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Introduction

An Information Technology (IT) project is defined as a specific series of activities involving the implementation of new or enhanced IT systems. A Project Investment Justification (PIJ) document is completed for all projects of $25,000 or more in development costs, regardless of the funding source. Projects with $100,000 or more in development costs require inclusion of operating costs to enable life cycle analysis. Life cycle analysis is an evaluation of costs and benefits over a prescribed period not greater than 5 years. 

A. Document Information

Information is included in each section to assist in preparing the PIJ document.  The PIJ format presented here is the State standard for project justification and must include all required sections in the order specified in the Table of Contents.  Additional information including the PIJ Policy, Standard and Procedure can be found at the GITA web site at www.azgita.gov.
Section I. Business and Technology Assessment provides a project overview; describes the existing situation and problem; defines the proposed changes and objectives; outlines the proposed technology and enterprise architecture compliance; illustrates viable alternatives; lists major deliverables, personnel roles and responsibilities; and defines the project schedule.

Section II. Public Value and Benefits describes the improved management or performance that brings new value to the citizens. This section identifies quantitative and qualitative benefits that may be gained by completing this project. 

Section III. Financial Assessment identifies the development and operating costs, summary of costs, special terms and conditions, funding timeline and funding source.
Section IV. Risk Assessment measures the impact of the project on the agency in six key categories. Each category is described and contains questions pertaining to risks. A “Yes” answer receives a score of 1 point. A low score indicates high-risk.
Section V. Project Approvals provides a management review checklist and an area for the agency management to approve the project by signature, establishing accountability.  Projects under $1 million require the signature of the agency Chief Information Officer.  A Project over $1 million requires the signature of the agency Director.
The Appendices section provides attachments to the PIJ document.  An itemized list of costs is required to substantiate the Financial Assessment.   If the project development cost exceeds $1 million, a connectivity diagram and a Gantt chart is required.
B. Procedure

The review cycle by GITA is not more than thirty (30) working days from the date received. During GITA review Oversight staff may be in contact with you to request additional information.  Please include your email address and FAX number to facilitate communications.
The GITA Director will issue a response letter to the Director of the submitting agency indicating the results of the review and a recommendation.  GITA forwards copies of this recommendation to the Joint Legislative Budget Committee (JLBC), the Governor’s Office of Strategic Planning and Budgeting (OSPB), and the State Procurement Office (SPO).  GITA does not approve funding or procurement of technology projects.  It is the responsibility of the agency to secure additional approvals that may be required by OSPB, JLBC and SPO.

C. Decision Matrix

After estimating the development cost of the project, complete the sections of the PIJ indicated below.  Projects of $25K to $100K include development costs only. Projects of $100K or more include operating costs.  GITA may request additional information or require completion of additional sections, if the project is deemed critical in nature.
	Development Costs

	Section
	Category


	$25K

 To

$99.9K
	$100K

To 
$999K
	$1.0M

And

 Above

	    I. A
	Management Summary
	(
	(
	(

	       B
	Proposed Changes and Objectives, “To Be”
	(
	(
	(

	       C
	Existing Situation and Problem, “As Is’
	(
	(
	(

	       D
	Proposed Technology
	(
	(
	(

	      E
	Enterprise Architecture
	(
	(
	(

	       F
	Measurements and Major Deliverables
	(
	(
	(

	      G
	Roles and Responsibilities
	
	(
	(

	      H
	Other Alternatives Considered
	
	(
	(

	      I
	Summary Project Management Schedule
	
	(
	(

	  II. A
	Value to the Public
	(
	(
	(

	      B
	Benefits to the State
	(
	(
	(

	 III. A
	Development Costs
	(
	(
	(

	      B
	Operating Costs
	
	(
	(

	      C       
	Summary of Costs 
	
	(
	(

	      D
	Terms and Conditions
	
	(
	(

	     E     
	Funding 
	
	(
	(

	            1
	Funding Timeline
	
	(
	(

	            2
	Funding Source
	(
	(
	(

	IV. A
	Risk Summary (All Sections Required for Software Development.)
	
	(
	(

	      B
	Risk Evaluation
	
	
	(

	             1
	Strategic
	
	
	(

	             2
	Management
	
	
	(

	             3
	Operation
	
	
	(

	             4
	Scope and Requirements
	
	
	(

	             5
	Technologies Competency
	
	
	(

	             6
	Infrastructure Dependencies
	
	
	(

	             7
	Business Continuity and Disaster Recovery
	
	
	(

	V. A
	CIO Review
	(
	(
	(

	     B
	Project Approvals
	(
	(
	(

	Appendices
	
	
	
	

	     A
	Itemized List with Costs 
	(
	(
	(

	     B
	Connectivity Diagram
	
	
	(

	     C
	Gantt Chart, Project Management Summary
	
	
	(


Section I. Business and Technology Assessment

	Agency Name and Address
	Contact Name, Phone, e-mail

	
	


	Project Investment  Name
	Date

	
	


This section describes the business issues, objectives and operational goals of the project. It describes the proposed changes, current problems, and the technology to be implemented, major deliverables, personnel involved, other alternatives studied and a summary project schedule.
Note: For projects with $100 thousand or less in Development Cost, complete parts A through F of this section. For projects greater than $100 thousand complete parts A through I.  

A. Management Summary

Complete this part last. It includes high-level summary information about the major project objectives and the specific means to accomplish these objectives. Describe the value to be realized, the resources needed, and the methods to be used for measurement. Detail information on these three key areas is described later in this section.

	Is this project mandated by law, court case or rule?  

	Cite the requirement, ARS Reference or Court Case:

(Do not include information here unless the law, court case or rule specifically identifies technology as a requirement.)



The following table contains summary information taken from the other sections of the PIJ document. 

	Description
	Section
	Significance

	Value Rating
	 II. A. Value to the Public 
	

	Economic Benefits 
	 II. B. Benefits to the State
	$

	Total Development Cost
	 III. A. Development Costs
	$

	Total Project Cost
	 III. C. Total Project Costs
	$

	Score for Risks
	 IV. A. Risk Summary (Maximum 47)
	


B. Proposed Changes and Objectives, “To Be”

Explain the new technology processes to be implemented with respect to customer service, productivity, quality, performance, and technology. Describe how the new system will address current problems and how it will impact the organization’s policies, procedures, standards, staffing, costs, and funding. Also, describe the functional elements of the new system and how agency personnel will use them. 

If a new system is required to meet certain standards, provide detailed information or attach copies of the documents. Describe the impact of the new system on help desk functions, operations, disk storage, computer processing, network, testing environment, other projects, and other customer services.

C. Existing Situation and Problem, “As Is”

Explain the current business and technology processes and issues being addressed, and their weaknesses. Provide specific information about current staffing and procedures that negatively affect the processes. Identify specific hardware, software, and network inadequacies. 

D. Proposed Technology

Describe all hardware, software, and telecommunications.  Include configurations, model numbers, performance characteristics, performance capacities, and planned useful life, upgrade or expansion capabilities. 
E. Enterprise Architecture

Using the table below, indicate “Yes” if the proposed technology aligns with Arizona Enterprise Architecture (EA) Targets.  Include a list of EA Standards that were reviewed for this PIJ. EA Domains can be found at the GITA web site at http://azgita.gov/enterprise_architecture.  Projects must conform to EA Targets.  

	Enterprise Architecture (EA)

Technology Domain Definitions

	Project EA Conformance

(Yes/ No)
	List EA Standards reviewed for this PIJ  

	Network: Defines policies and standards for the State’s communications infrastructure, which includes the various topologies and protocols necessary to facilitate the interconnection of server platforms, mainframes, intra-building and office networks (LANs), and inter-building and mall/campus networks (WANs).

	
	

	Security: Identifies security technologies, policies, and standards necessary to protect the information assets of the State and to ensure isolation and confidentiality of information, integrity of data, and the availability of IT resources to the State’s workforce and citizens, as appropriate.

	
	

	Platform: Defines policies and standards for IT devices and associated operating systems, which include mainframes, mid-size computers, servers, storage devices, client platforms (PCs, workstations, PDAs, telephony, etc.).

	
	

	Software/Application: Defines policies and standards for software applications, application development tools, productivity software tools, etc.

	
	

	Data/Information: Defines policies and standards for the organization of information related to citizens, locations, and objects the State must collect, store, maintain, and access.

	
	

	
	Service Oriented Architecture Planning and Implementation
	Y/N

	1.
	Does this project qualify as an SOA application by improving application delivery for technology reuse, and/or application reuse and/or services reuse?
	

	2.
	Can this project provide reuse benefits to other agencies, departments and/or divisions within state government as an SOA application through web services?
	

	3.
	Can this project provide reuse benefits to other political sub-divisions via Internet web services?
	

	4.
	Can this project provide reuse benefits to the private sector or the Federal government through web services?
	

	5.
	Can this project eliminate redundant processes and/or services as an SOA application through web services?
	

	6.
	Can this project, as an SOA application improve efficiencies and effectiveness in state government for increased productivity and performance and/or by eliminating waste and fraud?
	

	7.
	Does the agency have the necessary technical skills, application suites, tool sets, workbenches, etc., to implement this project as an SOA application?
	


F. Major Deliverables and Outcomes

Describe what your agency, internal and external customers, and the citizens of Arizona will receive as a result of the project. Describe critical factors and criteria you will use to determine project success.  Deliverables include the system hardware and software, application features and functions, system enhancements that improve productivity, new or improved services provided to stakeholders.
G. Roles and Responsibilities

Provide the names, job titles and responsibilities of all the personnel involved in the project.  These may include the Project Sponsor, Technical Project Manager, Business Area Expert, programmers, analysts, consultants.  If new FTEs or consultants will be hired, indicate “new.”  If an IT Steering Committee will oversee the implementation include names and titles and meeting frequency. 
Projects deemed to be major and/or critical may require a certified project manager.  Check the appropriate Box regarding certification:

	Project Manager Certification
	Yes
	No

	Project Manager is Project Management Professional (PMP) Certified
	
	

	Project Manager is State of Arizona Certified
	
	


H. Other Alternatives Considered

Describe other solutions that were evaluated and explain why they were rejected. Include their strengths and weaknesses. “Do nothing” is an alternative. Evaluating all other viable alternatives is evidence of objectivity and proof the best alternative was selected.  If no other alternative besides “Do Nothing” is cited, GITA may require an explanation.
I. Summary Project Management Schedule

Describe the high-level activities and events, such as project milestones and major project phases. Include any elapsed time for various stages of the project.  Entries should include a description of the milestone, estimated time for completion in weeks or months, and total time required for project development.  If the project is approved, GITA monitoring staff will review the project plan and may ask for additional information or updates. 
Section II. Public Value and Benefits 

A. Value to the Public

INSTRUCTIONS

Evaluate the impact the project will have on State customers, clients, and citizens. 

Score: 0=None, 1=Minor, 2=Moderate, 3=Considerable, 4=Substantial, 5=Extensive.
	Description
	Score

	Client Satisfaction:  Rate how stakeholders may respond to anticipated improvements.  This could apply to health and welfare services, quality of life or life safety functions. 
	

	Customer Service:  Rate anticipated improvements to internal and external customer service delivery.  Give consideration to faster response, greater access to information, elimination or reduction in client complaints. 
	

	Life Safety Functions: Applies to public protection, health, environment, and safety. Consider how this project will reduce risk in these functions.
	

	Public Service Functions: Applies to licensing, maintenance, payments, and tax. Consider how this project will enhance services in these functions.
	

	Legal Requirements: Consideration should be given to projects mandated by federal or state law. Other consideration could be given if there are interfaces with other federal, state, or local entities.
	

	Product Quality: Applies to the information and services delivered to internal and external customers and the public.
	

	Other: List any other applicable value or benefits.
	

	Total
	


	Detail Description of Project Benefits

	(Describe in detail any category in the Value to the Public with a score greater than 3)




 B. Benefits to the State

INSTRUCTIONS

Describe the economic impact the project may have on your agency, the State or the public.  Improved performance can produce either monetary savings or increased revenues.  Cost avoidance activities may be noted in both value to the public and benefits to the state. Labor savings may be included if they represent a reduction in force, or avoidance of new hires.  

The benefits listed here are closely tied to Section I. Business and Technology Assessment, B. Proposed Changes and Objectives, “To Be” and E. Major Deliverables and Outcomes.  Specific benefit amounts gained from the proposed project are described in this section. 

Score: 0=None, 1=Minor, 2=Moderate, 3=Considerable, 4=Substantial, 5=Extensive.
Savings: Enter the sum of measurable economic benefits for each category. The description and method of calculation must explained in the table labeled “Additional Information on Savings” if savings exceed $50 thousand.
	Description
	Score
	Savings

	Agency Performance: The extent to which duties and processes will improve or positively affect business functions. Consider reduced redundancy and improved consistency for the agency.
	
	

	Productivity Increase: The improvements in quantity or timeliness of services or deliverables. Consider improved turnaround time or expanded capacity of key processes. 
	
	

	Operational Efficiency:  Rating may be based on improved use of resources, greater flexibility in agency responses to stakeholder requests, reduction or elimination of paperwork, legacy systems, or manual tasks.
	
	

	Accomplishment Probability: The extent to which this project is expected to have a high level of success in completing all requirements for the division or agency.
	
	

	Functional Integration: The impact the project will have in eliminating redundancy or improve consistency. Consider the impact of information sharing between departments or divisions, or between agencies in the State.
	
	

	Technology Sensitive: The implementation of the right types of technology to meet clear and defined goals and to support key functions. Consider technologies and systems already proven within the agency, division, or other similar organizations.
	
	

	Other: List any other applicable benefit. 
	
	

	Total
	
	


	Additional Information on Savings

	(Describe in detail the calculation for any item with a total greater than $50,000)




Section III. Financial Assessment

Development and Operating Cost INSTRUCTIONS

Development Costs are the sum of all start up expenditures. Operating Costs are the sum of all on going expenditures after initial startup. A detail listing of these costs is included in the Statewide Standard P-340 S-340, Cost Factors Table.  This document is available on the GITA web site at azgita.gov.  

Lease/Purchase is a development cost since leasing is a financing mechanism to enable procurement. Upgrades or software license increases may be included in these costs.

ALL COSTS MUST BE SUBSTANTIATED IN APPENDIX A. ITEMIZED LIST WITH COSTS.
1. IT FTE Positions

The number of State IT positions assigned full time to the project or investment. If the project requires less than full time, enter a decimal fraction of estimate hours based on a 2,000 hour year. The number entered is limited to agency personnel.  Examples: If the project requires only one person to work 1,000 hours for the first year, the number of FTE positions is 0.5.  If a FTE is employed for 2000 hours each year, the number of positions is one (1.0).   

2. Professional and Outside Positions

The number of consultants, contractors, and personnel used in this project other than State employees. The total should agree with the total described in Section I. F Roles and Responsibilities based on a 2000 hour year. 

3. Total of Items 1 and 2 above.

4. IT FTE Cost

The total personnel dollars expended for IT FTEs, including E.R.E. (Employee Related Expenses) at its most current rate. 

5. IT Services (Professional and Outside Consultants Cost)

The dollars expended for all third-party consultants and contractors.  In Appendix A, include the billing rate, number of hours, and the tasks to be performed. 

6. Hardware

All costs related to computer hardware and peripherals used on a project.
7. Software

All costs related to applications and systems related software for the project.

8. Communications

All costs related to telecommunications equipment: switches, routers, leased line charges, software, etc.
9. Facilities

All costs related to improvements or expansions of existing facilities required to support this project.

10. Licensing and Maintenance Fees

All licensing and maintenance fees that might apply to hardware, software and any other products included in this project.

11. Other

Other IT costs not included above, such as travel, training, documentation, etc. 

12. Total - The sum of lines 4 through 12.

A. Development Costs

	Fiscal Year

	Description
	FY____
	FY____ 
	FY____  
	FY____
	FY____
	Total*

	The number of FTE and third-party positions

	1. IT FTE Positions
	
	
	
	
	
	(Do not use) 

	2. Professional and

Outside Positions
	
	
	
	
	
	

	3. Total Positions *
	
	
	
	
	
	

	The development costs in thousands ($000)

	4. IT FTE COST 

    (Include ERE)
	
	
	
	
	
	

	5. Professional and Outside Costs
	
	
	
	
	
	

	6. Hardware
	
	
	
	
	
	

	7. Software
	
	
	
	
	
	

	8. Communications
	
	
	
	
	
	

	9. Facilities
	
	
	
	
	
	

	10. Licensing and

      Maintenance Fees
	
	
	
	
	
	

	11. Other
	
	
	
	
	
	

	12. Total**
	
	
	
	
	
	


*     Items 1 and 2 must be referenced in Section I. F. Roles and Responsibilities.

**  Items 4 through 12 must be included in Appendix A. Itemized List with Costs.
 B. Operating Costs

	Fiscal Year

	Description
	FY____
	FY____ 
	FY____  
	FY____
	FY____
	Total**

	The number of FTE and third-party positions

	1. IT FTE 
	
	
	
	
	
	(Do not use)



	2. Professional &

    Outside Positions 
	
	
	
	
	
	

	3. Total Positions *
	
	
	
	
	
	

	The operating costs in thousands ($000)

	4. IT FTE COST 

    (Include ERE)
	
	
	
	
	
	

	5. Professional and Outside Costs 
	
	
	
	
	
	

	6. Hardware
	
	
	
	
	
	

	7. Software
	
	
	
	
	
	

	8. Communications
	
	
	
	
	
	

	9. Facilities
	
	
	
	
	
	

	10. Licensing and

Maintenance Fees
	
	
	
	
	
	

	11. Other
	
	
	
	
	
	

	12. Total**
	
	
	
	
	
	


*     Items 1 and 2 must be referenced in Section I. F. Roles and Responsibilities.

**  Items 4 through 12 must be included in Appendix A. Itemized List with Costs.
Total Project Cost INSTRUCTIONS

1.  Development Costs
Total costs over five years from Section III. A. Development Costs, line 14.

2.  Operating Costs
Total costs over five years from Section III. B. Operating Costs, line 14.

3.  Total Project Costs
Total of Development Costs plus Operating Costs.

C. Total Project Cost

	Fiscal Year ($000) 

	Description
	FY____
	FY____
	FY____
	FY____
	FY____
	Total

	1. Development Costs
	
	
	
	
	
	

	2. Operating Costs
	
	
	
	
	
	

	3. Total Project Costs
	
	
	
	
	
	


Special Terms and Conditions INSTRUCTIONS

Describe the terms and conditions required for this project. Include all qualifying factors, time limitations, and         penalties that could be assessed. If multiple, the terms and conditions should be divided by vendor name.  Identify applicable existing procurement contracts to be used for this project.  Indicate if the project requires a Request for Proposal (RFP).  

D. Special Terms and Conditions

	Explanation

	RFP Description, timing.
Lease Purchase Agreement, interest expense, term of the lease, buy-out cost, Refund/Rebate for equipment returned.




E. Funding
Funding Source and Timeline INSTRUCTIONS

1. Funding Time Line

1. Available Base Funding
The planned base funds expended over five fiscal years.

2. Additional Appropriations
The additional funding requested from legislative appropriations.

3. Other Funding Source
The third party funding, other than base budget or legislative appropriations, such as Federal matching.

4. GITA Special Funds
The requested amount of special funds managed by GITA for this type of project. 

5. Total  Funding
The sum of lines 1, 2, 3, and 4.

2. Funding Source

1-7 Name of Funding Source

All funding sources such as General Fund, State Highway Fund, Watercraft Licensing Fund, Board of Cosmetology Fund, Federal matching funds and block grants, and any other funds that may apply to this project.

Pay special attention to the columns for “Available Base” and “New Appropriations Request”.  If you have requested new additional appropriations, or additional spending authority, use the “New Appropriations Request” column.  

8. Funding Source Total

The sum of items 1-7.

1. Funding Timeline

	Five Year Total ($000)

	Agency
	FY____
	FY____
	FY____
	FY____
	FY____
	Total 

	1. Available Base Funding
	
	
	
	
	
	

	2. Additional Appropriations
	
	
	
	
	
	

	3. Other Funding Source
	
	
	
	
	
	

	4. GITA Special Funds
	
	
	
	
	
	

	5. Total Funding (*)
	
	
	
	
	
	


2. Funding Source

	Funding Source ($000)

	Name of Funding Source
	Available 

Base
	New Appropriations
Request
	Total

	1. General Fund
	
	
	

	2.
	
	
	

	3.
	
	
	

	4.
	
	
	

	5.
	
	
	

	6. 
	
	
	

	7. Federal Funding
	
	
	

	8. Funding Source Total (*)
	
	
	


(*) Total equals Section III. C. Total Project Costs.

Section IV. Risk Assessment

INSTRUCTIONS

For projects of $100,000 up to $999 thousand, complete the Risk Summary table below. For software development projects or projects of $1 million or more, complete all seven categories in the following Section IV. B. Risk Evaluation then transfer the scores to the summary table below, and the table included in the Management Summary.

Score

Questions for the seven risk categories are scored with 1 point for a “Yes” answer, and zero for a “No” answer. Maximum Possible score is 47representing a “Yes” answer to all questions. 
A. Risk Summary

	Category
	Maximum

Possible
	Score
	Description

	1.
	Strategic
	6
	
	Aligns with Agency and Statewide Enterprise Architecture, goals, objectives, policies, standards and IT strategic plan.

	2.
	Management
	6
	
	Senior and intermediate management is involved in, and supports, the project.  A steering committee/project team is in place.

	3.
	Operational
	5
	
	Adverse effects on current operations are unlikely or contingency plans are in place.

Supports Agency Performance Measures.

	4.
	Scope and Requirements
	7
	
	Scope and requirements are, or will be, clearly defined and approved.  Effect on business processes has been assessed.

	5.

	Technologies Competency
	7
	
	Agency has available, or will secure appropriate skills to implement the project. Organizational readiness has been assessed.

	6.
	Infrastructure Dependencies
	6
	
	All key elements are included to fully implement the project.  No additional costs are anticipated to deliver benefits. 

	7.
	Disaster Recovery and Business Continuity Planning
	10
	
	Agency preparedness for Disaster Recovery, Business Continuity Planning

	
	Total 
	47
	

	General Comments:




B. Risk Evaluation
INSTRUCTIONS
This section is for projects that cost over a $1 million. The “Yes” answer receives a score of 1 point and any other answer receives no points and requires an explanation. The bottom box is used for the explanations. 

Transfer the total score for each category to the Risk Summary. 

1. Strategic

The project aligns with Agency and Statewide Enterprise Architecture, goals, objectives, policies, standards and IT strategic plan. 

	Score 1 Rating Point for a “Yes” Answer
	Yes
	No*

	1. Does this project directly accomplish a strategic goal as outlined in your agency IT strategic plan?
	
	

	2. Is there a written assessment of short-term and long-term effects the project will have on operations?
	
	

	3. Is the project technology already in place in your agency so that IT/user training is minimized?
	
	

	4. Have you evaluated implementations of this technology in other States, agencies or businesses?
	
	

	5. Will this project accommodate business operations, without additional upgrades, for the next 3-5 years?
	
	

	6. Will the project meet or exceed statewide Enterprise Architecture standards?
	
	


	Total Rating Points
	


	*Explain all “No” Responses:




2. Management

Senior and intermediate management is involved in, and supports, the project.  A steering committee/project team is in place.
	Score 1 Rating Point for a “Yes” Answer
	Yes
	No*

	1. Are Agency Performance Measures supported by the project?
	
	

	2. Does this project have a senior management sponsor? 
	
	

	3. Has an IT Steering Committee been formed, comprised of senior management, business area experts and technical personnel?
	
	

	4. Are project planning and project management practices in place?
	
	

	5. Are managers prepared to commit user time necessary for training?
	
	

	6. Has the designated Project Manager successfully implemented projects of this scope in the past?
	
	


	Total Rating Points
	


	*Explain all “No” Responses: 




3. Operational

Adverse effects on current operations are unlikely or contingency plans are in place.  The project supports Agency Performance Measures.
	Score 1 Rating Point for a “Yes” Answer
	Yes
	No*

	1. Can technical personnel continue maintenance/support and implement the project concurrently?
	
	

	2. Has, or will, a user acceptance-testing plan been devised and approved by user departments? 
	
	

	3. Has the project’s effect on current operations been thoroughly assessed?
	
	

	4. Does the system affect one location only?  If not, is a statewide roll-out plan in place?
	
	

	5. Has a disaster recovery or contingency plan been devised in the event of project failure or delayed implementation?
	
	


	Total Rating Points
	


	*Explain all “No” Responses:




4. Scope and Requirements

Scope and requirements are, or will be, clearly defined and approved.  Effect on business processes has been assessed.
	Score 1 Rating Point for each “Yes” answer
	Yes
	No*

	1. Have Management and the Project Team approved a Requirements Document?
	
	

	2. Have deliverables been clearly identified and appropriately scheduled? 
	
	

	3. Have critical success factors been identified and agreed to by user departments and the Project Team?
	
	

	4. Is there a Change Management process in place?
	
	

	5. Have “In Scope” and “Out of Scope” items been identified and agreed to by all stakeholders?
	
	

	6. Have technical personnel documented core business processes?
	
	

	7. Have all data conversion/data entry tasks been defined and time allocated in the implementation plan? 
	
	


	Total Rating Points
	


	*Explain all “No” Responses:




5. Technology Competency

Agency has available, or will secure, appropriate skills to implement the project. Organizational readiness has been assessed. 

	Score 1 Rating Point for each “Yes” answer
	Yes
	No*

	1. Do project technical personnel possess required skills?
	
	

	2. Has adequate training been included for both users and technical personnel? 
	
	

	3. Have technical personnel developed other systems using the proposed platform/language?
	
	

	4. Are technical personnel fully versed in core business operations?
	
	

	5. Do all technical personnel possess sufficient experience developing systems using the proposed technology?
	
	

	6. If a vendor is involved, is the vendor financially stable and well established?
	
	

	7. Has the assigned project team delivered projects of similar complexity on time and on budget, in the past?
	
	


	Total Rating Points
	


	*Explain all “No” Responses:




6. Infrastructure Dependencies

All key elements are included to fully implement the project.  No additional costs are anticipated to deliver benefits.  

	Score 1 Rating Point for each “Yes” answer
	Yes
	No*

	1. Will the project deliver full functionality without future upgrades and additional development cost?
	
	

	2. Is all existing technology compatible with the proposed system? 
	
	

	3. Have all environmental, electrical and security concerns been studied and addressed in the plan?
	
	

	4. Is key hardware/software available within the project plan constraints?
	
	

	5. If key services will be replaced, has the impact on users been evaluated, and have users agreed to the changes?
	
	

	6. Have all current and future operating costs related to the project been included in the PIJ?
	
	


	Total Rating Points
	


	* Explain all “No” Responses:




7. Disaster Recovery and Business Continuity Planning

	Score 1 Rating Point for a “Yes” Answer
	Yes
	No*

	1. Are Agency Data and Data Flows well understood and documented?
	
	

	2. Are adequate system backups regularly scheduled and carried out consistently?
	
	

	3. Are system backup and restore processes adequate and fully functional?
	
	

	4. Are system backup storage media stored in a secure location off site?
	
	

	5. Are system backup and restore procedures tested and verified on a regular basis?
	
	

	6. Is there a backup or alternate process to restore telecommunications in the event of a failure?
	
	

	7. Has your agency established an alternate site for emergency operations?
	
	

	8. Is there an IT Disaster Recovery Plan in place?
	
	

	9. Have manual workarounds been established for Critical Business Functions related applications, data, infrastructure, and staff?
	
	

	10. Has your agency emergency communications plan been tested and verified on a regular basis?
	
	


	Total Rating Points
	


	*Explain all “No” Responses:




Section V. Project Approvals

The appropriate signatures must be obtained from the Agency Sponsor and Agency CIO. The Agency Director or CEO’s signature is required on projects over $1 million or on projects considered critical in nature to the Agency.

A. CIO Review
	Key Management Information
	Yes
	No

	1. Is this project for a mission critical application system?
	
	

	2. Is this project referenced in your agency’s Strategic IT plan? 
	
	

	3. Is this project consistent with agency and State policies, standards and procedures?
	
	

	4. Is this project in compliance with the Arizona Revised Statutes and GRRC rules?
	
	

	5. Is this project in compliance with the statewide policy regarding the Accessibility to Equipment and Information Technology for Citizens with Disabilities?
	
	


B. Project Approvals
The PIJ must be transmitted to GITA by email.  Project approvals may be sent to GITA by mail or FAX.

Include the Project Title for identification: 

       Project Title:  _______________________________________________________________________________

	Responsibility
	Approval Signature and Title
	Date

	Project Manager:
	
	

	Agency CIO:
	
	

	Project Sponsor:
	
	

	Agency Director:
	
	


Appendices 

A. Itemized List with Costs

An Itemized list of expenditures including unit costs and extensions is required to substantiate the Financial Assessment.  Both Development and Operating costs must be included.  
B. Connectivity Diagram
For projects over $1 million in development cost, attach a high-level schematic drawing, indicating major hardware components. If your project is an expansion of existing facilities, clearly indicate existing and new components. A hand-drafted drawing is acceptable. 

C. Gantt Chart, Project Management Timeline
For projects over $1 million in development cost, include a computer-generated Gantt Chart, or a textual list of major project phases and milestones.  Include the estimated time of completion for each milestone, and the total elapsed time for the entire project. Do not include a detailed list. If a vendor is involved, insure the plan is consistent with the vendor’s proposed schedule. This Gantt Chart will be used as the basis for GITA project oversight.
Glossary

If special terminology and acronyms are used, consider including a glossary of terms.
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