or designated data provider, should provide short text answers to clarify whether any cost, schedule, risk or performance issues will affect successful implementation of the investment.
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	2.05 Critical Review Partners Sign-Off Sheet

These forms are designated to be completed by the Critical Review Partners.

	Critical Partner Reviews
	At multiple junctures in the CPIC process, OPDIV and Department-level Critical Partners review investment forms for thoroughness, accuracy, and quality of the responses. Using Acquisition, Enterprise Architecture, Finance, Human Resources, Performance, and Security expertise, the Critical Partners sign-off before the investments advance to the HHS ITIRB for final review and approval. The key reviews general occur in the Pre-Selection process.
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	2. 06.01 Investment Summary

	This form is used for executive level review.  The form provides basic investment information including the investment alignment, summary of spending, financial summary and risk information. 

Reviewing the Investment – 2.06.01 Investment Summary – Major/Tactical 

Select the drop-down list from the Forms Tab folder; expand the 2.06 Investment Summary folder. Select form 2.06.01 Investment Summary – Major/Tactical
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	The Investment Summary consists of three tabs:

6. Investment Summary

7. HHS Approval/Comments

8. OPDIV Approval/Comments

The data for the first tab is automatically inserted from other forms (Exhibit 300 forms).  The only purpose for its appearance here is for read-only review of the data.  HHS and OPDIV reviewers will use the second and third tabs for comments and approval of the data.  

	Investment Summary
	The Investment Summary tab consists of six sections:

· The information for these tabs is populated by the 2.05.01 Department Level Sign-Off Sheets.

1   General Investment Information

Investment Name:

Investment Classification (Major, Tactical, Supporting):

Level of Review:

Description:

Sponsor Name:

Investment Manager Name:

Lifecycle Phase:

	HHS Approval/
Comments
	The HHS Investment Approval/Comments tab consists of six sections:

Information pulled from the 2.05.01 Department Level Sign-Off Sheets.

	OPDIV Approval/
Comments
	The OPDIV Investment Approval/Comments tab consists of five sections:

Information pulled from the 2.05.02 OPDIV Level Sign-Off Sheets.
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	3.0 HHS CPIC Data
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	3.01 Categorization

	The purpose of the categorization section is to identify investments that are specifically required by law, or that support a cooperative business process. 

Creating a New Investment Concept - 3.01 Categorization

Select the drop-down list from the Forms Tab folder; expand the 3.0 HHS CPIC Data folder. Select form 3.01 Categorization.
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	The Categorization form consists of eight questions the Investment Manager must answer. This section only addresses selected questions (i.e., mainly those questions requiring narrative answers).  The remaining questions, which are not addressed, are yes/no, drop-down lists, select from a menu, self-evident, or populated from another form.  All fields, which are not read-only, should be completed.

	Categorization
	1   Categorization

1.1
Is this investment required by specific legislation?

This is a drop-down response.  If the answer is “yes,” questions 1.2 and 1.3 will require a response.
1.2
If the answer to question 1.1 is "Yes", then please answer the following question: did the legislation include funding?

This is a drop-down response with the choices of: With Funds, Without Funds, Not Applicable, or No Value.
1.3
Identify the specific legislation that requires this investment.

Provide a narrative response citing the statute and the specific statutory language. 

1.4
What effect would approving this investment have on the budget (increase base, base neutral, decrease base through increased efficiencies)?


One of five selections, including Not Applicable and No Value, must be selected from the drop down box.
1.5
What would be the impact on the sponsor’s program of not fully funding this investment?

Select a choice from the drop-down list of: Not Applicable, Low, Medium, High, and No Value. 

1.6
Is any aspect of this investment supporting an essential COOP business process?

(COOP Plan - Addresses the subset of an organization's missions that are deemed most critical; usually written at headquarters level; not IT focused. Provides procedures and capabilities to sustain an organization's essential, strategic functions at an alternate site for up to 30 days.)
Select a choice from the drop-down list of: Yes, No, and No Value. 
1.7
Has the Data Council reviewed any proposed data collections associated with this investment?

Select a choice from the drop-down list of: Yes, No, Not Applicable, and No Value. 
1.8
If yes, what was the date of the review?
Select the date from the drop-down calendar.

Use the tables below to add investments that depend on this investment or that this investment supports.
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	3.02 Strategic Alignment

	The Strategic Alignment form is intended to give an indication of the range and depth of the investment’s support of the strategic goals and objectives in several categories. The Strategic Alignment form is scored for internal HHS and OPDIV goals. 

Creating a New Investment Concept - 3.02 Strategic Alignment

Select the drop-down list from the Forms tab folder; expand the HHS CPIC Data folder. Select form 3.02 Strategic Alignment.
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	HHS Alignment
	1   Overview/Instructions

The HHS Alignment indicates how well the investment supports:

· Healthcare

· Public Health Promotion and Protection, Disease Prevention, and Emergency Preparedness

· Human Services

· Scientific Research and Development

· Responsible Stewardship and Effective Management

In the alignment group boxes select High, Medium, Low, or Not Applicable for each strategic objective and IRM Goals in the list.

· A High response indicates that the goal is the reason why the investment exists and the investment is a primary factor in achieving the goal.

· A Medium response indicates that the investment significantly helps to achieve the goal.

· A Low response indicates that the investment helps to achieve the goal but the overall impact is low.

· A Not Applicable indicates that the investment has no impact on the goal.

	
	2   Alignment to HHS Strategic Objectives

Please indicate the primary HHS strategic objective this investment supports:

From the drop-down menu select the primary HHS strategic objective the investment supports.
· Broaden health ins. and long-term care coverage

· Increase health care service availability and accessibility

· Improve health care quality, safety, cost and value

· Recruit, develop and retain a competent health care workforce

· Prevent the spread of infectious diseases

· Protect the public against injuries and environmental threats

· Promote and encourage preventive health care, including mental health, lifelong healthy behaviors and recovery

· Prepare for and respond to natural and man-made disasters

· Promote the economic independence and social well-being of individuals and families across the lifespan

· Protect the safety and foster the well-being of children and youth

· Encourage the development of strong, healthy and supportive communities

· Address the needs, strengths and abilities of vulnerable populations.

· Strengthen the pool of qualified health and behavioral science researchers

· Increase basic scientific knowledge to improve human health and development

· Conduct and oversee applied research to improve health and well-being

· Communicate and transfer research results into clinical, public health and human service portfolio

· Effective management of Human Capital/Information Technology/Resources

How aligned is this investment to each of the DHHS strategic objectives listed above?
Select High, Medium, Low, or Not Applicable for each DHHS strategic objective listed. It is not necessary to show a linkage to all DHHS strategic objectives; however your project should align with at least one. 

	
	3   DHHS IRM Alignment

Please indicate the primary HHS IRM Goal this investment supports:

From the drop-down menu select the primary HHS IRM Goal the investment supports.
How aligned is this investment to each of the DHHS IRM strategic goals listed below?

Select High, Medium, Low, or Not Applicable for each DHHS IRM strategic goal listed. For more information regarding the HHS IRM strategic goals, please go to the following link: http://www.hhs.gov/ocio/ea/documents/transitionplan.html`

	
	4   Alignment Scoring

The prior responses in this HHS Alignment tab are assigned a score.    These scores range from a low of 0 to a high of 9.  These scores are used in the overall ranking calculations for the portfolio.

	OPDIV Alignment
	The OPDIV Alignment tab is comprised of the following 12 sections:

9. ACF Alignment

10. AoA Alignment

11. AHRQ Alignment

12. CDC Alignment

13. CMS Alignment

14. FDA Alignment

15. HRSA Alignment

16. IHS Alignment

17. NIH Alignment

18. OIG Alignment

19. PSC Alignment

20. SAMSA Alignment

21. Alignment Scores

Each OPDIV will use its applicable section (select 1 through 12) and then the alignment scores are shown in section 13.

OPDIV Alignment Sections

The Investment Managers should respond to their respective OPDIV section.  Select High, Medium, Low, or Not Applicable for the investment’s alignment to the OPDIV strategic goal listed.

Alignment Scores Section

How are OPDIV Alignment Scores calculated?

OPDIV Score (0 - 9):

Simple Average of OPDIV Scores

Individual scores can be: Low (3), Medium (6), High (9)
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	3.04 Project Status Report

	This section will be populated and covered in other forms
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	3.05 Post-Implementation Review (PIR)

	The Post-Implementation Review (PIR) form is used by the Project Manager and the Independent Reviewer to document the PIR results of a fully deployed and operational IT project. Investments or projects that are cancelled during the Select or Implementation Phase will also use this form.  There is an area for Investment Manager comments, independent conclusions, and independent recommendations. 
Documenting the PIR Form 3.05– Post-Implementation Review

Select form 3.05 Post-Implementation Review (PIR) Form from the drop-down list of forms.
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	The formal PIR usually occurs 6 to 12 months after the system becomes operational, or, in the case of an investment cancelled prior to going into operation, immediately after  no later than 1 month after the investment’s cancellation under the CPIC governance process. There are 3 sections to the form. 

	Post Implementation Review
	1   PM Comments 

The first area is for the Investment Manager or Project Manager (PM) to document comments. This section of the form includes explanations in regards to cost, schedule or performance variances, life cycle factors or other events that had significant impact on the investment, and an area to discuss lessons learned. There are 3 questions to be answered.   Be sure to include any policies or best practices that were developed during the planning, development, or implementation of the system that could help future similar projects.

	
	2   Independent Conclusions 

The second area is designated for the Independent Reviewer. There are a series of questions for the reviewer to complete after making an assessment of the system. The assessment could include personal interviews and/or written surveys with designers, implementers, and users of the system, review of existing investment documentation and operational plans, and discussions with OPDIV CPIC Managers, Investment Managers, and/or the HHS CPIC Team. 
Independent reviewers focus on these key areas:

· Cost and Schedule baselines 

· Operational, legislative, regulatory, and policy requirements

· Operational benefits 

· User satisfaction

· System performance

· Compliance with HHS Enterprise Architecture

· Operational, documented, interfaces

· Technology issues

· Testing, risk management, and training effectiveness

· General issues

	
	3   Independent Recommendations 

In the last section of the form, the Independent Reviewer answers the final question:  “What recommendations for policy or procedural change can be taken from the above conclusions to improve the management of similar future investments?”
The reviewer documents all final recommendations in this box based on the data collected and reviewed for the investment. This information is used to apply “lessons learned” regarding the investment.
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	3.06 System Evaluation Report

Form under redesign – To be an Operational Analysis (OA) results report (link to new OA Guidance Notice, when available)

	Investment Mangers are required to conduct an annual Operational Analysis to determine whether the asset is meeting program objectives and the needs of the owners and users, as well as performing within baseline cost, schedule, and performance goals. The System Evaluation Report Form 3.06 has five questions.

System Evaluation Form 3.06 – System Evaluation Report

Select form 3.06 System Evaluation Report Form from the drop down list of forms.
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	System Evaluation Report
	The answers to these questions provide information regarding adequacy of operation and maintenance plan and whether the project is meeting the originally planned cost, schedule and performance goals. The Investment Manager then provides an assessment of the system and recommends either continuation, discontinuation, or changes to it. This report is the project’s self-assessment steady state system, not an independent review, as in the Post-Implementation Review. Information below provides further details regarding these questions and some example data.

	
	1  General Information
1.
Are operational plans/requirements adequate and updated?

· If not properly maintained, a capital asset’s useful life can be shortened dramatically, thereby reducing the return on the taxpayers’ investment.  Day-to-day operation and maintenance of an asset must be carefully planned.  In addition, the projected costs associated with the day-to-day operation and maintenance of the asset must be factored into the asset’s procurement and tracked throughout its lifecycle. 

· The elements of an O&M plan include:

· For scheduled preventative maintenance:

· Sign-offs to instill personal responsibility

· Training of user staff; and, 

· Tracking of labor and material costs.

· For predictable corrective maintenance:

· Budget expenditure for minor maintenance and repair; and,

· Maintenance contracts.

· To respond to this question address the following:

· List the name(s) and date(s) of your O&M plan documents. Discuss how your O&M plan addresses the issues identified above. 

	
	2.
Does the system continue to meet business needs?
The Operational Analysis should determine whether the asset is meeting program objectives and the needs of the owners and users, as well as performing within baseline cost, schedule, and performance goals.  To answer this question address the following:

Explain the methodology (i.e., user focus groups, formal user satisfaction surveys, independent assessment, etc.) for determining whether the project is continuing to meeting program objectives and the needs of the owners and users.

Provide the date of your Operational Analysis document. 

Summarize the results of the Operational Analysis.  Specifically, address how the project is meeting the cost, schedule and performance goals and measures.  (The cost, schedule and performance goals and measures should be consistent with your updates to the business case

	
	3.
What external changes will impact this system?
An IT investment that is operational or steady state, must demonstrate the investment has undergone an E-Gov Strategy Review as part of the agency’s Enterprise Architecture (EA).  An E-Gov review is a comprehensive review and analysis performed on legacy systems and IT investments with a strategy for identifying smarter and more cost effective methods for delivering performance.  

All investments must prove that the investment is meeting the needs of the agency and delivering the expected performance or that the investment is being modernized and replaced consistent with the target EA and EA transition strategy.  An E-Gov review requires completion of all sections of the business case with particular focus on the following:

[Performance Goals and Measures must identify the performance goals for the investment as it stands today;

Project Management must address all four questions;

Alternatives Analysis must be performed with a future-focus;

Project and Funding Plan requires results of Operational Analysis and demonstration as to whether the asset is performing within baseline cost, schedule and performance goals; 

All business case answers must demonstrate review of alternative ways to perform the business with a specific focus on E-Government or e-business technologies and supporting the President’s Management Agenda.  IT investments must explain how they support the expansion of electronic government. Whenever applicable, address support for each of the three elements of electronic government: (a) Increased access and reduced burden through use of the Internet and e-Business technology; (b) selection and evaluation of IT investments based on citizen needs; and (c) collaboration with Federal, State, local and tribal Governments. Collaboration includes: Joint development or implementation of technology or applications, acquisition of systems that complement and are interoperable with existing systems in the Federal Government and data-sharing across governmental boundaries.

To respond to this question address the following:

Provide the date of your E-Gov Strategy Review documents.

Summarize the findings of your E-Gov Strategy Review.

	
	4.
Is the system still affordable?
The response to this question should address the following:

Enter the actual O&M cost and compare to the original planned O&M costs.  Describe the Operational Analysis results for cost and schedule.

Describe the E-Gov Strategy Review cost-benefit results.

Explain the sources of ongoing maintenance funding and whether the budget is sufficient.

	
	5.
Based on your knowledge of the system, should the system be:

This question asks for the Investment Manager’s judgment regarding the system. Select the appropriate response for the system from the drop-down list:

Kept and extended to other parts of Agency

Kept generally as it is with routine maintenance and enhancements

Kept, but it needs major business enhancements to enact anticipated business requirements

Kept, but it needs major technical enhancements to remain maintainable and support anticipated growth

Replaced because the system does not meet the business needs

Replaced because the current system is no longer technically viable

Retired and not replaced
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Note:  Reviewers of steady state investments who are required to review and score investments will look at another form, the Evaluate Review Form, which contains this report plus data from the business case and its most relevant sections, investment summary and alternative analysis. In addition, a series of performance measures based on the investment data contained in the business case are calculated to assist in the decision-making process in regards to the investment. This includes data on maintenance costs, the number of years to retirement, potential alternatives, risk scores, and HHS alignment. Investment Managers can look at this data, found under Form 2.04.01 Evaluate Review in the PMT.
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	3.07 Data Entry Required for Critical Partner Reviews

	Data Entry Required for Critical Partner Reviews Form 3.07

Select form 3.07 Data Entry Required for Critical Partner Form from the drop down list of forms.

	508
	Instructions
This form provides the information to support the HHS IT CPIC Select phase pursuant Section 508 of the Rehabilitation Act (24 USC 734D) http://intranet.hhs.gov/508/training/ or http://www.section508.gov and HHS Section 508 Policy to ensure accessibility of Electronic and Information Technology (EIT) investments for persons with disabilities. 

http://intranet.hhs.gov/iimc/access/
or

http://www.cms.hhs.gov/InfoTechGenInfo/03_Section508.asp
Refer to the User Instructions for more information. For assistance contact your OPDIV’s section 508 Coordinator. See www.hhs508.org for a list if OPDIV Section 508 coordinators.

	
	Investment Information

Investment Contact Name:  Enter the investment Contact person’s name in the text field.

Contact Phone Number:  Enter the contact person’s 10 digit phone number in the text field.

Operating Division:  Select your operating division from the drop-down menu.

Is your OPDIV 508 Coordinator part of your OPDIV’s CPIC Review process?  Select a choice of yes, no or no value from the drop-down list. 

[image: image50.png]


Note:  Contact you CPIC coordinator if you are unsure as to whether your 508 coordinator is part of the CPIC review process in your agency.

	
	Question 1

1. What are the Section 508 applicable standards for this Major or Tactical IT Investment?
Select a yes, no, or no value answer from the drop-down menu for each criteria in the table below. Select each Section 508 standard group that applies to your investment. 
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Note:  The Functional Performance Criteria [1194.31] and Information, Documentation, and Support [1194.41] standard sets nearly always apply.
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	Question 2

2a.
Have you identified any difficulties in meeting these standards?

Select a yes, no, or no value answer from the drop-down menu.

If “Yes,” what difficulties have you encountered?

Select a yes, no, and no value answer from the drop-down menu for each applicable criteria in the table below.


[image: image53.png]Criteria
System Unmet/Partialy Vet Provisions

System Environment and Architecture

Appicable Laws or Regulations Affecting the System
Other

Applicable (Yes/No)




	Guidance Notes
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	System Unmet/Partially Met Provisions

[Based upon the most recent vendors’ Voluntary Product Accessibility Template and system design, specific provisions of the Access Board’s Standards for Accessibility of Electronic and Information Technology

· Not met

· Partially met,

Claimed as exception Describe any exceptions.  Identify possible BACKOFFICE or CONTRACT INCIDENTAL exceptions.]

System Environment and Architecture

[Any environmental or technical factors that raise special accessibility concerns, such as nonstandard technologies, version dependencies, known assistive technology interoperability issues, etc. Include any mandated software needed to access the system and information, such as plug-ins and client programs]

Applicable Laws or Regulations Affecting the System

[Laws or regulations that establish specific requirements that will inhibit the accessibility of data/information in the system biometric security requirements

· the law or regulation is not within the HHS purview (i.e. the FAR),

· the stated law or regulation mandates a particular technology or set of technologies

· how conforming to Section 508 would result in a fundamental alteration of the technology involved

Describe the mechanism for alternative means of providing access to the function provided by the regulated technology.]

Other

2b. Explain your answer to 2a.:

Enter your explanation in the text box provided.

	
	Question 3

3.
Who is responsible for ensuring that the contract language will include applicable Section 508 requirements as required by the HHS Acquisition Regulations (HHSAR)?

Enter the name of the person responsible in the text field provided.
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Note:  Provide the name and contact information. Phone number and email are especially helpful. If the person is in a transitional or temporary role, be sure to input the position and project office name.

3a.
Has this person attended the Section 508 Phase II training?

Select yes, no, or no value from the drop-down menu.
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Note:  The Section 508 Phase II is a live, 2-hour training offered in conjunction with the HHS Office on Disability. It should not be confused with the Phase I web-based course.

If “Yes,” what is the date in which the training was attended:

Select the date the training was attended by the person from the drop-down calendar.

3b.
Will change requests for new or changed EIT (Electronic and Information Technology ) Items include 508 specifications for meeting requirements?

Please refer to the links at the top of this section for 508 specifications for meeting requirements. By selecting “yes,” you are confirming that you have a process in place to ensure that this happens.

Select yes, no, or no value from the drop-down menu.

	
	Question 4

Rate the vulnerabilities of non-compliance:

Select from the drop-down menu severe, significant, limited, or no value.
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Note:  Consider the size of target user community. In particular, the potential for persons with disabilities to be significant users of the system and the possible impact of societal aging.

4a.
Who will be the end-users of the EIT components of this system?

Select from the drop-down menu employees, public, both, neither, or no value.



Section 508 only applies to EIT used by employees or members of the public. Systems used exclusively by contractors qualify for an exception to Section 508.

Identify the impact of non-compliance with Section 508:

Select a yes, no, or no value answer from the drop-down menu for each criteria.
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	5a. Explain your answer to 5:

Explain your answers to question 5 in the text box provided.

Indicate the type or nature of impact that a risk event occurrence could have on system assets and activities due to known Section 508 issues. To the extent possible, discuss the scope of the impact [e.g. costs, number of people potentially affected, FTE’s that would be necessary to remediate given a short time frame.]

	Acquisition
	Acquisition Overview

This form provides necessary information to the HHS Acquisition Critical Partner Team
Step 1:  Review the data in table 1. This data is shared with form 4.04 Acquisition/EVM Contract Compliance and has been added for reference.

Step 2:  Answer the questions in Table 2.

Step 3:  Based on the answers to questions in Table 1, respond to questions 1a - 5a in section 2 –Acquisition Detail on an as needed basis.

Step 4:  Based on the answers to questions in Table 2, respond to questions 6a – 10a in section 2 – Acquisition Detail on an as-needed basis.

Table 1:  (Data is populated from form 4.04 Acquisition/EVM tab)
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	Table 2:  Answer questions 6.1 – 10.1 selecting an answer from the drop-down list in each box.
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	Acquisition Details

Respond to questions 1a. – 5a. on an –as need basis, based on the answers provided in Table 1.

Respond to questions 6a. – 10a. on an –as need basis, based on the answers provided in Table 2.

	Financial Management
	Instructions

The questions in the tab should be answered for those Major and Tactical investments with one or more of the following characteristics:

a. Reported in part 1, Mission Area 1 (Financial Management) on the HHS Exhibit 53.

b. Reporting a percentage of expenditures as budget execution, budget formulation or financial management.

c. Federal Enterprise Architecture Business Reference Model mapping = 402 (Financial management)

Financial Management Data Entry

1.
Does this investment include systems that support financial planning or budgeting activities, accumulate and report cost information, or support the preparation of financial statements through collecting, processing, maintaining, transmitting, and reporting data about financial events? (Reference OMB Circular A-127)

Select yes, no, or no value from the drop-down list.

2.
Does this investment include financial management application(s) from the HHS inventory of financial management systems?

Select yes, no, or no value from the drop-down list.

2a.
If Yes, Identify the financial management application(s) from the HHS inventory of financial management systems associated with this investment.

Input your answer in the text boxes in the table provided.
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	3.
Does this investment include a financial or mixed financial system or application that will exchange data with UFMS (this includes NIH NBS and CMS HIGLAS)?

Select yes, no, and no value from the drop-down list.

3a.
If yes, Identify the system application.

Input the answer in the text field provided.

3b.
If not, explain why not.

Input the answer in the text field provided.

	Human Resources
	In this section there are a series of four question sections that are self explanatory. Please answer the questions by selecting choices from the drop-down list or entering the answers in the text box where appropriate.
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	4.0 HHS Earned Value Management (EVM)

Excerpts taken from the HHS Primavera The PMT Earned Value Management Quick Guide March 2007

	The Earned Value Management (EVM) functionality in The PMT allows EVM data to be collected through The PMT, while also populating the Exhibit 300. There are eight forms in The PMT that facilitate the collection, calculation, and reporting of EVM data. They can be found in the folder:  4.0 HHS Earned Value Management and subfolder 4.1 HHS Earned Value Management Archive. The table below summarizes their use. 
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Note:  Skip to form 4.03 for investments with currently approved baselines


	4.01 Plan Setup (Original and Baseline Change Request)
	The starting point for EVM users, this form supports data gathering to set up the original baseline as well as any potential future rebaselines.

	4.02 Current Plan
	Provides a read-only view of the externally approved milestone plan and the contractor and government cost detail tables summarized by element of cost (i.e. Hardware, Software, Labor).

	4.03 Tracking Actuals/Analysis
	During investment execution, which can include Planning, Acquisition, and Operations & Maintenance, this form is used to enter the Planned Value (Budget Cost of Work Scheduled), the Earned Value (Budgeted Cost of Work Performed) and the actual costs (Actual Cost of Work Performed).  

	4.04 Acquisition/EVM Contract Compliance
	OMB Acquisition Plan requirements and Federal Acquisition Regulation requirements relating to EVM are addressed in this form.  Contract and Task Order data, as well as contractor EVMS validation and surveillance data, are summarized here.  This data is shared with the Exhibit 300 and transmitted to OMB.

	4.05 Corrective Action Plan / Baseline Change Request Uploads
	Investment Corrective Action Plans (CAPs) and Baseline Change Requests (BCRs) which can be uploaded as Microsoft Word documents, are stored here.

During the course of investment execution, it may be necessary to address and correct variances from the approved baseline plan.  There are two procedures in place to accomplish this.

1.
Corrective Action Plan (CAP) see 4.05 for more detail

2.
Baseline Change Request (BCR) see 4.05 for more detail

	4.06 High Priority Investments
	HHS has identified certain investments as High Priority based upon investment mission and general environment.  Investments identified as High Priority will use this form to address a core set of criteria: 1) Baseline Validity 2) Current Cost & Schedule Variance 3) Project Manager Qualifications 4) PMA Agenda – Investment is not duplicated in other agency portfolios.

	4.07 Data Conversion
	Provides a means for converting data to meet new OMB requirements.  Tables are provided for updating contract types and creating high priority corrective action plan tasks.

	4.1.01 Original Milestone Plan
	Provides a read-only view of the original milestone plan for the investment.
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	4.01 Plan Setup (Original and Baseline Change Request)

	Select the drop-down list from the Forms Tab folder; expand the 4.0 HHS Earned Value Management folder. Select form 4.01 Plan Setup (Original and Baseline Change Request)
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	The Plan Setup (Original and Baseline Change Request) Worksheet is designed to capture and report performance measurement baseline information, both for new investments and for existing investments with baseline changes.  It has been organized around six form tabs:

22. Plan Setup Instructions

23. Plan Setup (Orig/BCR)

24. Proposed Cost Detail

25. Initial Cost Detail

26. Internally Approved Plan

27. Externally Approved Plan
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Note:  The milestones available have been increased from 50 to 60 lines.

	Plan Setup Instructions
	The Plan Setup Instructions tab consists of two sections:

28. Name of Investment

29. Instructions

This tab provides basic instructions regarding the different uses of this form.  Please review these directions before moving forward.

	
	1   Name of Investment 

Enter the name of the investment.

	
	2   Instructions

Baseline Change Request Instructions

This section provides basic instructions for entering, updating, and recording approvals for investment milestone cost and schedule data.  General notes for OMB Guidance are also provided in this section.

Note:  This form is used for new investment baselines and for submitting rebaseline requests on existing investments.  When submitting a rebaseline request, the Baseline Change Request (BCR) is submitted using form 4.05.

	Plan Setup (Orig/BCR)
	1   Explanation 

Please provide an explanation for the rebaseline request.

Complete this field only if the new investment milestones represent a baseline change.  It is not necessary to complete this section if the milestones represent a baseline for a new investment.  Use this text field to enter a summary explanation for the Baseline Change Request (BCR).  The explanation should be drawn from the BCR submitted and uploaded in form 4.05 Corrective Action Plans / Baseline Change Request Uploads.  Refer to the HHS CPIC Guidance Notice, Establishing and Controlling Performance Measurement Baselines, May 7, 2007, for further information on uploading these documents. 
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Note:  Don’t forget to upload the completed and approved Rebaseline Request Documentation and Justification document into form 4.05 Corrective Action Plan / Baseline Change Request Uploads.

	
	2   Milestone Setup

Based on criteria outlined in CPIC Policy, investments will be designated either for OPDIV or HHS approval status.  For more detailed information, refer to HHS CPIC Policy and HHS CPIC Guidance Notice, Establishing and Controlling Performance Measurement Baselines, May 7, 2007.

A review and approval level designation may be either HHS ITIRB or OPDIV ITIRB.  Form 2.01.01 “CPIC Governance Record” shows the review and approval level established by the HHS ITIRB in question 1.5.a. and the clearance level in question 1.5.b.  Major investments are always cleared at the HHS Departmental level.

· Investment Level of Review and Approval - CPIC Governance Form 2.01.01 CPIC Governance Record Q.1.5.a dictates level required for milestone plan review and approval.  This will be set at either OPDIV or HHS.

· Investment Level of Clearance - CPIC Governance Form 2.01.01 CPIC Governance Record Q.1.5.b dictates level required for milestone approval clearance.  This will be set at either OPDIV or HHS.  Major investments are always cleared at the HHS Departmental level.

· OPDIV Approval Status.  Upon OPDIV ITIRB approval, the Internally Approved Status of the latest baseline is changed to “Approved” by the OPDIV staff designated to make the baseline approval changes in the PMT.  This action populates the Internally Approved Milestone Plan tab.  If an HHS level of Clearance is not required, then it will automatically populate the Externally Approved Milestone Plan tab as well.

· HHS Approval Status (if assigned an HHS Approval or Clearance Level).  Upon OPDIV ITIRB approval and HHS ITIRB approval (if review and approval level is set to HHS) or upon HHS Clearance (for major investments with OPDIV review and approval level), the Externally Approved Baseline tab is populated.
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Note: Once all approvals are complete and all tabs have been populated, then the Approval status must be reset to “No Value”.

The Milestone table is used to create the initial milestone baseline as well as any future milestone rebaselines. 

Complete the following data fields in this table:

· Description of Milestone sufficient to describe the work
· Type –identify milestone type (DME or Steady State)

· Proposed Start Date – the proposed start date for the milestone

· Proposed End Date – the proposed end date for the milestone

· Funding Agency – enter the appropriate agency; for most, this is HHS

The following fields are populated with data calculated in this or other forms.  These fields do not require any data entry:

· Initial Planned Cost ($ millions) – calculated from the data entered in the Initial Cost Detail tab.  This is the sum of the government and contractor initial costs for each milestone.

· Proposed Cost ($ millions)-calculated from data entered in the Proposed Cost Detail tab.  This is the sum of the government and contractor proposed costs for each milestone.

· Proposed duration (in days) - calculated based upon the Proposed Start Date and Proposed End Date (excluding weekends)
· Initial Planned Completion Date  - pre-populated based on BY08 OMB Submission)
· Completion Date – this is the end of the life cycle for the overall investment

	
	3   Milestone Cost Comparisons

There is no data entry in this section.  It is provided to assist in milestone data review.  The Proposed Current Externally Approved Plan milestones will auto populate to assist with comparisons of the rebaseline against the current Externally Approved plan.  This comparison is used as a check point before approval by the designated OPDIV or HHS Approver.
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	Proposed Cost Detail
	There are two tables to complete on this tab, the Contractor Proposed Cost Detail table and the Government Proposed Cost Detail table.  Each table requires entering planned costs by element of cost (i.e., Hardware, Software, and Labor).  Proposed costs for each milestone will be calculated as the sum of the total contractor and total government proposed costs.

Proposed Cost ($M) on the Milestone Plan table = 
Gov HW + Gov SW + Gov Services/Labor + Gov Other + 
Ctr HW + Ctr SW + Ctr Services/Labor + Ctr Other

	
	2   Contractor Proposed Cost Detail

For each Milestone, enter the contractor costs by element of cost (i.e. Hardware, Software, Labor, or Other).  
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	3   Government Proposed Cost Detail

For each Milestone, enter the government costs by element of cost (i.e. Hardware, Software, Labor, or Other).
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Note:  The data in the Description of Milestone and Milestone Type columns are shared with the Milestone Plan contained in the “Plan Setup (Orig/BCR)” Tab.  Updates to the “Proposed Cost Detail” TAB will also update the Milestone Plan contained in the “Plan Setup (Orig/BCR)” Tab.  

	Initial Cost Detail
	There are two tables to complete on this tab, the Contractor Initial Planned Cost Detail table and the Government Initial Planned Cost Detail.  

2   Contractor Initial Planned Cost Detail
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	3   Government Initial Planned Cost Detail
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	Initial Planned cost will be calculated as the sum of the total contractor and total government initial planned costs for each milestone.
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Note:  The data in the Description of Milestone and Milestone Type columns are shared with the Milestone Plan contained in the “Plan Setup (Orig/BCR)” TAB .  Updates to these categories in the “Initial Cost Detail” TAB will also update the Milestone Plan contained in the “Plan Setup (Orig/BCR)” TAB.

	Internally Approved Plan
	There is no data entry required on this tab. This form generates a record of the internally approved milestone plan.  

Milestone data will populate the tables on this form (Internally Approved Milestone Plan, Internally Approved Contractor Cost Data, and Internally Approved Government Cost Data) once OPDIV and, if necessary, HHS approval(s) have been registered in the PMT under the Plan Setup (ORIG/BCR) tab.  Refer to the HHS CPIC Guidance Notice, Establishing and Controlling Performance Measurement Baselines, May 7, 2007, for further information.

	Externally Approved Plan
	There is no data entry required on this tab. This form generates a record of the externally approved milestone plan.  

Milestone data will populate the tables on this form (Externally Approved Milestone Plan, Externally Approved Contractor Cost Data, and Externally Approved Government Cost Data) once OPDIV and, if necessary, HHS approval(s) or clearance(s) have been registered in the PMT under the Plan Setup (ORIG/BCR) tab.  Refer to the HHS CPIC Guidance Notice, Establishing and Controlling Performance Measurement Baselines, May 7, 2007, for further information.  The externally approved Milestone Plan is considered the current baseline.  Actual cost and performance will be tracked against this baseline plan.
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	4.02 Current Plan

	Select the drop-down list from the Forms Tab folder; expand the 4.0 HHS Earned Value Management folder. Select form 4.02 Current Plan.

There is no data entry required on this form.  This form provides a record of the current externally approved Milestone plan and is populated from the Externally Approved Plan tab of form 4.01 Plan Setup (current and Baseline Change request).
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Note:  The milestones available have been increased from 50 to 60 lines.
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	4.03 Tracking Actuals/Analysis

	Select the drop-down list from the Forms Tab folder; expand the 4.0 HHS Earned Value Management folder. Select form 4.03 Tracking Actuals/Analysis.

The form is organized into six tabs:

· Instructions

· Actual Cost Detail

· BCWS/BCWP

· Milestone Metrics

· Investment Summary

· Open Milestones Summary

The Tracking Actuals/Analysis form provides the means to indicate EVM Milestone data status during project execution.  The fundamental EVM data elements are recorded here.  These include the investment Planned Value (or BCWS), Earned Value (or BCWP), and Actual Cost (or ACWP).  
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Note:  The milestones available have been increased from 50 to 60 lines.

	Instructions
	Instructions

The general instructions for this form consider both data entry requirements and analysis guidelines.  Review the instructions before entering data into the remaining tabs.

Data Shared with Exhibit 300

The baseline data and actual cost and completion date will be shared with the Cost and Schedule Performance section of the Exhibit 300. A subset of the Investment Summary EVM calculations will also be included in the Exhibit 300.

	Actual Cost Detail
	As the investment execution begins and actual costs are collected they should be entered and analyzed in this form.  Similar to the Cost Detail tabs in the Milestone Setup form, the Actual Cost Detail tab includes four cost types, or elements of cost (Hardware, Software, Services/Labor, Other) for both contractor and government costs. Total milestone costs will be calculated based on the sum of HW, SW, Services/Labor, and Other categories for Contractor and Government.

	
	1   Contractor Milestone Actual Cost Detail

For each milestone, enter the actual costs by element of cost (i.e., hardware, software, labor).
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	2   Government Milestone Actual Cost Detail

For each milestone, enter the actual costs by element of cost (i.e. hardware, software, labor).

The summary of the total government and contractor actual costs will be reflected in the Exhibit 300 Cost and Schedule Performance section and the BCWS/BCWP tabs. It will be used to calculate EVM metrics in the Investment Summary tab.
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	Actual Cost ($M) on the Actual Cost Detail table = 

Gov HW + Gov SW + Gov Services/Labor + Gov Other + Ctr HW + Ctr SW + Ctr Services/Labor + Ctr Other

	BCWS/BCWP
	Performance data are entered into the BCWS/BCWP form tab.  

1   Report Date and “As of” Date

1.) Enter the date the report is submitted in the PMT. (Reports are usually due on the 12th of each month, unless otherwise instructed by the HHS OCIO, so for example, the report date would show submittal date of April 12, 2007 if the report was submitted on the April 12, 2007 due date.)

2.) Enter the date through which EVM reporting data have been collected.  The “As of” date should reflect the end of the current reporting period (e.g., 3/31/2007 for reporting data through month end). 
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Note: This is critical to the HHS Watchlist; make sure the “As Of” date is the end of the month date, or the date through which data has been collected for BCWS, BCWP, and ACWP.  In most cases, this would be the end of the month.

	
	2   

BCWS (Budgeted Cost for Work Scheduled, or The Planned Value) and BCWP (Budgeted Cost for Work Performed, or The Earned Value) will be calculated based on the approved baseline. The total BCWS, BCWP and ACWP (Actual Cost for Work Performed, or Actual Cost) will also be reflected in the Exhibit 300 Cost and Schedule Performance and Investment Summary tab.

Important:  If a new baseline has been externally approved, update your actual cost and planned and actual percent complete values to ensure the EVM metrics reflect the new baseline.

	
	3   Planned & Actual Percent Complete

Complete the following four columns in the Planned & Actual Percent Complete table:

· Planned % Comp **

· Actual Start Date

· Actual End Date

· Actual % Comp
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	** Often, the completion rate of a milestone is not in a linear fashion and thus can have a greatly skewed BCWS.  This category allows an investment to account for a non-linear completion rate and provide an accurate BCWS.

A linear calculation would set the planned percentage complete equal to the elapsed time even if the work that was expected to be completed did not have the same percentage as the time elapsed in the schedule.  As an example, the planned % complete for the monthly reporting period on a specific milestone may be 30% of the work expected to be completed at that time even though the project may be 50% through the schedule between the start date and end date for the milestone.

As another example, a milestone has a10-day duration and a planned cost of $10M. Five days into the milestone, the linear BCWS is $5M. However, because you plan to perform most of the work in days 7 and 8, this BCWS is not accurate. The Planned % Comp field allows you to account for these cases, by showing the planned performance.

The table below illustrates an example of Planned % Complete (Planned Value, or Budgeted Cost of Work Scheduled) versus Actual % Complete (Earned Value, or Budgeted Cost of Work Performed)
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Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec Total

$ Planned % Complete (BCWS) 5 10 15 25 25 50 35 25 20 15 10 5 240

$ Planned % Complete (BCWS)cum 5 15 30 55 80 130 165 190 210 225 235 240 240

% Planned % Complete (BCWS) 2% 4% 6% 10% 10% 21% 15% 10% 8% 6% 4% 2% 100%

% Planned % Complete (BCWS)cum 2% 6% 13% 23% 33% 54% 69% 79% 88% 94% 98% 100% 100%



Planned % Complete
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Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec Total

$ Actual % Complete (BCWP) 0 10 10 30 25 50 25 25 20 195

$ Actual % Complete (BCWP)cum 0 10 20 50 75 125 150 175 195 195 195 195 195

% Actual % Complete (BCWP) 0% 4% 4% 13% 10% 21% 10% 10% 8% 0% 0% 0% 81%

% Actual % Complete (BCWP)cum 0% 4% 8% 21% 31% 52% 63% 73% 81% 81% 81% 81% 81%



Actual % Complete


	
	In the table above, note that even though the project is 75% complete based on a linear calculation of cumulative project time elapsed (9 periods complete of 12 total periods), the Planned % Complete is calculated at 88% because the project is executing a non-linear, time-phased budget.  The project also provides monthly Actual % complete values based upon the value of the work completed.  In the above example, the project reports Actual % Complete at 81% based upon the cumulative total for the BCWP.

	Milestone Metrics
	There is no data entry required for this tab.  The tab generates data for EVM analysis.

The EVM Metrics in this form tab are organized by milestone and can help pinpoint where specific issues may be occurring in the investment’s performance.

The cost and schedule variances and cost and schedule performance indices by milestone are calculated to easily isolate the variances in the investment baseline.

Important: The values in the EVM Milestone Detailed Metrics table will only calculate if the Milestone Check value is green.  

The milestone check indicator identifies if there are any missing milestone type values based on values entered for actual costs. If the indicator is red, review the milestone type column values in the EVM Analysis Form – Actual Cost Detail Form Tab and select the appropriate values.

	Investment Summary
	There is no data entry required on this tab.  This tab generates and summarizes data for EVM analysis.  However, a documentation upload is required.  See the EVM graphs section for more details.

Based on the actual data provided, the key EVM metrics will be calculated for the entire investment.  The EVM Foundational Metrics table on the Investment Summary tab provides a summary of the EVM foundational metrics (BAC, BCWS, BCWP, ACWP).

The EVM analysis metrics will be reflected in the Exhibit 300 Cost and Schedule Performance.

EVM Foundational Metrics
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	EVM Analysis Metrics

The EVM metrics will calculate for the investment when the milestone check indicator is green and the values for BCWS and BCWP are generated.
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	The EVM Analysis Metrics table includes a series of EVM analysis metrics that are calculated at the investment level by milestone type (DME and Steady State) and Total. These include:

· Cost Variance = BCWP – ACWP 

· Cost Variance % = (CV/BCWP) x 100%

· Cost Performance Index (CPI) = BCWP/ACWP

· Schedule Variance = BCWP – BCWS

· Schedule Variance % = (SV/BCWS) x 100%

· Schedule Performance Index (SPI) = BCWP/BCWS

· Estimate at Completion 1 (EAC1) = ACWPcum + 1/CPI x (BAC – BCWPcum)

· Estimate at Completion 2 (EAC2) = ACWPcum + 1/(CPI x SPI) x (BAC – BCWPcum)

· Variance at Completion 1 (VAC1) = BAC - EAC1

· Variance at Completion 2 (VAC2) = BAC – EAC2

· Variance at Completion 1 % (VAC1) = (VAC1/BAC) x 100%

· Variance at Completion 2 % (VAC2) = (VAC2/BAC) x 100%

· Estimated Cost to Completion (ETC) = EAC1 - ACWP

· Expected Completion Date

	
	EVM Graphs

On a monthly basis upload a document with a performance curve graph plotting BCWS, BCWP, and ACWP from inception of this phase or segment / module through the latest report.  The performance curve should plot the ACWP curve to the estimated cost at completion (EAC) value.  

In addition to the performance curve graph, provide EVM variance analysis.

	Open Milestones Summary
	There is no data entry required on this tab.  This tab generates and summarizes data for EVM analysis.  The Open Milestones Summary tab shows the Cost and Schedule variance for those milestones that are deemed open.  (Open Milestones are defined as having an actual percent complete between 0 – 100.)  The entire investment metrics are provided for comparison purposes.
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	4.04 Acquisition/EVM Contract Compliance

	Select the drop-down list from the Forms Tab folder; expand the 4.0 HHS Earned Value Management folder. Select form 4.04 Acquisition/EVM Contract Compliance

	Review the instructions and OMB Exhibit 300 data sharing note before proceeding to the other tabs.

30. Update/complete contract tables

31. Track contract compliance

32. Contract compliance plans

Data Shared with Exhibit 300

The contract/task order details on the Acquisition/Contract Info tab will be shared with the Acquisition Strategy section of the Exhibit 300 except for the “Contractor Name” and “ANSI/EIA STD-748 Independent Validation” columns.

Complete the table for all (including all non-Federal) contracts and/or task orders currently in place or planned for this investment. Total Value should include all option years for each contract. Contracts and/or task orders completed do not need to be included. This tab includes all the data regarding contracts and task orders that are required by OMB. Please complete the three tables before moving on to the questions. Three columns in this form tab are shared with the EVM Contract Compliance tab: “Contract Number,” “Contract Name” and “EVM in Contract?”
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	Questions:

Follow the step by step instructions to complete the questions that follow the Acquisition / Contract Info table.

	
	1   EVM Compliance

This section includes a series of questions followed by the Contractor EVM Compliance table and the Surveillance tables to be completed by the Investment Manager. 

The “Type” field has been changed from an open text field to a drop-down list. To ease this transition, use the Contract Type tab of the data conversion form 4.07 Data Conversion.

Before answering the question “If yes, does the contractor(s) have independent validation that their EVM process is ANSI/EIA STD-748 compliant?” for all contractors it is recommended that the two tables be completed.

1. Does this investment have contract(s)/a project charter requiring the use of EVMs that meets ANSI/EIA STD-748 standards (specifying what data and analysis the contractor(s) or in-house team must provide)? 

Select from the choices in the drop down menu: Yes, Partially, No, and No Value. Note: Tier 1 investments are required to meet the ANSI/EIA STD-748 EVM standard and should answer this question as “yes.”

2. Does the investment have open DME milestones?

Select from the choices in the drop down menu: Yes, Partially, No, and No Value.
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Note:  If the answer to question 2 is no, the remainder of this form tab does not need to be filled out.

3. If question 2 was answered yes, answer questions 3. Does the contractor(s) have independent validation that their EVM process is ANSI/EIA STD-748 compliant? 

Select from the choices in the drop down menu: Yes, Partially, No, and No Value.

4. How many contracts are being used to support open DME milestones?

Enter a numeric answer in the text box.

	
	2   Contractor EVM Compliance

In the table below for the contract vehicles where an independent validation of the contractor’s EVM process against ANSI/EIA STD-748 standards has not been verified and/or the required EVM language is not included in the contract, describe the plan to remedy these deficiencies and the planned date for the correction of these deficiencies.  For those contract vehicles requiring deficiency plans, a detailed explanation of the plan can be found on the EVM Compliance Plans Tab.
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	3   Surveillance

For contractors required to have their EVM process independently validated against ANSI/EIA STD-748 standards, list the date when they were last reviewed and validated, if they passed the review, and the date for the next planned review.
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	1   Contractor EVM Deficiency Plans

Contractor names are referenced from the EVM Contract Compliance tab of form 4.04 Acquisition/EVM Contract Compliance.

The data that populate the text fields on this tab correspond to that in the “Plan to Include EVM Contractual Language and/or Perform ANSI/EIA STD-748 Independent Validation” columns of the Contractor EVM Compliance table (located on the EVM Contract Compliance tab). The text fields are intended for you to elaborate on any of the contractor’s plans, if needed.  If the contracts are not yet ANSI/EIA STD-748 compliant, be sure to include a specific date when compliance is expected to be completed.  Any compliance reviews that have been or are expected to be conducted should also be discussed.
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	4.05 Corrective Action Plan/Baseline Change Request Uploads

	If the investment has a Corrective Action Plan or Baseline Change Request, upload the documentation for these on the relevant tab.

Please review the Instructions tab before completing the Corrective Action Plan tab.

The Corrective Action Plan form is completed for those investments that are exceeding the cost and schedule variance of +/- 5%. Briefly describe the plan to correct the variance, track the review status of the plan, and track the date it is approved. Any progress against the plan should also be tracked and reported. Next, complete the Corrective Action Plan Details table and attach any supporting Corrective Action Plan documentation.  For more information on Corrective Action Plans, refer to the HHS CPIC Guidance Notice, Establishing and Controlling Performance Measurement Baselines, May 7, 2007. 
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	Please review the Instructions tab before completing the Baseline Change Request tab. Briefly describe the rebaseline change request and justification and any supporting documents regarding the rebaseline request, track the review status of the plan, the date it is approved and the progress against it. Next, complete the Rebaseline Change Request Details table and attach any supporting corrective action plan or rebaseline justification documentation.  Refer to the HHS CPIC Guidance Notice, Establishing and Controlling Performance Measurement Baselines, May 7, 2007, for further information on rebaseline requests.
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	4.06 High Priority Investments

	Select the drop-down list from the Forms Tab folder; expand the 4.0 HHS Earned Value Management folder. Select form 4.06 High Priority Investments.

	Instructions
	Please review the instructions tab before completing the High Priority Investments tab.

	High Priority Investments
	In the High Priority Investments form, please respond to the questions about the clarity of the goals in the investment’s baseline, whether a qualified Investment Manager has been assigned to the investment, and whether the investment is duplicated with any other investments in the government’s portfolios. Following these questions, you will need to define principal criteria shortfalls and corrective action plans for the investment.
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	5.01 Exhibit 53 and Funding Sources

	The Exhibit 53 & Funding Sources section requires the Investment Manager or designated data provider to establish the investment’s relationship to information technology and E-government.

Establishing the context of the New Investment Concept – 5.01 Exhibit 53 & Funding Sources.

Select the drop-down list from Form Tab folder; expand the 5.0 OMB Exhibit 53 folder. Select folder 5.01 Exhibit 53 & Funding Sources to continue detailing the new investment.
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Instructions
1 Complete/update Exhibit 53 data
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Sunmry tab.
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4 Complete/update Unique Project Identifier (UPT)
Ensure that the Lique Project Identiier (UP) data i correct and complete. The budget year 2009 UL wil populate when sl 7 pece parts are complete,
5 Review Exhibit 53 Summary
Review the data in group box 9 on the Summary tab to ensure al data that is being sent to OMB s part of the Exhibit 53 i correct.





	
	The Exhibit 53 form consists of seventeen tabs:

33. Instructions

34. Summary

35. ACF

36. AHRQ 

37. AoA 

38. CDC 

39. CMS

40. ENT/EGOV

41. FDA

42. HRSA 

43. IHS

44. NIH 

45. OIG

46. OS 

47. PSC 

48. SAMHSA

49. UPI

The Summary and UPI tabs are explained in detail in this section of the guide.  
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Note:  There are tabs for each OPDIV to enter their particular data for their investments.  General information for these tabs is also included.

	Summary
	The Summary tab consists of nine sections:

50. General Information

51. Budget Information

52. Government FTE Cost Distribution (Major/Tactical investments only)

53. Primary FEA Mapping

54. Budget Formulation & Execution

55. Status

56. Homeland Security

57. Reconciliation of Funding Source

58. Exhibit 53 Summary

	
	1   General Information

The information below should be completed by the Investment Manager.  Two fields are required to be completed and are marked with an asterisk (*)

Item Name: (text box field) - (Same as the investment name.)

Investment Portfolio: (selected from a drop-down menu) 

Exhibit 53 Part:  

Entry Description (Select one choice from the drop-down menu)

Part 1. IT Systems by Mission Area 

Select this part if the IT investment directly supports an agency-designated mission area.  For IT investments that cover more than one agency, report in the mission area with oversight of the IT investment. 

Part 2. IT Infrastructure, and Office Automation

Select this part if this investment supports office automation, infrastructure, and telecommunications. 

Part 3. IT Architecture and Planning

Select this part if the IT investment concerns enterprise architecture. Any capital planning and investment control process investments may also be reported separately in this part. Agencies should ensure the investments' UPI codes have the correct Business Reference Model (BRM) primary mapping in order to clearly distinguish EA investments from other planning investments (e.g., EA investments should be mapped to the "Enterprise Architecture" sub-function in the BRM).


Part 4. Grants Management 

Select this part if the IT investment supports grants management operations.

Part 5. Grants to State and Local IT Investments
Report amounts for IT investments representing planning, development, enhancements or implementations of “Grants to State and Local.” Agencies should only report “Grants to State and Local.” Before using Part 5 for anything other than the previously identified, please check with your OMB representative.
Part 6. National Security Systems investments.

Report amounts for IT investments representing planning, development, enhancements or implementations of National Security Systems. Only DoD may use this part.
Exhibit 53 Mission Area: (selected from a drop-down menu)

Investment Type: 

· Planning – Preparing, developing, or acquiring the information you will use to design the IT investment; assessing the benefits, risks, and risk-adjusted life-cycle costs of alternative solutions; and establishing realistic cost, schedule, and performance goals for the selected alternative before either proceeding to full acquisition of the IT investment or useful segment, or terminating the IT investment.  Planning must progress to the point where you are ready to commit to achieving specific goals for the completion of the acquisition. Information gathering activities may include market research of available solutions, architectural drawings, geological studies, engineering and design studies, and prototypes, which may be attached in the HHS Portfolio Management Tool as reference documents.  Note that Planning is a useful segment of an IT investment and depending on the nature of the IT investment, one or more planning segments may be necessary.

· Full Acquisition – The procurement and implementation of an IT investment or useful segment/module of an IT investment. Full acquisition occurs after all planning activities are complete and the agency's Executive Review Committee or IT Investment Review Board selects and approves the proposed technical approach and IT investment plan and establishes the baseline cost, schedule, and performance goals for this phase of the IT investment. 

· Operations and Maintenance (also known as Steady State) – An IT investment that is in operational phase, e.g. an asset, or part of an asset that has been delivered and is performing to meet business needs/strategic goals and objectives.  Steady State activities may modify current capabilities, functionality and performance, but the modifications are not fundamental.

· Mixed Life Cycle – An IT investment that has development/modernization/ enhancement (DME) and steady state aspects. For example, a mixed life cycle IT investment could include a prototype or module of a system that is operational with the remainder of the system in DME stages or a service contract for steady state on the current system, with a DME requirement for a major system upgrade or replacement. This does not include normal refresh cycles for technology which would be considered maintenance.

· Multi-Agency Collaboration – DME activities eventually result in new or changed fundamental capabilities, functionality and performance of an asset.  If any part of an asset is in the Planning or Acquisition Phase, the investment is classified as Mixed Life Cycle.

· No Value

Description – Exhibit 300 (2500 character max) This section is shared with the Exhibit 300 form and is presented here fore reference.

Description – Exhibit 53 (250 character max) This is a very short description of the investment.  Be succinct and clear about what it does.

	
	2   Budget Information

Enter financial and security dollars, numbers in this section are represented in millions (e.g. 1.5 = 1,500,000). Major/Tactical investments are populated by the Summary of Spending table on the Exhibit 300. Supporting investments are populated by the Cost Summary table on 7.01 Supporting Investments form. Investments must be classified on the 2.01.01 CPIC Governance Record form.
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Note:  PY 2007 $ HSPD – 12 Expense added to capture Homeland Security spending.
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	Guidance Notes
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	The Investment Manager is responsible for completing the “BY 2009 $ Fin Mgmt Expense” and “BY 2009 $ IT Security Expense” fields. Indicate the amount of funds to be spent in BY2009 on Financial Management, if any; and IT Security. The system will then calculate the percentage of the total BY09 budget being spent on these two areas.
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Note:  Reference the OMB Circular A-11 Section Exhibit 53 pages 10-11 for definition of security costs.

	
	3   Government FTE Cost Distribution (Major/Tactical investment only)
The Summary of Spending table does not break out FTE costs by DME and Steady State, so Major & Tactical investments MUST identify what percentage of their total Government FTE costs are for DME.  The Budget Information dollars above will then reflect the budgetary resources and FTE costs for Exhibit 53 submission.
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Note:  % to assign to SS (calculated as (100%-DME%)) has been added. This field automatically populates based on % entered for DME.


[image: image106.png]s Government FTE costs are no longer included in the Sumrmary of Spending table, Major investments must identiy what percentage of their total Government FTE costs are
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	4   Primary Federal Enterprise Architecture (FEA) Mapping
BRM Selection

The Primary Line of Business and Sub-function should be confirmed/selected.  
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Note: This data corresponds to that in the first line of the Business Reference Model (BRM) Table on the form, 6.01.04 Federal Enterprise Architecture.

Service Reference Model (SRM) Selection

The Primary Service Type and Component should be confirmed/selected. 
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Note: This data corresponds to that in the first line of the Service Reference Model (SRM) Table on the form, 6.01.04 Federal Enterprise Architecture.

Exhibit 53 Primary FEA Codes

If identified as "1. IT Systems by Mission Area," these codes will insert data from the BRM.  Otherwise, they will insert data from the SRM.
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	5   Budget Formulation & Execution
Please provide an estimated percentage of the total IT investment budget authority associated with Budget Formulation and Execution:

Percentage Budget Formulation (BF) is an estimated percentage of the total IT investment budget authority associated with Budget Formulation.

Include in-house and contractor resources (including personnel) for processing appropriations, apportionments, allotments, obligations, funds control; and all other activities associated with budget formulation. Include contractor support costs.

Budget Formulation involves all activities undertaken to determine priorities for future spending and to develop an itemized forecast of future funding and expenditures during a targeted period of time. This includes the collection and use of performance information to assess the effectiveness of programs and develop budget priorities.

Percentage Budget Execution (BE) is an estimated percentage of the total IT investment budget authority associated with Budget Execution.

Include in-house and contractor resources (including personnel) for processing appropriations, apportionments, allotments, obligations, funds control; and all other activities associated with budget execution. Include contractor support costs.

Budget Execution involves the apportionment and allotment and sub-allotment distribution of budget authority to achieve results consistent with the formulation budget.

	Guidance Notes
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	BE + BF + FM must always equal 100%

BE (Budget Execution) + BF (Budget Financial $’s) + FM (Financial Management $’s) = 100%
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Note:  Percentage Check added to ensure Budget Formulation, Budget Execution and Financial Management do not exceed 100%. Internet Protocol Version 6 (IPv6) added to capture spending dollars regarding IPv6.
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Note:  IT Security – is calculated as a percentage and is entered in as dollars in Section 2 of the Summary tab in the Exhibit 53 in BY 2009 $ Fin Mgmt Expense.
New Requirement: Percentage Internet Protocol version 6 (IPv6) is entered in section 5 of the Summary tab of the Exhibit 53 – report the estimated percentage of the total IT investment [FY 2009] budget authority associated with the agency’s IPv6 implementation.

Guidance: The Department’s IPv6 strategy presumes that the preponderance of the IPv6 technology will come with the normal technology refresh and will not require significant additional cost just for IPv6 implementation.  Therefore, each OPDIV should report only the additional funding that is required to support IPv6 that is over and above your planned technology refresh plans.  If an OPDIV is accelerating a technology refresh as a result of IPv6 guidance and the acceleration increases costs, then incremental cost should be reported.  If an OPDIV requires additional hardware or software components in order to satisfy IPv6 requirements which would not otherwise be required, this should be reported as well.  Similarly any engineering support that is required for development or testing to the extent it increases cost for network support should also be reported.  OPDIVs may anticipate additional funding requirements to test networks, servers, desktops, and applications as a result of IPv6 and should so report.

	
	6   Status
Select from the drop-down menu the Investment C&A Status and Project Management Qualification Status:

Investment C&A status is the current security Certification and Accreditation (C&A) status of the investment's system(s):

(00)—Systems within this investment have not been through the C&A process because the investment is not yet operational.

(02)—None of the systems have gone through the C&A process or have been granted full authority to operate (for operational investments).

(22)—Some or all of the systems within this investment have been through a C&A process, but no systems have been granted full authority to operate.


(25)—Some or all of the systems within this investment have been through a C&A process, some systems have been granted full authority to operate.

(55)—All of the systems within this investment have been through a C&A process and have been granted full authority to operate.

Project Management Qualification Status is the qualification status of the investment's project manager (PM), as described by the CIO memo issued August 18, 2005; subject FY 2007 project management qualification status instructions with 5 attachments including OMB PM Guidance (M–04–19). The following options are available:

(1)—The project manager assigned for this investment has been validated as qualified in accordance with OMB PM Guidance. (Validated PMs include "Validated with Exception".)

(2)—The project manager assigned for this investment is in the process of being validated as qualified in accordance with OMB PM Guidance.

(3)—The project manager assigned for this investment is not validated as qualified in accordance with OMB PM Guidance.

(4)—The qualifications for the project manager named have not been evaluated.

(5)—No project manager is currently assigned for this investment.

(6)—N/A—This is not an IT project.
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Note:  Category 1 Breach and Segment Architecture and High-Proirity List fields have been added to section 6.
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	7   Homeland Security
Supports Homeland Security means an IT investment supporting the homeland security mission areas of 1) Intelligence and warning, 2) Border and transportation security, 3) Defending against catastrophic threats, 4) Protecting critical infrastructure and key assets, 5) Emergency preparedness and response, 6) Other. If the investment supports one of these mission areas, indicate which one(s) by listing the corresponding number(s) listed above. If the investment does not support homeland security, please leave blank.

Example:  The FDA Automated Drug Information Management System (FY08) supports Homeland Security Mission Area: Emergency Preparedness and Response.
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	8   Reconciliation of Funding Source
Please ensure the total funding source dollars match total funding requested. [image: image117.png]


Note:  Line 2 of this table is populated from the Funding Source Data Entry Table located on the OPDIV form tab. The Reconciliation of Funding Sources section is automatically populated with data from the 14 OPDIV tabs and contains a Reconciliation of Funding Source table. This table ensures that the funding sources reflected on the OPDIV tabs match the total DME Steady State from the Cost Summary table on form 6.02.01 Exhibit 300 for DME/Mixed - Cost Summary Tab. 

	
	9   Exhibit 53 Summary
This section represents the Exhibit 53 Line Item for each of the 14 OPDIV tabs.   This section will be populated based on the information provided within the Exhibit 53. 

	ACF

AHRQ

AOA

CDC

CMS

ENT/EGOV

FDA

HRSA

IHS

NIH

OIG

OS

PSC

SAMHSA
	The 14 OPDIV form tabs consists of two sections:

59. General Information

60. Funding Source Data Entry

1   General Information
The Item Name will be populated from General Information section of the Summary tab. The Investment Manager may also edit this field.

2   Funding Source Data Entry
The Funding Source Data Entry section requires the Investment Manager to enter the specific source of the funds used for the investment. The funding amounts are captured for DME and Steady State. Section 2 should also reflect any “user fees” collected that fund the investment (i.e., user fees are only those funds provided by external sources, not another government agency).

	UPI
	1   Exhibit 53 UPI
Investment Name means a definitive name explaining the investment. If the investment name has changed, include the previous name in parentheses. This field is editable, but will be populated with the information entered in the Summary tab.

	
	2
2008 Unique Project Identifier (UPI) means the unique project identifier used to report the investment in the 2007 Budget. As agencies’ capital planning processes mature and investments are aligned to the FEA, the unique project identifiers should be changed to match the appropriate FEA Mappings. Indicating the UPI used for the 2007 Budget process allows cross-walk and historical analysis crossing fiscal years for tracking purposes.

2009 UPI means the identifier depicting agency code, bureau code, mission area (where appropriate), part of the exhibit where investment will be reported, type of investment, agency four-digit identifier, and two-digit investment category code. 
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	How is exhibit 53 coded?

Use the following 17 digit line number coding system to update or complete your exhibit 53 (Each investment identified in the agency's portfolio must have a unique UPI):

	
	Entry Description

XXX–xx–xx–xx–xx–xxxx–xx The first three digits are your agency code (see Appendix C of the OMB Circular A-11 http://www.whitehouse.gov/omb/circulars/a11/current_year/app_c.pdf).

xxx–XX–xx–xx–xx–xxxx–xx The next two digits are your bureau code (see Appendix C of the OMB Circular A-11 http://www.whitehouse.gov/omb/circulars/a11/current_year/app_c.pdf). If this is a department only reporting or represents agency-wide activities, use 00 as your bureau code.

xxx–xx–XX–xx–xx–xxxx–xx These two digits indicate the five parts of the exhibit 53:

01 = Part 1. IT investments for Mission Area Support

02 = Part 2. IT investments for Infrastructure, Office Automation, and

Telecommunications

03 = Part 3. IT Investments for Enterprise Architecture and Planning

04 = Part 4. IT Investments for Grants Management Systems

05 = Part 5. Special Use IT Investments

xxx–xx–xx–XX–xx–xxxx–xx These two digits indicate the mission area. Assign a unique code for each mission area reported.

xxx–xx–xx–xx–XX–xxxx–xx These two digits indicate your agency's type of investment. Select one of the following two digit codes according to the type of investment you are reporting:

01 = Major IT investments 

(see definition in section 53.3 of the OMB Circular A-11 http://www.whitehouse.gov/omb/circulars/a11/current_year/a_11_2006.pdf)

02 = Non-major IT investments 

(see definition in section 53.3 of the OMB Circular A-11 http://www.whitehouse.gov/omb/circulars/a11/current_year/a_11_2006.pdf)

03 = IT migration investment portion of a larger asset and for which there is an existing business case for the overall asset. Description of the IT investment should indicate the UPI of the major asset investment of the managing partner.

04 = Partner agency funding contribution represents resources provided by partner agency for a joint effort for more than one agency. Use the 04 indicator to identify projects where the business case for the major IT investment is reported in another agency's exhibit 53. Description of the IT investment should indicate the UPI of the major asset investment of the managing partner.

xxx–xx–xx–xx–xx–XXXX–xx This is a four-digit identification number to identify a specific IT investment. If a new investment is added to exhibit 53, locate the area of exhibit 53 where you are going to report the IT investment and use the next sequential number as your four digit identification number. To avoid duplicative UPIs, review agency's portfolio before finalizing this identification number for new or updated investments.

xxx–xx–xx–xx–xx–xxxx–XX These two digits identify the investment category of the investment you are reporting. Select one of the following two digit codes according to what you report on the title line:

00 = Total investment title line, or the first time the agency is reporting this particular investment. If this is one of the PMC E-Gov initiatives or an individual agency's participation in one of the PMC E-Gov initiatives, this two-digit code should be "24".

04 = Funding source or appropriation

09 = Any subtotal

	HHS UPI Creation in The PMT
	The Unique Project Identifier has the following format:

AAA-BB-CC-DD-EE-FFFF-GG

Each segment of the identifier is entered or created separately. The UPI will not form until all segments are populated.

The table below describes each section.


	Segment
	Purpose
	The PMT Question Populating
	Location in The PMT Form/Tab

	AAA
	Agency Code
	HHS is always 009
	

	BB
	Bureau Code
	Based on OPDIV
	Summary tab of Form 5.01

	CC
	Part of 53:
	Based on “Exhibit 53 Part”
	Summary tab of Form 5.01

	DD
	Mission Area
	Based on “Exhibit 53 Mission Area”
	Summary tab of Form 5.01

	EE
	Type of Investment
	Based on “Investment Type”
	Summary tab of Form 5.01

	FFFF
	ID Number
	Unique four-digit number
	Manually entered on UPI tab of Form 5.01

	GG
	Part of Investment
	Based on “Part of Investment” (00 unless PMC E-Gov Initiative, which is 24)
	Manually entered on UPI tab of Form 5.01
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	6.0 OMB Major & Tactical Investments

6.01  Exhibit 300 Worksheets
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	6.01.01 Alternative Analysis Worksheet

	
	The Alternative Analysis:

· Summarizes Cost / Benefit Analysis (CBA) results

· Presents the monetary and non-monetary costs and benefits for alternative means to achieve project objectives

· Compares three feasible, mutually exclusive alternatives to the status quo (current situation)

· Presents key financial indicators (Net Present Value [NPV], Return on Investment [ROI – labeled as “Rate of Return” in PMT] and Payback Period (weeks and years) for each alternative

· Recommends a preferred alternative based on aggregate strategic, technical and financial merits

The status quo is included in each analysis.  Simply defined, the status quo represents the current situation (that is, no new development, but continued operation and maintenance in place of development). Acceptable alternatives to the status quo must be feasible (capable of being carried out and reasonable) and mutually exclusive (one alternative must not depend upon another.)  Typically, the preferred alternative is the one that best achieves the investment’s objectives and has the greatest NPV. Rate of return, breakeven year and technical merits are also helpful in determining the preferred alternative. Investments should identify alternatives that go beyond mere technical variations but also explore differences in sourcing, processes, implementation and functionality.   

Documenting alternatives for a New Investment Concept – 

6.01.01 Alternative Analysis Worksheet.

Select the Form drop-down list and select form 6.01.01 Alternative Analysis Worksheet to continue detailing the new investment.
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	The Alternative Analysis Worksheet contains an instructions tab and six form tabs:

61. Setup

62. Alt 1 Detail

63. Alt 2 Detail

64. Alt 3 Detail

65. Alt 4 Detail

66. Alt Summary

	Setup
	The Setup tab consists of four sections:

67. Alternative Analysis

68. Descriptions

69. Baseline Alternative

70. 5 Year Discount Rate

	
	1   Alternative Analysis 

Name of the Investment and Alternative Analysis Date 

Enter the alternative analysis date.

	
	2   Descriptions 

Describe the three viable alternative solutions you considered for accomplishing the agency strategic goals that this project was expected to address. Describe the results of the feasibility/ performance/benefits analysis. Provide comparisons of the returns (financial and other) for each alternative.

Describe the capabilities and related benefits of the status quo and the three alternative solutions. The descriptions should not argue against each other – merely describe the attributes of each alternative.

	
	3   Alternative Name/Description Section

Name/Description of Alternative

Provide a brief (not more than 200 words) description of each alternative. Since the analysis is a comparison, the descriptions should accentuate the differences between alternatives. Describe analysis results concisely; discuss the basis for selecting the best alternative, which may not always be the one with the best NPV or ROI. The comparison of returns should address the ROI and the benefits in quantitative terms. OMB requires that the ROI be provided.

	
	4   Baseline Alternative Section

In this section, indicate which alternative is the Baseline (status quo) alternative.  Current OMB guidance requires that the status quo be recorded when selecting new capital investments.

	
	5   Discount Rate 

Enter the ‘Current 5 Year Discount Rate.’ All other numbers are derived, utilizing the discount rate on this tab as well as all cost and benefit information entered on the ‘Alt Analysis’ tab.

Selecting a Discount Rate.  Cost Benefit Analysis or CBA / AA discount rate policy is found in OMB Circular A-94.  The PMT contains the most recent discount rates.  Determining the correct discount rate is easily done by answering the following three questions and looking up the appropriate rate in PMT (recent PMT rates are shown in the table that follows):
· Do any alternatives include costs or benefits that are external to the Federal Government?
· For what period (years) does the CBA / AA compare costs & benefits?
· Are costs and benefits expressed in current (i.e., “then-year”) or constant dollars?
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	Use End of Year (EOY) discounting.  While a CBA may choose to discount alternative costs and benefits using the most appropriate timing method
, the PMT automatically discounts costs and benefits using EOY calculations.  As a CBA best practice, discount rate sensitivity analysis (and other sensitivity analysis) are encouraged as they increase confidence in the selected alternative.

Constant or Current Year Dollars.   A CBA and AA should reflect cost and benefit estimates using constant dollars (that is, do not include price escalation)
.   However, the PMT allows either a current or constant dollar analysis.  Consistency is the key. If one cost element is shown in current dollars – all cost and benefit elements must be shown using current dollars and discounted using a “nominal” rate.  Otherwise, all costs and benefits must be shown in constant dollars and discounted using a “real” rate.   


For Further Guidance

OMB Circular A-94 – Guidelines and Discount Rates for Benefit-Cost Analysis of Federal Programs provides general guidance for conducting benefit-cost and cost-effectiveness analyses. It also provides specific guidance on the discount rates to be used in evaluating Federal programs whose benefits and costs are distributed over time. 

OMB Circular A-11, Part 7 – Planning, Budgeting, Acquisition, and Management of Capital Assets provides specific guidance for documenting the Alternatives Analysis portion of the Exhibit 300: 
“In selecting the best capital asset, you should identify and consider at least three viable alternatives, in addition to the current baseline, i.e., the status quo. Use OMB Circular A-94 for all investments and the Clinger Cohen Act of 1996 for IT investments to determine the criteria you should use in your Benefit/Cost Analysis.”

	Alt 1 Detail

Alt 2 Detail

Alt 3 Detail

Alt 4 Detail
	The Alternative Detail tabs are identical and require you to enter cost and benefit data for each of the alternatives (baseline plus 3 VIABLE alternatives). Each tab consists of four sections:

71. Alternative 
72. Costs
73. Benefits
74. 5-Year Cost Benefit Analysis

	
	1   Alternative X

Name

Reflects the name given the alternative in the Setup tab.  

Description:

Reflects the description given the alternative in the Setup tab.
2   Costs 

Please enter numbers in millions

Consider costs for planning (initial concept and design), acquisition (full acquisition), and maintenance (steady state). The Cost Elements are rolled up into summary level categories:

· Program Staff (should be used for Government FTEs only. 

· Training & Other Admin (directly supporting the investment).

· Equipment (all non-IT-specific equipment: vehicles, machinery, medical equipment, etc.).

· Contract Services (include a summary of all contracted services)

· Software (software, software licenses.   Software development or ongoing maintenance will most likely be Contract Services)

· Hardware (All IT-specific equipment such as PCs, servers, cabling, server racks, backup power units, modems, etc.)

· Facilities (if dedicated to the project, such as the cost of leasing an off-site disaster recover facility or building a dedicated server room)

· Other (for example: consumable supplies specifically required for the investment).

The IM must provide complete life cycle costs for each alternative, including previous (PY - 1 and Earlier) and projected (BY + 5 & Beyond).

Each year, the fiscal year labels will shift in PMT according to the current year, budget year, and out years.  A completed life cycle for one alternative is shown in the graphic below:
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NOTE:  ALTERNATIVES MUST BE VIABLE – They can be implemented but the solution may cost more or use different technology, etc.


Table: Costs section
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	Guidance Notes
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	Enter costs in constant dollars.  Do not adjust costs for inflation.

Although cost estimates are not inflation adjusted, cost and schedule estimates should be risk adjusted, consistent with OMB Circular A-11, Part 7 Guidance. The underlying assumptions for life cycle costs should be consistent with any assumptions addressed in Section I.A., Project Description, of the Exhibit 300 Complete Form.

Excerpt from OMB Circular A-94, Treatment of Inflation:

7. Treatment of Inflation. Future inflation is highly uncertain. Analysts should avoid having to make an assumption about the general rate of inflation whenever possible. 

a. Real or Nominal Values.  Economic analyses are often most readily accomplished using real or constant-dollar values, i.e., by measuring benefits and costs in units of stable purchasing power. (Such estimates may reflect expected future changes in relative prices, however, where there is a reasonable basis for estimating such changes.) Where future benefits and costs are given in nominal terms, i.e., in terms of the future purchasing power of the dollar, the analysis should use these values rather than convert them to constant dollars as, for example, in the case of lease-purchase analysis. 

Nominal and real values must not be combined in the same analysis. Logical consistency requires that analysis be conducted either in constant dollars or in terms of nominal values. This may require converting some nominal values to real values, or vice versa.
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Note:  Anytime entering dollar amounts using cost tables, dollar amounts will be reflected in MILLIONS. Eg. 1.5 = 1,500,000.

	
	3   Benefits 

Use the table in this section to:

· List the Benefits of the Alternative.  In the first column of the table enter a descriptive name for the benefit, such as “Legacy O&M Savings”, “Reduction in Manual Processing due to Automation”, “Increased Labor Productivity”.  A maximum of five (5) benefits may be entered.

· For each benefit (row), enter the benefit value in millions for each year benefits are expected to accrue.

Make sure your benefits do not begin before investment.  For example, if a system is being designed in FY08, benefits from implementation cannot occur in FY07.  Also, make sure to consider the phase in effects for benefits.  Benefits may begin during implementation, but only at a partial rate.  Once the investment is fully implemented, full benefits can be expected.  Even then, benefits may lag behind implementation.  In some cases, benefits can be negative initially (users do not know how to use the system, interim manual measures are implemented to get the work done, etc.) and then gradually increase over time.  In some cases, investments may not yield the full measure of benefits for several years after implementation.  

Enter specific qualitative benefits for the alternative in the text box below the table.


Table and Text Box:  Benefits Section
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	4   5-Year Cost Benefit Analysis 

This section shows the financial calculations based on the cost, benefit, and discount rate information entered previously.  It is important to remember that these calculations are performed on values from the Budget Year (BY) and forward.  While costs and benefits are entered in prior years as well, these prior year numbers are not used in the CBA calculations.  Financial indicators here are intended to support a future decision – past costs and benefits should not influence decisions about the future.  

Most rows in the top panel of the 5-Year Cost Benefit Analysis table show results for each year of the analysis and then a total over that time period.  The exception is the row titled “Cumulative Discounted Net”.  As it’s name indicates, the values shown year by year represent a running total of the discounted net (discounted benefits – discounted costs).

The four figures shown in the bottom portion of the 5-Year Cost Benefit Analysis are key summary financial indicators:

· Payback Period (Weeks).  This indicator calculates the number of weeks it takes for the present value of benefits to over take the present value of costs.  This is often referred to as a “Break Even Period” because it is the length of time it takes for the investment to “break even” (present value benefits = present value costs).

· Payback Period (Years).  Same calculation as Payback Period (Weeks), expressed this time in years.

· 5 Year NPV ($M).  Net Present Value (NPV) = the present value of benefits minus the present value of costs.  The NPV should be positive (the benefits are greater than the costs).  The higher the NPV value, the better that alternative is in a financial sense.

· 5 Year Rate of Return (%).  This represents the Return on Investment (ROI), expressed as a percentage.  ROI = The present value of benefits – the present value of costs (or NPV), divided by the present value of costs x 100%.  For example, if an investment’s cost is $1 million (present value) and $2 million (present value) in benefits are estimated, the ROI is 100%:
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Table: 5-Year Cost Benefit Analysis section
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	6.01.02 Cost & Benefit Analysis

	The purpose of the Cost & Benefit Analysis form is to display the results of the data entered into the Alternative Analysis Worksheet.  It also shows the financial results for each alternative, comparing the costs and benefits previously developed and shown in the worksheet.
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Note:  This worksheet is mostly read-only, but a few fields, such as the discount rate and the preferred alternative selection can be changed here.  Whatever is changed will also be reflected in the Alternative Analysis Worksheet, and ultimately in the OMB Exhibit 300 submission form, as appropriate.
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	6.01.03 Risk Assessment Worksheet

	The purpose of the Risk Assessment Worksheet form is to assess the risks to which an investment is subject in various categories.
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Note: This worksheet is not your risk management plan, it is an assessment of information.

Assessing Investment Risks – 6.01.03 Risk Assessment Worksheet.

Select the drop-down list from the Forms tab folder; expand the 6.0 Major & Tactical investments folder. Expand the 6.01 Exhibit 300 Worksheets folder. Select form 6.01.03 Risk Assessment Worksheet.
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	The Risk Assessment Worksheet contains six form tabs:

75. Risk for All Projects

76. Risk for IT Projects

77. Secondary Risks (1-10)

78. Secondary Risks (11-20)

79. Risk Summary

80. Risk Management

The Worksheet contains questions requiring the Investment Manager to address risks in nineteen risk categories, eleven of which are included on the first form tab, “Risk for All Projects,” and eight of which are included on the second form tab, “Risk  for IT Projects.” The two additional form tabs identify secondary risks, Secondary Risks (1-10) and Secondary Risks (11-20). The fifth form tab, Risk Summary, is automatically populated with data from the four other tabs. The IM must also identify the date each risk was identified, write a description of the risk, assess the probability (high, medium, basic) of the risk occurring, present a strategy for avoiding or minimizing the risk, and discuss current actions/status for managing the risk. The last tab, Risk Management, is where the Investment Manager answers a series of questions on how the investments risks are being managed.
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Note: Risk Management is a scored focus area.  The score in this focus area influences the HHS ranking and the score in the Program Management focus area of OMB’s scoring of the business case.
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Note: See Risk Management CPIC Guidance Notice (Link to be added when guidance is available.)

	
	Overview

Risk management is concerned with the outcome of future events and how to deal with uncertainties. It is a systematic, iterative process that is a controlled means of dealing with uncertainty. If correctly applied, and an integral part of the overall management process, Risk Management facilitates the identification of risks before they occur and allows for adequate resources to mitigate the negative effects.

	Risk - All Projects
	1   Primary Risks – All Projects

For each of the eleven risk areas for all projects (below), the IM provides the following information:

81. Describe the risk of project failure for the investment in each of the areas of risk, below. Be sure to note:

a. Date Identified 

b. Area of Risk 

c. Impact 

d. Probability of Occurrence 

e. Risk Score

82. Describe the Strategy for Mitigation of the risk

83. Describe the Current Status of the investment


	Area of Risk
	Risk Description

	1.
	Schedule
	What is the risk of not meeting the project schedule?

	2.
	Initial Costs
	What is the risk of not completing within budget?

	3.
	Life-cycle Costs
	Will operations and maintenance costs be within estimates?

	4.
	Technical obsolescence
	What is the risk of the technology becoming obsolete?

	5.
	Feasibility
	What is the risk that the project may not be feasible as planned?

	6.
	Reliability of systems
	Will the reliability of the system be adequate?

	7.
	Dependencies/interoperability
	Are dependencies and interoperability between this investment and others adequately addressed?

	8.
	Surety Considerations
	Are personnel, hardware, software, facilities adequately protected? For services, is the service organization viable, stable, and able to provide services?

	9.
	Future Procurements
	Is there a risk of creating a monopoly for future procurements – Too dependent on one contractor?

	10.
	Project Management
	Capability of agency to manage the investment – Adequate resources available and assigned?

	11.
	Overall project failure
	Overall risk of project failure due to all risks, the level of each, and strategies for mitigation.


	Guidance Note
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	If any of the risk areas are “no value” for your project, you should explain why.
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Note Initial and Life-cycle Costs, Schedule, Security and Overall Risk of Failure, Management, and Project Resources will never be annotated “no value.”

In the Date Identified column, show the date the risk area was addressed in your risk management plan. Both HHS and OMB place major emphasis on actively managing risk, so the date identified in this column should reflect a frequent, active reassessment and management of risk, in the case of existing investments. 

In the Description field (a), describe the potential consequences within and between related risk areas. Consequences are the impacts of failing to achieve the desired outcome. For example, the description can be stated as an “If…..Then…. statement or “Condition… Result…” statement. If such and such happened then such and such could result or the existing condition is described with a possible result listed if the risk is not properly mitigated. 

In the Probability of Occurrence column, you must choose among the following entries for each risk area: (1) High, (2) Medium, or (3) Basic, and use the applicable text, not the number. Basic is “Low” Risk. 

In the Strategy for Mitigation field (b), describe your plans to eliminate, mitigate, or manage identified risks. Mitigation actions should clearly identify the root cause of the risk and how the potential adverse effects will be eliminated or reduced.

In the Current Status field (c), provide a statement that describes the status of the risk and its accompanying mitigation strategy. If the risk has been successfully mitigated, explain the outcome.

Reminder: For existing investments, ensure consistency between the entries in the “Current Status” column for initial and life-cycle costs and schedule with the EVMS variance data in Cost & Schedule Section of the Exhibit 300.

When more than one risk exists for a specific area

The Risk table asks for the primary risk for each area of risk. If there is more than one risk in an area, include in the table the top priority risk for that area. This table is intended as a provision of summary information regarding the risk assessment and plan and is not considered to be the full or complete risk assessment or plan. In question 3, supporting information including the full Risk Assessment and Plan can be attached or a link provided to the plan, which would include all risks that exist in each area, if there is more than one for any area. 

Risk Score

The risk score is a calculated value that combines the degree of impact and degree of probability of occurrence values for the specific risk listed to determine an overall risk score for that category.

Coordination with Security Representatives

It is highly recommended that the completion of the table, i.e., response to this section, be coordinated with OPDIV level information systems security personnel. 

Primary Risks (all projects) versus Primary Risks (IT Projects)

IT risks are included in the second form tab – Primary Risk IT Projects. For IT investments all 19 risk areas need to be assessed. 

	Risk – IT Projects
	1   Primary Risks – (IT Projects, in Addition to All Project Risk Areas)

The purpose of the Primary Risk IT Projects form tab, like the Primary Risk All Projects form tab, is to assess and inventory additional risk categories to which IT investments are subject. 

The Primary Risk IT Projects form tab contains questions requiring the Investment Manager to address risks in eight risk categories. The Investment Manger must also identify the date each risk was identified, write a description of the risk, assess the probability (high, medium, basic) of the risk occurring, present a strategy for avoiding or minimizing the risk, and discuss current actions/status for managing the risk, in the case of existing investments.

For each of the eight risk areas for IT projects (below), the IM provides the following information:

84. Describe the risk of project failure for the investment in each of the categories below. Be sure to note:

a. Date Identified, 

b. Area of Risk, 

c. Impact, 

d. Probability of Occurrence, and 

e. Risk Score

85. Describe the Strategy for Mitigation of the risk

Describe the Current status of the investment


Categories: 

	Area of Risk
	Risk Description

	1.
	Organization / Change Management
	Properly prepared for resistance to change?

	2.
	Business
	Has the potential impact on the business process been adequately addressed?

	3.
	Data / Information
	What are the risks associated with collection, storage, integrity, security, availability, and accessibility of data?

	4.
	Technology
	What is the risk of the technology becoming obsolete?

	5.
	Strategic
	What is the risk that the strategic direction will change, reducing the effectiveness or usefulness of the investment?

	6.
	Security
	Will the system data protection be adequate?

	7.
	Privacy
	Are dependencies and interoperability between this investment and others – adequately addressed?

	8.
	Project Resources
	Are personnel, hardware, software, facilities adequately protected?


	Secondary Risks 1-10

Secondary risks 11-20
	In the third and forth form tabs of the Risk Assessment Worksheet, the IM identifies any secondary risks (i.e., these are risks that have not been identified by HHS or OMB in the first two form tabs as Primary Risks).

For each of the secondary risks identified, the IM provides the following information:

86. Describe the risk of project failure for the investment in each of the categories below. Be sure to note:

a. Date Identified, 

b. Area of Risk, 

c. Impact, 

d. Probability of Occurrence, and 

e. Risk Score

87. Describe the Strategy for Mitigation of the risk

88. Describe the Current status of the investment

	Risk Summary
	The Risk Summary form tab provides a summary of risk management assessments in the 19 risk management categories, and any identified secondary risks, automatically populated from data entered into the other four form tabs.

	
	1   Primary Risks 

What is the overall primary risk area? (Select a choice from the drop-down menu)
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	2   Secondary Risks 
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	3   Average Scores
Section 3 of the Risk Summary form tab, Average Scores, will also be (automatically) calculated by the PMT tool based on the answers to the previous questions.
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	Risk Management
	The Risk Management tab offers an opportunity to present to investment reviewers evidence of risk management planning in a convenient summary.  

The aim of risk management is to ensure that risks are identified at project inception and their potential impacts allowed for and accepted, where possible, so that the risks or their impacts are minimized. Risk management is an integral part of project management on the project. Risk management processes are utilized from project initiation through development, maintenance and operations, and end only when the project/system is shutdown or retired.

A risk is an uncertain event or condition that, if it occurs, has a positive or negative effect on a project objective. Risk is one of those words that immediately conjure up an image of something bad, but it is important to remember that risk can provide positive benefits as well as negative ones.

Risk management is the systematic process of identifying, analyzing and responding to project risk. The need to manage risk increases with the complexity of the investment. It is an ongoing process that requires continuous risk identification, assessment, planning, and monitoring, and response.

You should have performed a risk assessment during the early planning and initial concept phase of this investment’s life-cycle, developed a risk-adjusted life-cycle cost estimate and a plan to eliminate, mitigate or manage risk, and be actively managing risk throughout the investment’s life-cycle.

89. Does the investment have a Risk Management Plan? Yes/No

a. If “yes,” what is the date of the plan?

b. Has the Risk Management Plan been significantly changed since last year’s submission to OMB? Yes/No

c. If “yes,” describe any significant changes:

	Guidance Note [image: image142.wmf]
	1c.
The frequency with which a risk plan should be updated depends on the type of investment and varies depending on the size, scope, current life-cycle phase, and risk level and/or types of risks for the investment.

	
	90. If there currently is no plan, will a plan be developed? Yes/No

a. If “yes,” what is the planned completion date?

b. If “no,” what is the strategy for managing the risks?

	Guidance Note [image: image143.wmf]
	91. Briefly describe how investment risks are reflected in the life cycle cost estimate and investment schedule (O&M investments do not need to answer this question):

3.
The answer for question 3 should tie the results of the risk assessment tabs to the development of the project schedule and investment funding.  Schedules and funding amounts for high risk areas should take into consideration necessary resources (time and/or materials) to successfully mitigate risks. 
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	6.01.04 Federal Enterprise Architecture

	The purpose of the Federal Enterprise Architecture (FEA) Worksheet is to demonstrate alignment with the FEA.  To successfully address this focus area, an investment must demonstrate that it complies with the FEA; that its compliance with the FEA is an integral part of the HHS CPIC process; and that the investment is mapped to and supports the FEA through linkage to the Business, Service Component and Technical Reference Models. For additional information on the FEA and the Federal Reference Models, go to http://www.whitehouse.gov/omb/egov/a-2-EAModelsNEW2.html
Documenting the Enterprise Architecture – 6.01.04 Federal Enterprise Architecture Worksheet.

Select the drop-down list from the Forms Tab folder; expand the 6.0 OMB Major & Tactical Investments folder. Expand the 6.01 Exhibit 300 Worksheets. Select form 6.01.04 Federal Enterprise Architecture Worksheet to continue detailing the new investment.
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	The Federal Enterprise Architecture (FEA) Worksheet is used to complete the four reference model tables that constitute the FEA, as represented by four tabs:

92. Business Reference Model (BRM)

93. Service Reference Model (SRM)

94. Technical Reference Model (TRM)

95. Performance Reference Model (PRM)
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Note:  As the HEAR Tool is the HHS system of record for enterprise architecture, most of the data for the Exhibit 300 will be imported from the HEAR tool to the PMT, including the SRM and TRM tables. The imported data will populate the entire Enterprise Architecture tab with the exception of questions 3 and 3.a. which were recently added to the Exhibit 300.

	BRM
	The BRM is a function-driven framework for describing the business operations of the Federal Government independent of the agencies that perform them. The BRM provides an organized, hierarchical construct for describing the day-to-day business operations of the Federal Government. While many models exist for describing organizations - organization charts, location maps, etc. - this model presents the business using a functionally driven approach. The Lines of Business and Sub-functions that comprise the BRM represent a departure from previous models of the Federal government that use stovepiped, agency-oriented frameworks. The BRM is the first layer of the Federal Enterprise Architecture and it is the main viewpoint for the analysis of data, service components and technology. 
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Note:  For assistance with determining the placement of investments within the BRM, please consult your OPDIV architect.

The BRM has a three-tiered hierarchy with Business Areas at the highest level followed by Internal/External Lines of Business and Business Sub-Functions.

	
	1   General Information

*Item Name

Item name will be populated or maybe edited here.

2   

*Home Portfolio

Home Portfolio name will be populated here.

3   Business Reference Model Table

The BRM is a function-driven framework for describing the business operations of the Federal Government independent of the agencies that perform them. The BRM provides and organized, hierarchical construct for describing the day-to-day business operations of the federal government.

The BRM has a three-tiered hierarchy

Tier 1: Business Areas

Tier 2: Lines of Business (LOB)

Tier 3: LOB Sub-Functions

Instructions:

Step 1: Select the appropriate LOB Sub-Function from the “BRM Selection” table.

Step 2: Click Submit

Step 3: Review “Business Reference Model” table. Business Area, Line of Business and LOB Sub-Function are populated based on Step 1.

The first line of the Reference Model Table, notated by the asterisk (*), are the primary lob and sub-function which will be used in the Exhibit 53. The rest of the rows are for internal purpose only.

4   BRM Selection Section

Provides item specific hierarchies

The Selection Box is used to provide item specific hierarchies, using the provided drop-down lists. The drop-down lists provide six-digit numeric codes eliminating the Business Area and Line of Business abbreviations. Choose the specific Sub-Function(s).  Sub-Function selections will populate all of the columns in the Business Reference Model table below.
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	PRM
	The PRM attempts to leverage the best of existing approaches to performance measurement in the public and private sectors, including the Balanced Scorecard, Baldrige Criteria, Value Measurement Methodology, program logic models, the value chain, and the theory of constraints. In addition, the PRM was informed by what agencies are currently measuring through PART assessments, GPRA, Enterprise Architecture, and Capital Planning and Investment Control. Agencies’ use of the PRM will populate the model over time. The PRM is currently comprised of four measurement areas:
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Note:  For assistance with determining the placement of investments within the PRM, please contact your OPDIV architect.

Mission and Business Results

The Mission and Business Results Measurement Area of the PRM is intended to capture the outcomes that agencies seek to achieve. These outcomes are usually developed during the agency budget and strategic planning process prescribed under GPRA, and approved by the PART.

Customer Results

The Customer Results Measurement Area of the PRM is intended to capture how well an agency or specific process within an agency is serving its customers. This is a critical aspect of successful E-Government.

Processes and Activities

The Processes and Activities Measurement Area is intended to capture the outputs that are the direct result of the process that an IT initiative supports. These outputs are much more under the control of federal programs and generally contribute to or influence outcomes that are Mission and Business Results and Customer Results. This Measurement Area also captures key aspects of processes or activities that need to be monitored and/or improved.

Technology

The Technology Measurement Area is designed to capture key elements of performance that directly relate to the IT initiative. An IT initiative generally can include applications, infrastructure, or services provided in support of a process or program.

1   General Information

*Item Name
Item name will be populated or maybe edited here.

2   

*Home Portfolio

Home Portfolio name will be populated here.

3   Performance Reference Model Measurement & Results   

The PRM is structured around Measurement Areas, Measurement Categories and Measurement Groupings.  The PMT will populate these items in the second table, “Performance Reference Model" based on selections made in the "PRM Selection" table.

Instructions:

Step 1: From the drop-down menu select appropriate Measurement Grouping(s) in “PRM Selection” table (Measurement Groupings prefixed with “…”)

Step 2: Click “Submit”

Step 3: Review “Performance Reference Model” table. Measurement Area, measurement Category and Measurement Grouping are populated based on Step 1.

Step 4: Complete outstanding fields in “Performance Reference Model”

	
	4   PRM Selection   
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	5   Performance Reference Model
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	Guidance Note
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	The FEA is being constructed through a collection of interrelated "reference models" designed to facilitate cross-agency analysis and the identification of duplicative investments, gaps, and opportunities for collaboration within and across Federal Agencies. These models are defined as:
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Note:  OMB has eliminated ‘Table 1’ for reporting performance and now requires the use of  ‘Table 2’ for all investments. This new table also includes the column ‘Strategic Goal(s) Supported,’ which was previously only found in Table 1. See “6.01.06 Data Conversion” to adjust tables.

The HHS OCIO has established the 16 Strategic Objectives from the HHS Strategic Plan 2007-2012 plus Effective Management of Human Capital/Information Technology/Resource Management as the 17 choices for the “Strategic Goal(s) Supported” column.
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	Please refer to the link below for more information on the FEA Reference Models.

http://www.whitehouse.gov/omb/egov/a-2-EAModelsNEW2.html


	
[image: image155]
	6.01.05 Security and Privacy (Information Systems)

	The Security and Privacy form contains questions requiring the Investment Manager to focus on compliance with governing laws, policies, standards and procedures for information protection, user authentication, network intrusions and threats, protection and control of “personally identifiable information,” and management of security risk.  
The Security and Privacy form captures data regarding the individual INFORMATION SYSTEMS that are associated with IT INVESTMENTS – not the IT Investment itself.  All Major IT Investments will have one or more associated information systems.  Therefore, all Major IT investments will have a Security and Privacy form for each associated system.  Tactical and Supporting IT investments may have one or more associated information systems.  To determine the name of the IT information system(s) associated with an investment, refer to the Exhibit 300 Security and Privacy Tab for Major and Tactical IT investments.  Refer to the Supporting IT investment Form 7.01 to determine the name of the information system(s) associated with Supporting IT investments.

On a NIGHTLY basis, security data for only “FISMA Reportable” systems is imported from the FISMA database  to the OPDIV and Enterprise Information Systems Portfolios in the CPIC Portfolio Management Tool (CPIC PMT). This security data imported from the FISMA data base (FISMA PMT) pertains to “Operational” systems only.  Security data for systems in planning or the systems associated with the development, modernization or enhancement portions of mixed life cycle investements is not imported.

OMB requires that all Major IT investments report at least one associated information system.  Systems that are not “FISMA Reportable” are not included in the nightly import.  If your Major IT investment has an associated system(s) that is “not FISMA Reportable”, then you must report the name of the information system to the Prosight Help Desk.  The PMT Support Team will add the name of the “not FISMA Reportable” information system to the appropriate information system portfolio in the CPIC PMT.  You must then manually enter the security data for these “not FISMA Reportable” information systems using the Security and Privacy form 6.01.05. You can then use the linking procedures described for the Security and Privacy Tab and the Supporting IT investment Form 7.01 to complete the association. 

Detailed Instructions for Completing Form 6.01.05
[Note: Complete this form for EACH Information System associated with a particular Investment]
Select the drop-down list from the Forms Tab folder; expand the 6.0 OMB Major & Tactical Investments folder. Select and expand the 6.01 Exhibit 300 Worksheets folder Select form 6.01.05 Security and Privacy (Information Systems).
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	1   Instructions

This form relates to OPDIV INFORMATION SYSTEMS, not INVESTMENTS, and must therefore be used with the appropriate Information System Portfolio from the “item” drop-down menu above.

When using the Security and Privacy form make sure you have chosen an information system not an investment.

2   General Information
This section will be pre-populated. Review this section to concur that the Name of the System and domain is correct, if not, then make corrections.

3   System Information
The Investment Manager must answer all three questions in this section. 

Bureau: Select the appropriate Operating Divison from the drop down list.

*Agency or Contractor Operated System: If the system is operated by contractors and government select Contractor & Government from the drop down list. If the system is operated by contractors select Contractor Only from the drop down list. If the system is operated by government select Government Only from the drop down list. If none of the three choices fit then select No Value.

	
	5   Systems in Planning 

(MANUAL INPUT by CPIC Users – APPLIES TO SYSTEMS IN PLANNING OR IN MIXED LIFECYCLE)
Security data for systems in planning or the systems associated with the development, modernization or enhancement portions of mixed life cycle investements is not imported from the FISMA data base to the CPIC PMT.  Therefore, you must manually enter data in the Systems in Planning table.
Systems in the Planning or Full Acquisition phases or Mixed Lifecycle, answer the two questions in this section.

Planned Operational Date: Select the correct planned operational date from the drop down calendar.

Planned or Actual C&A Completion Date: Select the correct C&A Completion date (even if it is a planned date) from the drop down calendar.
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Note: This section is requesting dates for systems that are either planned or in the full acquisition phase of their lifecycle. It also refers to the DME portion of a Mixed Lifecycle investment. The key issue is to respond to the questions regarding when the system is planned to be operational. The C&A must be completed before that date. 
7   Operational Systems – Security (Imported from The PMT-FISMA)
Data is imported from the The PMT-FISMA system, on a nightly basis, into this section for “Operational” systems. Review this section for accuracy and completeness, the data will not be editable by CPIC users.
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Note:  For more information on the The PMT-FISMA system refer to the Health & Human Services The PMT FISMA User Guide for System Coordinators Version 2.0 February 16, 2006.
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	9   Planning & Operational Systems – Privacy (Imported from The PMT-FISMA)
Data is imported into this section for “Operational” systems from the FISMA data base to the CPIC PMT.  Systems in the “Planned” stage, please complete section 9, manually.  

Privacy questions within this section identify: whether or not the information system is a new system or existing system, whether or not a PIA is available for the system, whether the PIA is publicly available, whether or not a System of Records Notice (SORN) is required for the system, and whether the SORN was published in FY06.   

In developing responses to these questions, managers should reference privacy documentation and program OMB Exhibits. The privacy questions in this section populates directly to the OMB Exhibit 300.
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	Guidance Note
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	Below, instructions are provided for executing functions in the CPIC PMT and ultimately populating data in your Exhibit 300.  In Summary, the steps for populating security information on your exhibit 300 are as follows: 

· Log into CPIC PMT and review new portfolio named [OPDIV] Information Systems to insure all information systems associated with your investment are listed. [Note: This portfolio appears directly below your OPDIV’s “Home” portfolio in the list].

· If an information system associated with your Major IT investment is not on the list, contact the Prosight Help Desk to have it added.

· Select each information system one by one (e.g., the System name should appear in the Item Field) and complete a FORM 6.01.05 Security and Privacy Information  (e.g., 6.01.05 Should appear in the form field) for EACH System associated with your investment.   Refer to the instruction and screen shots above when completing this form..  

· After completing FORM 6.01.05 for each system assocaited with you investment, you must associate these systems (and the security data you just entered) with an investment.  To accomplish this association follow these steps:

· Select the investment name from your OPDIV’s Home Portfolio (e.g., Investment Name will now appear in the item field).

· Select the appropriate E300 Form in the 6.02 Exhbit Submission Forms Folder (depends on whether your investment is DME/Mixed Lifecycle, Steady State, or e Gov).  For Supporting IT investments, use Form 7.01 Supporting Investments.

· Select Security and Privacy Tab on E 300 form.

· Add systems associated with the investment to the “Associated Systems Table”, by clicking  the “Add” button to the right to associate the information system(s) Receiving Funding through this investment (completely or partially). Then choose “Investment-System” as the Type of Dependency (see screen shot below). [Note: Please DO NOT associate systems to an investment based on technical or data dependencies, but rather use FUNDING as the basis of your association].]
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	 SHAPE  \* MERGEFORMAT 



	6.01.06 Federal Enterprise Architecture – BRM and PRM

	OMB has eliminated ‘Table 1’ for reporting performance and now requires the use of   ‘Table 2’ for all investments.  This new table also includes the column ‘Strategic Goal(s) Supported’, which was previously only found in Table 1.  The purpose of this tab is to support conversion of data from Table 1 to the new Performance Table.  Both the old Table 1 and the new Performance Table are displayed below so the old Table 1 can be used as a reference when completing the new Performance Table.
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	6.02.01 Exhibit 300 for DME/Mixed (BY2009)

	This form is either populated from business case data completed using the worksheet forms (6.01 series) or filled in here by the Investment Manager or data provider.  Investment Managers for Major or Tactical Investments; which are in planning, acquisition, or mixed life cycle states; will enter data in form 6.02.01. Projects that are conducting development, modernization or enhancement (DME) activities must use this form.  The form consists of multiple tabs as listed below:

· Instructions

· Overview

· Sum of Spending (Summary of Spending)

· Acq/Contract Strategy (Acquisition/Contract Strategy)

· Perf Goals (Performance Goals and Measures)

· Security and Privacy

· Ent Arch (Enterprise Architecture)

· Alt Analysis (Alternative Analysis)

· Risk MGMT (Risk Management)

· Cost and Schedule

· Cost Summary

Each tab is discussed and some guidance provided on how to answer more specialized questions. For more complete and in-depth guidance refer to the HHS Exhibit 300 Guidebook FY 2009 V 1 2 HHS June27. The Instruction tab provides some guidance on this form.

Developing the context of the Investment - 6.02.01 Ex. 300 Overview

Select the drop-down list from the Forms Tab folder; expand the 6.0 OMB Major & Tactical Investments folder. Expand the 6.02 Exhibit 300 Submissions Forms. Select form 6.02.01 Exhibit 300 for DME/Mixed Submission Forms to continue detailing the new investment.
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	Overview
	The Overview Tab captures basic project information as an introduction to the detailed content contained in the remaining portions of the business case.

	
	General Information

In the General Information section, the IM provides general identification information about the investment, such as name, initiation date, planned completion date, major/non-major, etc.

Answers on this form will be provided by means of a drop-down menu or pre-filled.  Keep in mind that the responses in this section must be consistent with narrative in the remainder of the Business Case Guide.
96. Date of Submission:

97. Agency:

98. Bureau:

99. Name of this Capital Asset:
      Investment Portfolio:

100. Unique ID:
            (For IT investments only, see section 53. For all other, use agency ID system.)

Questions that deserve particular attention are covered below under the section in which they fall.
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Note: Question 6: What kind of investment will this be in FY 2009? (The value list has been updated to reflect A-11)

Question 11.a. What is the current FACP/PM certification level of the project/program manager? Has been added.

Question 24. Does this investment directly support one of the GAO High Risk Areas? Has also been added.

For additional assistance in answering these questions refer to the CPIC OMB Exhibit 300 Business Case Guidebook, Version 1.5, July 2007.

	Summary of Spending
	1   Summary of Spending for Project Phases (In Millions)
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	The Summary of Spending table can be pre-populated by form 1.01 Prospectus Summary – Major/Tactical form.  Provide any necessary updates and complete questions 2 – 3 or through direct data entry in this form.

	Guidance Note

[image: image170.wmf]
	· The Summary of Spending tab is the Total Summary of Spending Table.  The IM enters the approved budgetary data.  This information is entered or largely pre-populated from 1.01 the Prospectus Summary – Major/Tactical Form (this form will be revised in the future).

· The Prior Year (PY), Current Year (CY) and Budget Year (BY) numbers are the basis of the Exhibit 53 submitted to OMB.

· This table should coincide with the investment’s Baseline in the Funding Plan/Cost & Schedule tab.  The total should ideally coincide with the total listed in the Alternatives Analysis tab

· Budgetary Resources represent the budget authority requested and/or approved for the investment.  Entering outlays is optional. Outlays represent expenditures. If an investment receives one-year appropriation authority, Budgetary Resources is typically equivalent to Outlays.  If an investment receives multi-year appropriation authority (i.e., 2-year or no-year), then Budgetary Resources and Outlays are not likely to be equivalent, and the Budgetary Resources totals will be higher than Outlays in the initial years.  

· The Summary of Spending table contains a line to identify Government FTE.  The FTE amount is not added to the total for the investment, but is shown in a separate row below the planning, acquisition, and operations and maintenance funding rows.  Government FTE costs shall include government personnel considered direct and indirect labor in support of this investment. This includes the investment management and any other government effort (e.g., programming effort for part of the overall investment development effort) that contributes to the success of the investment. The costs include the salaries plus the fringe benefit rate of 36.45%. The IM should provide estimates of the costs of internal FTE supporting an IT investment, and should at a minimum include in FTE estimates anyone spending more than 50% of their time supporting this investment. Persons working on more than one investment, whose contributions over all investments would exceed 50% of their overall time, should have their specific time allocated to each investment.  In the PMT a line has been added to show the total investment costs with FTE amounts.  This total is not included in the Exhibit 300 report to OMB.

· The Total Summary of Spending table should include cost estimates for the investment’s full life cycle. This may mean that “PY-1 & Earlier” and “BY+4 & Beyond” include several years. (For the FY 2009 budget cycle, “PY-1 & Earlier” will represent FY 2006 and earlier budgetary resources and outlays; and “BY +4 & Beyond” for FY 2013 and beyond.)

	
	2.
Will this project require the agency to hire additional FTE’s?

Clarify if the Summary of Spending will require additional FTE’s.

3.
If the summary of spending has changed from the FY 2009 President’s budget request, briefly explain those changes.

	ACQ/Contract Strategy
	1   

The purpose of this section is to demonstrate that a strong acquisition strategy is in place that mitigates risk to the Federal government, requires Earned Value reporting, accommodates Section 508, as needed, and uses performance based, and competitively awarded contracts.

The majority of this section will be pre-populated by form 4.04 Acquisition/EVM Contract Compliance.  If working directly on the Exhibit 300, fill in or update the fields with the required data, where necessary.  It is important to pay particular attention to questions 2 – 4.  

	Guidance Note [image: image171.wmf]
	The Acquisition Strategy form is a scored focus area by OMB and HHS. Particular care should be taken when filling out this form to ensure completeness, thoroughness, and consistency with other forms. Investment Managers should ensure that contract dates included in the table are consistent with the dates provided in the Summary of Spending and Alternatives Analysis tabs.
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Note:  Although there is no place for extended answers in this tab, the Acquisition Plan can be uploaded to the workbook/PMT.

	Performance Goals
	Performance Information

The purpose of the Performance Goals and Measures section of the Exhibit 300 is to provide a means to measure an investment’s success at meeting its foundational business and operations goals.

All investments in all lifecycle phases must commit to measurable improvements in business performance.  Performance goals and measures can be derived from the investment’s/project’s gap analysis conducted under the Operational Analysis or Alternative Analysis/Cost Benefit Analysis.

Investments should identify specific, measurable, achievable, repeatable, and timely (“SMART”) performance improvement goals.  These must be expressly linked to the HHS strategic objectives and the Performance Reference Model.  Performance goals must focus on the delivery of business performance and should be outcome-oriented.  The performance measures must be clearly measurable investment outcomes (preferred), or investment outputs (acceptable).  They must not be expressed as a completion date of a module or investment, nor as general goals which use the adjectives “significant”, “better”, or “improved” (i.e., goals that are not expressed quantitatively).

Per OMB A-11 requirements, all new IT investments initiated for FY 2005 and beyond must use Table 2 and the FEA Performance Reference Model.  
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Note:  The Performance Goal and Measures section is a scored focus area for both HHS and OMB. This area contributes to the Project Management score and should, ideally, be linked to the Performance Gap identified in the Alternatives Analysis.


Table 1.  Use the drop-down menu to fill in the strategic goals.  
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	Guidance Note
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	1) Performance measures should be outcome-based, or when appropriate, output-based, and relate to the performance gaps the investment is designed to fulfill.  Performance measures are stated as measures (starting with words such as “number of,”… “percent of,”…   “ratio of,”…  “average of”...).
2) Actual/baseline, Planned Performance Metric (Target), and Performance Metric Results (Actual) information lists numerical values and indicates incremental improvements over time.

3) The reporting period covers the life cycle of the investment.

	
	Columns 2- 4, Measurement Area, Measurement Category, and Measurement Grouping will be pre-populated by the PRM table used in form 6.01.04 – Federal Enterprise Architecture, which should have been filled out in the Screening Process of the Select Phase.  

Fill in columns 4 - 8, Measurement Indicator, Baseline, Planned Improvement to the Baseline, and Actual Results.


Table 2.  (Investments initiated in FY2005 or later)

 SHAPE  \* MERGEFORMAT 



	Guidance Note
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	Table 2 should be completed for IT investments beginning in 2005 and should be used for ongoing investments and their goals starting in 2006.
1) The Measurement Indicators should have been mapped to the corresponding "Measurement Area" and "Measurement Grouping" identified in the PRM, with at least one Measurement Indicator for at least four different Measurement Areas (for each fiscal year).
2) Relate Measurement Indicators listed in Table 2 to Performance Measures listed in Table 1 (if both tables are used) and the Measurement Indicators should cover the entire lifecycle of the investment.

3) Measurement Indicators should be stated as measures (starting with words such as “number of,” “percent of,” “ratio of,” “average of,” etc.

4) Baseline, Planned Improvement to the Baseline, and Actual Results information should list numerical values and indicate incremental improvements over time.

For Steady State Investments:

Measurement data for steady state investments should document the results of operational analyses, and performance data should confirm the viability of the current system.

	Security and Privacy
	1   Security and Privacy

This purpose of this section is to demonstrate that a strong security plan is in place that mitigates risk to the Federal government; secures sensitive and personally identifiable data; and ensures compliance with governing laws, policies, standards and procedures for information protection, user authentication, network intrusions and threats, and management of security risk.  

	Guidance Note
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	In order to successfully address this area of the business case, each question below must be answered at the investment (system/application) level, not at a program or agency level. Simply referring to security plans or other documents is not an acceptable response.  Additionally, to ensure that requests for increased IT security funding are appropriately addressed and prioritized, the agency must identify: 1) current costs; 2) current IT security performance gaps; and 3) how the funding request will close the performance gaps. This information must be provided to OMB through the agency’s plan of action and milestones developed for the system and tied to the IT business case through the unique project (investment) identifier.

	Supplemental OMB Instructions
	In addition, agencies must demonstrate that they have fully considered privacy in the context of this investment. Agencies must comply with Section 208 of the E-government Act and forthcoming OMB implementing guidance and, in appropriate circumstances, conduct a Privacy Impact Assessment (PIA) that evaluates the privacy risks, alternatives and protective measures implemented at each stage of the information life cycle. Agencies should utilize the guidance provided in OMB Memoranda in conducting the PIA and submit a copy, using the unique investment identifier, to OMB at PIA@omb.eop.gov

	Guidance Note
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	For IT investments under development, security planning must proceed in parallel with the development of the system to ensure that IT security requirements and costs for the lifecycle of the investment are identified and validated. All IT investments must have up-to-date security plans and be fully certified and accredited prior to becoming operational. Anything short of a full certification and accreditation indicates that identified IT security weaknesses remain that need to be remedied and is therefore not adequate to ensure funding for the investment. 

	
	For questions 1 – 6 use the drop down list to provide a “Yes,” or “No” answer for each of the questions.  Questions deserving particular attention are dealt with below.

	
	1a.
If “yes,” provide the “Percentage of IT Security” for the budget year.

Although there is no standard answer for this question, a useful benchmark for IT Security Spending is 5% for new projects and 10% for steady state investments.

	
	7.
How are contractor security procedures monitored, verified, and validated by the agency for the contractor systems above?

Ensure that, in cases where the system is operated by contractors, the answer discusses the contract that defines the requirements for the contractors’ security (policies and procedures that contractors must follow).  Describe who is validating the contractors’ security performance and on what schedule.

	2 Associated Systems
	Link systems associated with the investment in the Associated Systems table, filling in the dependency with associated systems in the table. The type should be noted as “Investment-System.”  Please consult with the security staff for further clarification on this question, if necessary.
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Note:  Populating the Associate Systems table is a critical step which is necessary to produce the XML forms required for the production of the Exhibit 300 to OMB. It is important that you complete form 6.01.05 (Security and Privacy Worksheet) for each information system associated with a Major IT Investment.   All “FISMA Reportable” Information Systems will have data pre-populated on the 6.01.05 worksheet (pulled directly from the FISMA database).  However, if your Major IT investment has an associated system(s) that is “not FISMA Reportable” then you must report the name of the Information System(s) to the Prosight Help Desk so that I can be added to your OPDIV’s Information Systems Portfolio.  Once the system has been added to your portfolio, you will be able to complete form 6.01.05 and make the appropriate association (based on whether the system is FUNDED by your investment) to your investment’s Exhibit 300 Security and Privacy Tab. 
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	Enterprise Architecture
	Enterprise Architecture (EA)

The SRM and TRM tables of this section will be pre-populated with data from the HHS Enterprise Architecture Repository (HEAR).

Questions in this section require that the IM or designated data provider use the drop down form to provide a “Yes,” or “No” answer to the questions.  In the case that the answer is “No,” (or Yes for question 5) a detailed explanation is required.  

Questions requiring particular attention are detailed below.

6a. If “yes,” (to question 5 – Will the application leverage existing components and/or applications across the Government (i.e. FirstGov, Pay.Gov, etc.), please describe.

This question is looking for an indication that the investment is going to use existing components within the Federal government.  New investments should be designed to leverage existing components.  Name the existing application that your application will leverage and explain how it is being used in your agency.
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Note: Question 3 has been added: Exhibit 53 Segment Architecture status selection. This selection will feed the question below and be sent as part of the Exhibit 53. and 3.a. If “yes,” provide the name of the segment architecture as provided in the agency’s most recent annual EA Assessment.

	Guidance Note
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	Enterprise Architecture (EA) is a scored focus area. This area also contributes to the Project Management score. The Enterprise Architecture section contains questions requiring the Investment Manager to focus on information that addresses the business, data, application and technology aspects of an enterprise’s information technology architecture. 

To successfully address this focus area, a project must demonstrate that it complies with the Federal Enterprise Architecture (FEA); that its compliance with the FEA is an integral part of the HHS CPIC process; and that the investment is mapped to and supports the FEA through linkage to the Business, Service Component and Technical Reference Models. For additional information on the FEA and the Federal Reference Models, go to http://www.whitehouse.gov/omb/legal/a-1-fea.html

	Alternative Analysis
	Alternative Analysis

Nearly all of the information for the Alternatives Analysis tab is pre-populated from form 6.01.01 – Alternatives Analysis Worksheet.  

Use the drop down menu to provide a “Yes” or “No” answer for question 1.  If the answer is “No,” provide a date for when the analysis will be completed or explain why an alternatives analysis will not be performed.
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Note: New questions (5, 5a, 5b) added to capture Replacement of Legacy Systems answers. Up to 10 legacy systems maybe documented.

	Risk Management
	Risk Management

The information for the Risk Management tab is pre-populated from form 6.01.03 – Risk Management Worksheet. 

Use the drop-down menu to provide “Yes” or “No” answers, or short text responses, to questions related to risk planning and the development of a risk management plan.  

Questions requiring particular attention are treated below:

3.
Briefly describe how investment risks are reflected in the life cycle cost estimate and investment schedule: (O&M investments do NOT need to answer.)  [LIMIT: 2500 char]

The answer should relate how the understanding of the investment’s risk has been incorporated into the cost and schedule of the investment.  Ideally, the cost and schedule should both be risk-adjusted.
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Note: Question 3 is required to be answered for DME/Mixed lifecycle investments.

	Cost and Schedule
	Cost and Schedule Variance

The Earned Value Measurement information for the Cost and Schedule tab is pre-populated from form 4.01– EVM Planning: Plan Setup (Original and Baseline Change Request).   Questions which are not pre-populated and that deserve particular attention are detailed below.

[image: image186.png]


Note: Question 3: Has the investment rebaselined during the past fiscal year? And Questions 3.a. If “yes,” when was it approved by the agency head? Have both been added.

Milestones available have been increased from 50 to 60 lines.

	Guidance Note
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	7b.
If “yes,” explain the variance.

Explain the difference between the current approved baseline and the actual performance using the information in table and the earned value results in the table.

	Explaining Cost and Schedule Variance
	7c.
If “yes,” what corrective actions are being taken?

If the project is not performing as planned, and does not achieve 90% of planned cost, schedule, and performance goals, you must plan and implement corrective actions. A Corrective Action Plan is required and should be uploaded in the PMT workbook.  

If the project is out of variance and will be continued, provide the updated Estimate at Completion is question 7d.

Although not required, the funding totals in the Cost and Schedule table should tie to the totals in the Summary of Spending table, both by year and in total.  These numbers should, ideally, tie to the funding amount requested in the Alternatives Analysis worksheet, as well.

What kind of investment will this be in FY 2009?

	Guidance Note
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Life Cycle Phase
	Five possible choices for life-cycle phases.  They are provided in the drop-down list in the PMT.  Choose the most appropriate one.

Definitions of life-cycle phases:

· Planning – Preparing, developing, or acquiring the information you will use to design the IT investment; assessing the benefits, risks, and risk-adjusted life-cycle costs of alternative solutions; and establishing realistic cost, schedule, and performance goals for the selected alternative before either proceeding to full acquisition of the IT investment or useful segment, or terminating the IT investment.  Planning must progress to the point where you are ready to commit to achieving specific goals for the completion of the acquisition. Information gathering activities may include market research of available solutions, architectural drawings, geological studies, engineering and design studies, and prototypes, which may be attached in the HHS Portfolio Management Tool as reference documents.  Note that Planning is a useful segment of an IT investment and depending on the nature of the IT investment, one or more planning segments may be necessary.

· Full Acquisition – The procurement and implementation of an IT investment or useful segment/module of an IT investment. Full acquisition occurs after all planning activities are complete and the agency's Executive Review Committee or IT Investment Review Board selects and approves the proposed technical approach and IT investment plan and establishes the baseline cost, schedule, and performance goals for this phase of the IT investment. 

· Operations and Maintenance – An IT investment that is in operational phase, e.g. an asset, or part of an asset that has been delivered and is performing to meet business needs/strategic goals and objectives.  Steady State activities may modify current capabilities, functionality and performance, but the modifications are not fundamental.

· Mixed Life Cycle – An IT investment that has development/modernization/ enhancement (DME) and steady state aspects. For example, a mixed life cycle IT investment could include a prototype or module of a system that is operational with the remainder of the system in DME stages or a service contract for steady state on the current system, with a DME requirement for a major system upgrade or replacement. This does not include normal refresh cycles for technology which would be considered maintenance.

· Development, Modernization, or Expansion (DME) – DME activities eventually result in new or changed fundamental capabilities, functionality and performance of an asset.  If any part of an asset is in the Planning or Acquisition Phase, the investment is classified as Mixed Life Cycle.
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Note:  Definition:  A useful segment/module is defined as an economically and programmatically separate component of a capital investment that provides a measurable performance outcome for which the benefits exceed the costs, even if no further funding is appropriated.

	Cost Summary
	The Cost Summary Tab does “double duty”: 1) Major or Tactical investments that are Joint Investments (i.e., receiving funds from a Federal agency other than HHS) use the tab to report the HHS portion of the investment expenditures on the Exhibit 53 and 2) Supporting investments are required to complete this tab as part of Form 7.01 (see instructions for Form 7.01) to provide required expenditure data for the Exhibit 53. 

Joint initiatives are required to complete this tab to provide required data for the Exhibit 53. Report only HHS contributions on this tab. (In the Summary of Spending table, report the full cost of the investment including contributions from other agencies outside of HHS.) 

	
	2   

Major/Non-Major Project?

This information is linked to the General Information tab of this form. Changes made in this section will be reflected in the General Information tab.

This investment is:

This information is linked to the General Information tab of this form. Changes made in this section will be reflected in the General Information tab.

Joint Investment? (partnering with other agencies):

Select “Yes.” This information is linked to the General Information tab of this form. Changes made in this section will be reflected in the General Information tab.


	
	3   Cost Summary Table (for 53 Reporting Information)
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Note:  Dollar amounts entered in this table are represented in MILLIONS ($1,500,000 = 1.500).

	Guidance Note
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	The data validation section at the bottom of each Exhibit 300 form tab has been expanded to include “Tab Required Fields.” Each form tab now checks for:

· Tab Required Fields: Alerts users to any fields on the form tab that are required and currently blank

· Tab Text Lengths: Alerts users to any fields exceeding an OMB character limitation

· Exhibit 300: Alerts users to any form tab in the 300 with either of the two issues above
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	6.02.02 Exhibit 300 for O &M (BY2009)

	Guidance Note 
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	The Overview Tab contains questions regarding project identifying data (e.g., name, acronym, etc.), information and status. The content is intended to provide the reviewer with basic project information as an introduction to the detailed content contained in the remaining portions of the business case.

This form is either populated from business case data completed using the worksheet forms (6.01 series) or filled in here by the Investment Manager or data provider.  It is submitted to OMB for those investments which are in planning, acquisition, or mixed life cycle.  Projects that are in Steady State/Operations and Maintenance (O &M), must use this form.  It consists of multiple tabs as listed below:

· Instructions

· Overview

· Sum of Spending

· Acquisition/Contracts

· Performance Goals

· Security and Privacy

· Enterprise Architecture

· Alternative Analysis

· Risk Management

· Cost and Schedule

· (Cost Summary – to be used by Joint Investments only)

The guidance for each is identical to that given in 6.02.01 – Ex 300 DME/Mixed, with the exception that 1) investments in O & M are not required to complete the Alternative Analysis tab and 2) the Cost and Schedule tab contains questions on Operations Analysis.

Developing the context of the Investment - 6.02.01 Ex. 300 Overview

Select the drop-down list from the Forms Tab folder; expand the 6.0 OMB Major & Tactical Investments folder. Expand the 6.02 Exhibit 300 Worksheets. Select form 6.02.02 Ex-300 for O& M.

	Cost and Schedule
	Cost and Schedule Performance

1a.
Using drop-down menus or short text answers, clarify whether or not an operational analysis was conducted. 

1b.
In providing the results of the operational Analysis clarify whether the investment continues to meet the business needs of the user and whether the investment continues to meet the performance goals identified.

	Guidance Note
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	The data validation section at the bottom of each Exhibit 300 form tab has been expanded to include “Tab Required Fields.” Each form tab now checks for:

· Tab Required Fields: Alerts users to any fields on the form tab that are required and currently blank

· Tab Text Lengths: Alerts users to any fields exceeding an OMB character limitation

· Exhibit 300: Alerts users to any form tab in the 300 with either of the two issues above
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	6.02.03 Exhibit 300 for EGov /LoB Oversight (BY2009)

	Guidance Note 
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	The Overview Tab contains questions regarding project identifying data (e.g., name, acronym, etc.), information and status. The content is intended to provide the reviewer with basic project information as an introduction to the detailed content contained in the remaining portions of the business case.

This form is either populated from business case data completed using the worksheet forms (6.01 series) or filled in here by the Investment Manager or data provider.  It is submitted to OMB for those investments which are in planning, acquisition, or mixed life cycle.  Projects that are designated EGov/LoB, must use this form.  It consists of multiple tabs as listed below:

· Instructions

· Overview

· Sum of Spending

· Acquisition/Contracts

· Performance Goals

· Security and Privacy

· Enterprise Architecture

· EGov/LoB

· Risk Management

· Cost and Schedule

· Cost Summary

The guidance for each is identical to that given in 6.02.01 – Ex 300 DME/Mixed, with the exception that EGov/LoB investments are required to complete the EGov/LoB tab.

Developing the context of the Investment - 6.02.03 Ex. 300 Overview

Select the drop-down list from the Forms Tab folder; expand the 6.0 OMB Major & Tactical Investments folder. Expand the 6.02 Exhibit 300 Worksheets. Select form 6.02.03 Ex-300 for EGov/LOB.

	EGov/LoB
	The majority of questions in this tab are short text answers.  Questions requiring particular attention are detailed below:

1   Partner Agencies

1.
Fill in the table providing short-text answers identifying agency stakeholders, providing the partner agency and partner agency approval date for the joint exhibit 300.

2.
Fill in the table providing short-text answers identifying agency capital assets supporting the investment.

	
	2   Alternatives Analysis

What specific qualitative benefits will be realized?

Describe benefits of the investment that cannot be easily quantified.  In this section it is helpful to distill the benefits discussion from the Alternatives Analysis/Cost Benefit Analysis.  Note Strategic, Technical, and not easily quantifiable Financial benefits.

	Cost Summary
	The Cost Summary Tab does “double duty”: 1) Major or Tactical investments that are Joint Investments (i.e., receiving funds from a Federal agency other than HHS) use the tab to report the HHS portion of the investment expenditures on the Exhibit 53 and 2) Supporting investments are required to complete this tab as part of Form 7.01 (see instructions for Form 7.01) to provide required expenditure data for the Exhibit 53. 

Joint initiatives are required to complete this tab to provide required data for the Exhibit 53. Report only HHS contributions on this tab. (In the Summary of Spending table, report the full cost of the investment including contributions from other agencies outside of HHS.) 

2   

Major/Non-Major Project?

This information is linked to the General Information tab of this form. Changes made in this section will be reflected in the General Information tab.

This investment is:

This information is linked to the General Information tab of this form. Changes made in this section will be reflected in the General Information tab.

Joint Investment? (partnering with other agencies):

Select “Yes” if the IT investment is receiving funds from a Federal agency other than HHS.
3   Cost Summary Table (for 53 Reporting Information)
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Note: Dollar amounts entered in this table are represented in MILLIONS ($1,500,000 = 1.500).

	Guidance Note
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	The data validation section at the bottom of each Exhibit 300 form tab has been expanded to include “Tab Required Fields.” Each form tab now checks for:

· Tab Required Fields: Alerts users to any fields on the form tab that are required and currently blank

· Tab Text Lengths: Alerts users to any fields exceeding an OMB character limitation

· Exhibit 300: Alerts users to any form tab in the 300 with either of the two issues above
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	7.01 Supporting Investments

	The purpose of the Supporting Investments form is to input the cost summary, Business Reference Model, and Service Component Reference Model for supporting investments only in order to report this data to OMB. Major/Tactical Investments have separate worksheets where this information is completed.

Documenting the Supporting Investments – 7.01 Supporting Investments

Select the drop-down list from the Forms Tab folder; expand the 7.0 OMB Supporting Investments folder. Select form 7.01 Supporting Investments to continue detailing the investment.

	General Information
	1   General Information

*Agency:  (Pre-populated)

*Bureau:  (Select a choice from the drop-down menu)

Account Name:  (Please enter an account name in the text field)

Budget Account Name:  (Please enter the budget account name in the text field)

Account number of any other budget accounts funding this investment:  (Please enter the account number in the text field)

Program activity:  (Select the correct mission area from the drop-down menu)

* Name of Investment:  (Enter the name of the investment in the text field)  

* Investment Portfolio:  (This field is pre-populated)

Unique Project (Investment) Identifier (IT only):  (This field is pre-populated from other forms for supporting IT investments only)

Investment Initiation Date:  (Select the initiation date from the drop-down calendar)

Investment Planned Completion Date:  (Select the planned date from the drop-down calendar)

Major/Non-Major Project? 

(Select from the choices of Non-Major, IT Investment of a larger asset, or Partner Agency contributions to PMA e-Gov or LoB initiatives) 
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Note:  Since this form is for Supporting Investments select either Non-Major, IT Investment of a larger asset, or Partner Agency contributions to PMA e-Gov or LOB initiatives. *All supporting investments fit in one of these categories.)

This investment is:  (Select from the drop-down menu choices of what phase this supporting investment is in: Planning, Acquisition, Operations and Maintenance, Mixed Life Cycle, E-Gov LoB Oversight, or No Value)


Joint Initiative?  (Select a yes or no answer from the drop-down menu. If this question is answered “Yes,” the Exhibit 53 dollars will be pulled from the Cost Summary form rather than the Summary of Spend.)

Description:  There is a 255 character limit to enter a description in this text field)

2   Contact Information

Enter the Project (Investment) Manager Information in this section.

Name (Select the Investment Manger Name from the drop-down menu)

Phone Number (Enter the Investment Manager’s phone number in the text field)

E-mail (Enter the Investment Manager’s e-mail in the text field)

Sponsor/Owner Information (Enter the sponsor information, such as the person’s name, title, and department, in the text field)

3   Business Alignment & Scope Information

1.
Is this investment legislatively mandated?

Select yes, no, or no value from the drop-down menu.

2.
Please identify the scope and cross-cutting characteristics of the investment?

(No answer required – will be taken out of The PMT)

3.
Please identify the e-gov type supported?

Select from the choices from the drop-down menu.

4.
Please identify the Department Strategic Goal against which the investment is aligned?

Select from the choices from the drop-down menu.

5.
Please identify the Department IRM Goal against which the investment is aligned?

Select from the choices from the drop-down menu.

4  Associated Systems

Link systems associated with the investment in the Associated Systems table, filling in the dependency with associated systems in the table. The type should be noted as “Investment-System.”  Please consult with the security staff for further clarification on this question, if necessary.
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Note:  Populating the Associate Systems table is a critical step which is necessary to produce the XML forms required for the production of the Exhibit 300 to OMB. It is important that you complete form 6.01.05 (Security and Privacy Worksheet) for each information system associated with a Major IT Investment.   All “FISMA Reportable” Information Systems will have data pre-populated on the 6.01.05 worksheet (pulled directly from the FISMA database).  However, if your Major IT investment has an associated system(s) that is “not FISMA Reportable” then you must report the name of the Information System(s) to the Prosight Help Desk so that I can be added to your OPDIV’s Information Systems Portfolio.  Once the system has been added to your portfolio, you will be able to complete form 6.01.05 and make the appropriate association (based on whether the system is FUNDED by your investment) to your investment’s Exhibit 300 Security and Privacy Tab. 
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5   Executive Review Summary

Please identify the level of executive governance reviews for the investment:

Select from the choices from the drop-down menu.

What is the date of the latest review?

Select a date from the drop-down calendar.

	Cost Summary
	1   Instructions

The Cost Summary Tab does “double duty”: 1) Major or Tactical investments that are Joint Investments (i.e., receiving funds from a Federal agency other than HHS) use the tab to report the HHS portion of the investment expenditures on the Exhibit 53 and 2) Supporting investments are required to complete this tab as part of Form 7.01 (see instructions for Form 7.01) to provide required expenditure data for the Exhibit 53. 

Joint initiatives are required to complete this tab to provide required data for the Exhibit 53. Report only HHS contributions on this tab. (In the Summary of Spending table, report the full cost of the investment including contributions from other agencies outside of HHS.) 

2   

Major/Non-Major Project?

This information is linked to the General Information tab of this form. Changes made in this section will be reflected in the General Information tab.

This investment is:

This information is linked to the General Information tab of this form. Changes made in this section will be reflected in the General Information tab.

Joint Investment? (partnering with other agencies):

Select “Yes” if the IT investment is receiving funds from a Federal agency other than HHS.

3   Cost Summary Table (for 53 Reporting Information)
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Note:  Dollar amounts entered in this table are represented in MILLIONS. ($1,500,000 = 1.500).


	BRM
	General Item Information

*Item Name (Pre-populated)

*Home Portfolio (Pre-populated)

Business Reference Model Table

The BRM is a function-driven framework for describing the business operations of the federal Government independent of the agencies that perform them. The BRM provides an organized, hierarchical construct for describing the day-to-day business operations of the federal government.

The BRM has a three-tiered hierarchy:

Tier 1: Business Areas

Tier 2: Lines of Business (LOB)

Tier 3: LOB Sub-Functions

Instructions:

Select the appropriate LOB Sub-Function from the “BRM Selection” table; then click the submit button at the bottom of the screen. Review the “Business Reference Model” table. Business Area, Line of Business and LOB Sub-Function are populated based on your selection in the BRM Selection table.
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	The first line of the Reference Model Table, notated by the asterisk(*), should be used for the primary lob sub-function which will be used in the Exhibit 53. The rest of the rows are for internal purposes only.
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	SRM
	General Item Information

*Item Name (Pre-populated)

*Home Portfolio (Pre-populated)

Service Component Reference Model Table
The Service Reference Model (SRM) is a business-driven, functional framework that classifies Service Components with respect to how they support business and/or performance objectives. The SRM, constructed hierarchically, is structured across horizontal service areas that, independent of the business functions, can provide a leverage-able foundation for reuse of applications, application capabilities, components, and business services.

The SRM has a three-tiered hierarchy:

Tier 1: Service Domain

Tier 2: Service Type

Tier 3: SRM Component

Instructions:

Select the appropriate SRM Components from the “SRM Selection” table, then click submit.

Review the “Service reference Model” table. Service Domain, Service Type and SRM Component are populated based on the selections made in the “SRM Selection” table. Complete funding percentage column estimating a percentage of investment cost spent on a component. Does not have to equal 100%.
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Note:  User may reuse an existing SRM Component Name or create a “New” SRM Component Name that is not already identified as a service component in the FEA SRM.
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	Service Reference Table
If reusing an existing SRM Component name, which is being funded by another investment, but is being used by this investment. Identify the reused service component funded by the other investment and identify the other investment using the Unique Project identifier (UPI) code from the OMB Ex 300 or Ex 53 submission.

Internal or external Reuse?: ‘Internal’ reuse is within an agency. For example, one agency within a department is reusing a service component provided by another agency within the same department. ‘External’ reuse is one agency within a department reusing a service component provided by another agency in another department. A good example of this is an E-Gov initiative service being reused by multiple organizations across the federal government.

Funding percentage: Please provide the percentage of the BY requested funding amount used for each service component listed in the table. If external, provide the funding level transferred to another agency to pay for the service.
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Appendix A – Using My Portfolios
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Note:  These instructions are not specific to HHS; they are generic user documentation provided by the vendor. 

Opening My Portfolios

My Portfolios appears to the left of the Portfolios main modules window. To show My Portfolios:

1.
From the View menu of any The PMT Portfolios module, select Show/Hide My portfolios.

Or

Click the on the top left corner of the Portfolios main module window.
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To Hide My Portfolios

1.
From the View menu of any The PMT Portfolios module, select Show/Hide My portfolios.

Or

Click the on the top right corner of the My Portfolios pane.
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Working with Processes

My Portfolios opens displaying both your personal and public available processes and text objects. The PMT Portfolios supports processes that link to The PMT Portfolios objects, documents stored in The PMT Portfolios, and general links to the Internet and Intranet.
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Each process has an icon, a clickable name, and a description as shown below:
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When you click a The PMT Portfolios process, the destination page replaces the current page in the main module area. When you click a document or Web link, the document or Web page opens in a new window on top of the current window. 

The last visited process for any user in the current folder appears in blue. This provides you with an orientation of which process was last visited.
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You can create text objects to enrich the display and better convey how to use the processes. Text objects are not clickable links; they add descriptive instructions to clarify the process.

A text object consists of a title, a description, or both a title and a description, as follows:
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Showing/Hiding Process Descriptions

You can show/hide the process descriptions.

To Show/Hide a Process’s Descriptions

1.
From the Options menu in My Profiles, select Show/Hide Description.
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Working with Process Folders

My Portfolios links are arranged in Process Folders. A Process Folder is a regular The PMT Portfolios folder in which you can arrange the order of the links that the folder contains.

A special folder called My Processes displays your private links and process folders.

To Select a Folder and Display Its Links

1.
Click the Folders field. The Process Folders tree appears as follows.

[image: image224.emf]
2.
Select a folder in the Process Folders tree.

Adding Links

You can add the following kinds of links:

· A The PMT Portfolios link to the current page.

· A The PMT Portfolios document link.

· A Web link.

· A text object.

Adding a The PMT Portfolios Link

When you create a The PMT Portfolio link, the Link to field displays the name of the view and the item as shown below. In this example, the Portfolios link links to the "Agency IT Investment Portfolio" scorecard and to the "Implementation" item.

[image: image225.emf]
Linking to Specific Items

If you create a link for your own needs, you usually want this link to include a specific item. If you are creating a link that serves multiple users, such as a Playbook link, the item context should be removed.
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Note: It is possible to remove the item context when editing a link. When the item context is removed; it is not possible to recheck this option.

To Add a the PMT Portfolios Link to My Portfolios

1. Browse to the desired page in The PMT Portfolios.

2. From the Collaborate menu, select Add Portfolios Link.
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Or

In My Portfolios, click the Add arrow and select Portfolios Link from the Add dropdown list.

[image: image228.emf]
The Add Portfolios Link dialog box appears.
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3. In the Name field, enter a name for the view. 
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Note: The current view name appears by default.

4. In the Description field, enter a useful description.

5. In the Folder field, click Browse and select the folder from the Folders Tree dialog box in which you want to create the link.

6. Check the Include item in link checkbox to include the item. 

7. Click OK. The The PMT Portfolios link is appended to the end of the process’s list in the selected folder.
Appendix B – The PMT Navigation

Introduction
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Note:  These instructions are not specific to HHS; they are generic user documentation provided by the vendor. 

This document provides the HHS The PMT users with a quick reference guide to accessing and filling in their Investments data using various forms in The PMT Portfolios.

1. HHS CPIC Process:  The Capital Planning and Investment Control (CPIC) process is the central point that integrates the overall HHS IT Management Process.   CPIC ensures that Investments in Information Technology are aligned with the strategic priorities of the Department and the IT organization, and are generating the highest possible return on Investment

2. HHS Portfolio Processes: The logical grouping of forms based on common data entry capturing during various phases for the investments lifecycle.

3. HHS CPIC Forms:  Data is entered for investments appropriate to the category of investment (Major, Tactical, Supporting) into specific forms tailored for HHS. Some of the investment data will be required by HHS and OMB; some data will be required by HHS only. Exhibit 53 and 300 data will be extracted from investment data as required rather than submitted as specific exhibits. Investment data will be updated regularly as part of the CPIC review process

Navigating HHS the PMT
Before using The PMT Portfolios to manage business initiatives on the strategic, tactical and operational levels, you must first add the users of your Portfolios and define the various components that comprise your Portfolios, as follows:

Investments

Items: An item is a collection of tasks and the resources allocated for these tasks. An item has a development effort with a defined beginning and end delivering a specific product and/or deliverable. Each item is assigned an item manager, who is the person responsible for the item’s progress.

Hierarchies

Portfolios: A portfolio is a collection of related items, which are grouped in order to manage and view performance of common business activities and goals. You can also group related portfolios into a single portfolio. Portfolios can be grouped according to any parameter you define, such as type of business activity or geographic region.
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· Folders:  A folder is a collection of related objects or folders. Each object type has its own folder hierarchy. For example, it is not possible to have Scorecards in a Maps hierarchy. Each folder hierarchy has its own ‘root’. Objects and folders may appear in multiple folders. However, each object has a single home folder. All other instances of that object are referenced objects.

Interactive Views

· Forms:  A Form is the data-driven module of The PMT Portfolios. You can use Forms to enter system data or as a reporting tool that enables you to efficiently view, summarize, and categorize data.

· Form Tabs:  Form Tabs are the different sections in a form. Forms may contain as many as twenty form tabs. You can use the same form tab in many different forms.
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· Scorecards: Scorecards are tables that enable you to track and manage the performance of items and portfolios according to predefined lists of categories. You can use Scorecards to easily view item and portfolio values in terms of color and shape-coded indicators. Additionally, you can create multiple scorecards, each grouping related performance categories into a single view.
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· Graphs: Graphs display historical or current information about an item. The PMT Portfolios enables you to create three types of graphs. Distribution graphs that display information in the form of a bar chart or a pie chart, trend graphs that display a line graph indicating performance over time, and scatter graphs that display data in the form of points indicating values on the x-axis and y-axis.
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· Dashboards: A Dashboard is a collection of graphs that provide detailed technical and business information about technology investments and performance categories. A Dashboard enables managers to focus in on key performance indicators and trends critical to their specific areas of interest and responsibility.
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Access

Users: Users are all the individuals in your organization that have access to The PMT Portfolios. Use the New User Wizard to enter information for each user in the company, such as password, privileges, login name, user preferences, and contact information.

· User Groups: A User Group is a group of The PMT Portfolios users who are all assigned identical rights. Use the User Group Wizard to create new user groups and define security parameters for an entire group, rather than individually defining security for each system user.

My Portfolios

· Links: My Portfolios displays private “favorite” sets of URLs and guided workflows that provide users with direct access to anywhere in Portfolios, including portfolio documents, any URL and local or web address. Text objects may be added to ease the organization of those links in groups and to add titles and explanations.
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Getting Started

Login to The PMT Portfolios 5.0

The The PMT Log on window is displayed below.
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Type, “assigned user name” for the User Name.

Type, “assigned password” for the Password.

Press, “Enter” or click “Go!” with the mouse

Press, “Enter” after reading the Login Message screen

The Main Screen

When you log on to The PMT Portfolios, the Main screen appears displaying the last module viewed in your previous session or your default entry module.
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The Main screen includes a My Portfolios bar, Title bar, Menu bar, Tool bar, and Module Navigation bar. You can choose the module you want to work with by clicking its icon on the Module Navigation bar. The remainder of the Main screen consists of the current module’s workspace.

Using the Title Bar

The Title bar lets you choose which item or portfolio to open and how you want to view that item or portfolio in the current module. The Title bar differs slightly depending on which module you are using. In most modules, the Title bar includes two or more dropdown lists that let you open and find the views, items and portfolios with which you want to work in the current module.

The following is an example of a dropdown list and Search:
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The upper part of the list displays the most recently viewed items. The bottom part of the list lets you choose an item from the item’s hierarchy or search for a specific item or object. To search for an item, click the Search tab. The Search field is displayed.

Using the Menu Bar and Toolbar

The menu bar and the toolbar change from module to module. In most modules, you can edit and create new items from the menu bar. You can also access user functions, open the Setup module, and access The PMT Portfolios online help. In most modules, you can print and send pages from the toolbar. You can also navigate among browser screens.
Using the Navigation Bar

The Module Navigation bar lets you choose the module you want to use. To open a module, click the icon in the Navigation bar for the module you want to open. Your browser window displays the new module.
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Tour of a Scorecard

Scorecards present a customized view of selected categories for a given Portfolio.  In one view many different Items (represented by rows) can be analyzed simultaneously and many different Categories (represented by columns) compared.  A quick assessment of an entire Portfolio can be done and areas in trouble can easily be spotted.
Scorecards also provide an easy and efficient mechanism for updating Category values and for updating values of more than one Item.  This is in comparison to updating data in the alternative view, Forms, which allows updates only to the single Item currently in the Forms view.

To Access the Scorecard

If you have selected the Scorecard as your entry module, it will be the first module displayed upon logging on to The PMT Portfolios.

If you have selected another module as your entry module, click Scorecard on the Side Navigation Bar. The Scorecard is displayed, as shown below:
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Tour of Forms

Forms are another view that is a completely configurable tool that provides an easy to use method of entering data.  Prompts (Labels), Annotations, and drop downs can be used to provide clarity and instruction to aid in data entry.  Related information can be grouped together on the Form to make the data entry process logical.  Forms can serve many purposes for the organization.  For example in addition to data entry of information related to investments, status reports, expense tracking, check lists can be designed.  Forms can be designed to look exactly like the data entry screens and documents you use today allowing easy transition for your Portfolios’ users.
Forms provide display and update capability of many Categories of a single Item.  This differs from Scorecards and Investor Maps in that with these views many Items are displayed along with only a few Categories that are of related interest. 

Because Forms are so critical for focusing on a single Item at a time, Portfolios provides drill down capability from within other Views.  For example if on an Investor Map a particular investment has a red health indicator but it should be green, drilling down on that Item optionally can call up the Form that will allow the Item to be viewed in detail along with the ability to update the health status.

Structurally, Forms contain Tabs, Group Boxes, and Fields for logical navigation and visual aid.
To Access the Forms Module

If you have selected Forms as your entry screen, it will be the first screen you see when you log on to The PMT Portfolios. If you have selected another view as your entry screen, click Forms on the Side Navigation Bar. The Forms module is displayed, as shown below.
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The Forms Module Includes the Following Components

Title Bar: Enables you to select the form, and item or portfolio to be viewed.

· Menu Bar: Provides Forms menu options, which enable you to create, edit, print, and export a form. The menu bar also provides the standard Item, Collaborate, User, Setup, and Help menu options.

· Toolbar: Displays the following buttons:

· Submit – Updates the system with all the new data that was entered in the form and records the date and time of the update.

· Reset – Replaces all the new values that were entered in the form after the last submit with the previous values.

· Print – Prints the form.

· Send Email – Sends an email with a web link (URL) to your form.

· Knowledge – Opens a Knowledge Portal window with form related Knowledge (if available).

· Form Tabs: A form tab is a single display page containing data entry components arranged in group boxes. Each form is composed of one or more form tabs. Forms may contain as many as twenty form tabs. You can only display one form tab at a time. The same form tab can be used in many different forms.

· Group Boxes: Group boxes are visual aids used to arrange the form’s fields in manageable groups. Group boxes may contain various types of data-entry elements, such as text/numeric fields, tables, lists, etc. Each form tab can contain as many as nine group boxes. A group box can be one, two, three, or four quarters of a screen in width.

· Fields: The elements that constitute your form. There are several types of fields:

· Data entry fields that allow a user to view and update data. There are different kind of fields for different types of data, such as numeric, text, dates and indicators.

· Display-only fields that allow you to view data from the system but do not allow you to change or replace it. Display-only fields have a yellow background:

· Calculated, where the system uses data and formulas found in the system to calculate a value. Reference, where a category’s reference value is displayed.

· Read-Only, where due to security reasons, this type of field cannot be manually updated.

· Restricted, where the field contains a lock icon to signify that, due to security reasons, you cannot read or write to the field. 

Tour of My Portfolios
Portfolios users now have a new tool for better organizing their work in Portfolios. 'My Portfolios' displays private “favorite” like sets of URLs and guided workflows that provide users with direct access to anywhere in Portfolios, including portfolios documents, and any URL, local or web address. Text objects may be added to ease the organization of those links in groups and to add titles and explanatory text.

These workflows are displayed as process links with descriptions, in user defined folders in a new left bar now available in any of the Portfolios modules. Folders are organized in a new 'Processes' hierarchy and may be manipulated as any other Portfolios folders.

Navigate with My Portfolios

If necessary you may need to open My Portfolios:

· Select View from the menu bar

· Select Show/Hide My Portfolios from the menu list
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My Portfolios provides better process, presentation, navigation, collaboration, and training. It results in an easier, faster and more powerful product. 'My Portfolios' introduces a dynamic aspect to playbooks and other solutions.

Navigate the Project Portfolio Management Process

Selectable Links

My Portfolios displays available private or public process links for each user. The process links are displayed in the following format.
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Link Types

My Portfolios supports the following link types:

· Portfolios Links

· Forms and Form Tabs

· Scorecards

· Investor Maps

· Workbooks

· Dashboards

· Web Links

· Documents Links

· Uploaded Portfolios Documents

· Text

Text Objects

My Portfolios also allows the user to provide Text Objects in the bar for grouping or identifying specific steps in a structured process flows
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101. Have each user navigate to the Project Portfolio Management Process flow

102. Demonstrate selecting various process links and point out the objects that the link points to, allow the users to explore as time permits

Tour of a Workbook

This section describes the features and components of the management workbook, which displays detailed information about a selected item or portfolio.

To Access a Management Workbook

If you have selected the Workbook as your entry module, it will be the first module displayed upon logging into The PMT Portfolios.

If you have selected another module as your entry module, click Workbook on the Side Navigation Bar.

The Workbook module is displayed, as shown below:
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A management workbook includes the following components and features:

· Title Bar: Enables you to select the scorecard and item to be viewed.

· Menu Bar: Provides the workbook menu options, which enable you to create and edit items, highlight information in the workbook’s scorecard, and access setup, My Updates and Help information.

· Toolbar: Contains Navigation buttons that enable you to navigate between the various browser screens in your session of The PMT Portfolios. In addition, the toolbar contains buttons that enable you to print and collaborate workbooks and to access the Knowledge Portal.

· Item Scorecard: Provides the ratings for the item according to selected scorecards, as either values, indicators, or both values and indicators.

· Status: Provides information about how many updates have been requested for the item, how many updates you have been requested to perform, and how many updates are overdue for the item. In addition, the Status tab displays how many action items and deliverables there are for the item, and whether they have been completed or are overdue.

· Action Items: Provides a list of tasks that must be completed for the item. Listed information includes the action item owner, links to related web sites and locations within the The PMT Portfolios system, and the deadline for the item. From the Action Items tab you can access the Edit Action Item window, where you can edit action item information or indicate that the action item has been completed.

· Dependencies: Displays the list of dependencies for this item. From the Dependencies tab, you can view the items/portfolios that depend on the selected item, or item/portfolios on which the selected item is dependent.

· Links: Provides a list of hyperlinks to web sites related to the item and to uploaded documents within the The PMT Portfolios system.

· Contacts: Provides contact information for people related to the item.

Accessibility

The PMT Portfolios’ built-in accessibility features provide enhanced productivity for all users. The features include:

Keyboard commands: allow users to perform virtually any task, using familiar Windows and Web navigation commands.  Keyboard commands allow ‘pro’ users quicker interaction, while also benefiting users who prefer the keyboard to the mouse due to motor skill impairment or injury.

Zoom and High Contrast mode: these special display modes enhance legibility and readability of on-screen information. These features benefit users with vision impairment eye fatigue.  They also provide users and viewers better screen definition during projected presentations or in poor lighting conditions.

The View contains added options for the Zoom, High Contrast Mode, and Show/Hide My Portfolios.
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Screen Readers Support: provides better compatibility with screen reading software and Braille displays, when used in conjunction with The PMT Portfolios. Compatibility with such software and devices makes the product more accessible to users with vision impairment.

Enhanced Support for Third Party Accessibility Tools: the built-in accessibility support allows better interaction with various third party accessibility-enhancing tools such as screen magnifiers, high contrast schemes, screen readers, and voice command software.  
Updating User Passwords and Preferences

All users have the ability to updated or change user passwords and preferences from any module in Portfolios.

Select User from the Menu Bar

From the Menu list select to Change Password or Preferences
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Overview of Portfolio and Form Structure

OPDIV Portfolio Structure

The portfolio structure that has been setup in HHS The PMT is to allow each OPDIV to have a Home Portfolio for all categories of investments, Major/Tactical and Support.

The following table is a detail breakdown of the investment categorization:

	IT Investment Type
	Budget Year Cost
	Life-cycle Cost
	Other Factors

	Major
	>$10M

Is for Financial Management and obligates > $500K annually
	>$50M
	Designated by the HHS CIO as critical

	Tactical
	>$3M and <$10M
	N/A
	Designated by the HHS CIO as significant

	Supporting
	<$3M
	N/A
	Designated by the HHS CIO as supporting IT investments


Investment Data vs Exhibit 300 Data

The data is entered for investments appropriate to the category of investment (Major, Tactical, Supporting). Some of the investment data will be required by HHS and OMB, some data will be required by HHS only. Exhibit 53 and 300 data will be extracted from investment data as required rather than submitted as specific exhibits. Investment data will be updated regularly as part of the CPIC review process

The following figure shows the portfolio structure for each OPDIV:
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As Data Providers you will have access to all investments from the OPDIV specific Home Portfolio.

General Form Functionality and Tips
Data Entry
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Submitting Data
It is a best practice to submit your data regularly and often by using the “Submit” button on the Tool Bar. If you forget to submit prior to moving off of a Form Object, you will receive the following message. If so, click “Continue” to submit data and move off of the page. 
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Data Entry Error Indications

In order to aid users in the data entry process in Forms, The PMT has smart features indicating if a data entry error has occurred.

Data entry errors occur because:

· Required fields, which are indicated by an *, are not filled-in

· Field are typed with incorrect field formats (i.e., date fields, numerical fields with commas) 

· Exceeds the 4000 character limitation

· Word document formatting is pasted into the text field, like tabs and special characters.

When a data entry error has occurred a Red Underline appears on the Tab and the Category/Field with the error.

Place your mouse pointer over the error indication to find out how to correct the data
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Printing Forms

At various points in the Budget Submission process, users may want to physically print the Playbook Forms in The PMT. The PMT has a “Print” button on the Menu Bar to facilitate this process. In addition, on the Tool Bar the “Print Icon” will achieve the same result.
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Exporting Forms
The PMT has the capability to export Forms to a Microsoft Word Document. Users can access the Form button on the Menu Bar and select “Export” to facilitate this process.
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Appendix C – Data Conversion

	
[image: image258]
	Data Conversion

	The PMT has been enhanced to comply with OMB Exhibit 300 changes and provide more structured data, which will facilitate data entry and reporting. A one-time exercise of converting open text fields to structured data is necessary. Two forms have been created for this purpose. 

Select the drop-down list from the Forms Tab folder; expand the 4.0 HHS Earned Value Management folder. Select form 4.07 Data Conversion.

	Contract Type
	For each row, select the option in the Type (new) column which matches the text in Type (old). For example, if Type (old) is “ffp,” select “FFP: Firm Fixed Price.”

	High Priority Plan
	No answers required. 

	
	Select the drop-down list from the Forms Tab folder; expand the 6.0 Major and Tactical Investments folder. Select form 6.01.06 BY09 Data Conversion.

	Contract Type
	If you completed this tab in form 4.07, you may skip the tab in form 6.01.06. 

	PRM Strategic Goal
	For each row, select the HHS Strategic Objective (in the Strategic Goal(s) Supported New column) which maps to the former HHS Strategic Goal (listed in the HHS Strategic Goal(s) Supported Old column).

	Qualitative Benefits
	Copy the Old Qualitative Benefits text into the text field corresponding to your selected alternative (e.g., if you selected Alternative 3, paste the text into the field labeled Alt 3 Qualitative Benefits). When you  Submit the form, the ALT: Selected Alt Qualitative Benefits  field will also display the qualitative benefits for Alternative 3. 

Providing qualitative benefits for the other alternatives is not mandatory at this time.  


Appendix D – Password Requirements

This document describes updates to policies regarding user accounts, passwords, and user sessions.  These changes are being implemented to support HHS requirements for securing software applications.

Summary of Changes

Below is a summary of changes being implemented.  Each line includes the policy type, the control (or rule) and the specific setting being established.  

	Section
	Control
	Setting

	Account Policies
	Account lockout after unsuccessful login
	A user’s account will be locked after three unsuccessful attempts to login with a given login name.  A successful login resets this count to zero.

	Account Policies
	Account lockout after period of non-use
	A user’s account will be locked after 180 days without a successful login.  A successful login resets this count to zero.

	Session Policies
	Session termination after period of inactivity
	The user’s session will be terminated 30 minutes after the last interaction with the PMT Server.  Submitting data or changing forms are valid interactions.  Typing data in a form is NOT an interaction with the server and will not reset the session timer.

	Password Policies
	Maximum age of password
	Passwords cannot be more than 90 days old.  After this time, a user logging in to the system will be prompted to enter a new password and will not be able to perform other actions until this is done.

	Password Policies
	Reuse of Passwords
	Passwords should not be reused.  The system will store the last 10 passwords for a user and will not allow these to be entered as a new password.

	Password Policies
	Length of Passwords
	Passwords must be at least 8 characters in length.

	Password Policies
	Password Complexity
	To help ensure complexity of passwords, passwords must contain at least one upper-case letter, one lower-case letter, one number, and one special character.

	Password Policies
	Restricted Passwords
	A password may not contain a user’s first name, last name, or login name.


Questions and Answers

Account Policies
· Question:  My account has been locked.  How do I unlock it?

· Contact your OPDIV CPIC manager to request that the account be unlocked.  Only your OPDIV CPIC manager can verify your identity and that your account should be unlocked.  
Session Policies
· Question:  My session has been terminated after 30 minutes of inactivity.  Can I recover my work?

· No.  Be sure to save your work periodically to reset the timeout and save your data.  This is good practice with any web-based application to prevent data loss due to network or other issues.
· Question:  I have been entering data in a form for the last 60 minutes, but when I click Submit, I am notified that my session timed out.  Why did this occur?

· Entering data in a form does not reset the inactivity timer, which is maintained on the server.  To reset the 30-minute timer, Submit your data, or click on a different form, tab, or item.  
Password Policies
· Question:  What happens if I do not change my password within 90 days and it expires?

· You will still be able to login to the system using your old password.  However, you will immediately be required to enter a new password before proceeding.  This is the same behavior as when attempting to log into Microsoft Windows using an expired password.
· Question:  I forgot my password.  What do I do?

· Contact your OPDIV CPIC manager to reset your password.  Only your OPDIV CPIC manager can verify your identity and provide you with a new password.  
· Question:  What will happen the first time I login to the system after the new password policies are implemented?

· If you have not changed your password in the last 90 days, you will be required to change your password immediately after logging in.  Otherwise, you may continue to use your old password until it expires after 90 days.
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� Discounting timing methods:  Beginning-of-Year (BOY) (such as annual lease payments due in advance) discount calculation: DF = 1/(1+i)^(n-1); Middle-of-Year (MOY) (most appropriate when expenses / benefits occur throughout the year) discount calculation: DF = 1/(1+i)^(n-.5), End-of-Year (EOY) (such as annual lease payments due at year end) discount calculation: DF = 1/(1+i)^(n)


� Please see the section titled Excerpt from OMB Circular A-94: Treatment of Inflation.
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