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Procedures for Comprehensive Information Technology Assessments (CITA)

[bookmark: _Toc294789081]Section 1. Purpose

These procedures provide guidance for performing the CITA Tasks and populating the online CITA Report Survey. Certain agencies are required to submit an online  CITA Report Survey response, with Agency Head approval, by September 1, 2011. 

The Commonwealth of Virginia [2011-2012 Budget bill(Act)] Item 470, H1-H2, requires the implementation of Comprehensive Information Technology Assessments (CITA ) for state agencies receiving services charged by Virginia Information Technologies Agency (VITA).  Refer to Exhibit 1 for the relevant bill (act) language.

At the direction of Secretary of Technology and the Chief Information Officer (CIO), the VITA Customer Service and Management Office (CSPMO) was directed to provide documentation on information technology best practices as well as provide programmatic guidance to state agencies in the preparation of the Comprehensive Information Technology Assessment and in the execution of the assessment’s recommendations.

CITA Program guidance will be posted on the VITA AITR Resources website at: 
http://www.vita.virginia.gov/councils/default.aspx?id=12542 

VITA CSPMO  is to provide a primary point of contact as a resource to the agencies.  
Matt Gill, CITA Manager, (804) 416-6051,  Matt.gill@vita.virginia.gov 

[bookmark: _Toc294789082]Section 2. Required CITA Reviews and Reports 

The CITA Task Items as listed in Exhibit 2 will be accomplished through a combination of data and systems analyses, interviews and documentation reviews. There are task items listed that are not explicitly named in the budget bill. Reason: each of the named eight areas of focus have related cross-functional tasks that are more efficiently analyzed when reported in a consolidated  task section like Asset Management or Legacy Assets. Other added sections were suggested as cost saving opportunities and approved for addition by the CIO.

An online CITA Report Survey response will be produced at the following link: 
https://vashare.virginia.gov/sites/VITA3/CITA/Lists/CITA Report Survey/overview.aspx  

NOTE: The “CITA Report template” has been renamed “CITA Collaboration Document”, and may not be used for official submissions of the agency assessments. The CITA Collaboration document will be useful for reviewing sample responses provided by VITA, drafting responses in preparation for input into the online CITA Report Survey, and as a specific deliverable of any contractors assisting with CITA via the Computer Aid contingent labor contract.

Online CITA Report Surveys are locked to viewing and editing by only the submitting user. Submitting users may create only one response but may edit it at anytime up until September 1 2011 11:59pm.

Approval by the Agency Head will be recorded by the Agency Assessment Lead via email thread, but only submitted to VITA upon request. Answering “yes” to the final question on the CITA Report survey and selecting “Save” will be the official submission to the Chief Information Officer, which is due  by September 1, 2011. Refer to Exhibit 3 for the required CITA Collaboration Document, which includes the of the online  CITA Report Survey.  

The online CITA Report Survey must be used, in order to facilitate the CIO’s analysis of over 70 agency reports.

The online CITA Report Survey questions generally cover : 

· Executive Summary
· Summary of Findings	
· Summary of Implementation Plan
· Appendix A: List of Personnel Contacted
· Appendix B: Detailed Findings and Recommendations Table
· Appendix C: Implementation Plan (submit via upload to CITA Sharepoint site in Excel or Project)
· Appendix D: IT  Best Practices

A list of the personnel contacted during the assessment is provided in Appendix A(updated 6/2/2011: Appendix A is no longer required, not included in the online CITA Report Survey).  
Appendix B, the Detailed Findings and Recommendations table recorded by the CITA team, will be organized by the associated Task Item. 
Further guidance includes:
· The classification of major or minor savings opportunities shall be noted. The table may be submitted as an Excel file – be sure to use the exact column headings and order or the file will be returned to the agency for repair and resubmission.
· Major Savings Opportunities are defined as those actions that may produce either: 
1. Greater than $5,000 in cost reductions on a nonrecurring (one-time) basis, or
2. Greater than $20,000 in cost reductions on an annualized recurring basis
· All major savings are addressed first in each findings summary, referencing the range of maximum to most likely savings opportunities. Savings in recurring or nonrecurring dollars are associated with each opportunity A range of savings is noted in the Findings table, from an amount of “most likely achievable” savings to a higher “maximum achievable” savings amount. Finally, an accounting of the factors that might challenge the achievement of the highest possible savings is included. 
· Agencies may choose not to address a task item.  If a task item is not addressed the reason why it was not considered will be provided in the detailed findings and recommendations section of the report.

An Implementation Plan, containing the minimum information shown in Appendix C, is to be produced by the Agency with the objective of naming the tasks, timeframes, and task owners responsible for pursuing the cost savings. An Excel or Project file must be uploaded to the CITA Sharepoint site, into the document library “Implementation-Plans.” Record that the file was uploaded in the online CITA Survey where requested towards the end of the survey.

Finally, Appendix D is an optional list of Best Practices observed during the assessment should be shared with other agencies for Commonwealth-wide benefits. Submit these items in the online CITA Report Survey where requested. VITA shall publish these practices on its website for all agencies, crediting the source agency where possible. 
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Chief Information Officer

[bookmark: OLE_LINK1]The CIO is required by the Budget Act to oversee development of the CITA program. The CIO directs the Customer Service Project Management Office (CSPMO) of VITA to develop and
post documentation on information technology best practices as well as provide programmatic guidance to state agencies in the preparation of the Comprehensive Information Technology Assessment reports. The CIO receives and directs CSPMO to review the online CITA Report Surveys responses submitted by the agencies, validating that all possible savings opportunities have been identified and each has an appropriate implementation plan to achieve the savings by the start of the second year of the budget.  The submitted CITA Report Survey responses will be used to advise the Secretary of Technology, Director, Department of Planning and Budget, and the Governor regarding which CITA Reports Survey responses demonstrated, for the second year of the budget, greater or less need than 97 percent of the agency’s share appropriations for costs incurred due to changes to service rates. 

VITA Customer Service Project Management Office CITA Manager

The VITA Customer Service Project Management Office (CSPMO) CITA Manager develops and posts documentation on information technology best practices as well as provides programmatic guidance to state agencies in the preparation of the Comprehensive Information Technology Assessment reports. The CSPMO CITA Manager will provide guidance to Agency Assessment Leads and CITA providers throughout the assessment and implementation efforts. The CSPMO CITA Manager reviews the online CITA Report Survey responses submitted by the agencies, validating that all possible savings opportunities have been identified and each has an appropriate implementation plan to achieve the savings by the start of the second year of the budget.

VITA Supply Chain Management 

VITA Supply Chain Management will qualify CITA service providers through the CAI contingent labor contract. 

Agency Head or Sponsor

The Agency Head decides if the Agency will conduct the assessment. If not planning to perform the assessment, the Agency Head advises the CIO and agency’s Secretary.  If planning to conduct the assessment, the Agency Head serves as, or delegates, the sponsor role for the Comprehensive IT Assessment. The Agency Sponsor determines whether to hire a CITA provider or to perform the assessment with agency staff. The Agency Sponsor assigns the Assessment Lead, ensures resources are made available to the assessment, then monitors progress. The Sponsor will consider all task items and will decide if any of the tasks will not be addressed by the assessment.  The Agency Sponsor and Agency Head then reviews and approves the planned responses to the online CITA Report Survey before the survey is submitted it to VITA for review by the Chief Information Officer.

Agency Assessment Lead

A designated Assessment Lead (point of contact) will assist the Agency Sponsor in performing the CITA.  Following Agency Head’s approval to proceed with the CITA, agency designated resources will schedule and resource the tasks in the Tasks List.  The Assessment Lead will have direct interface with any CITA provider.   The Assessment Lead ensures the CITA tasks are completed where applicable, and the online CITA Report Survey responses are drafted and edited to the Agency Sponsor and Agency Head’s approval. The approved responses are then recorded, by one COV-credentialed user,  in the online CITA Report Survey, marking the final question “yes” when the survey ready for submission to VITA for review by the Chief Information Officer. The Assessment Lead supports any follow-up information requested by the CIO.

CITA Provider

Qualified service providers will have experience and training in information technology infrastructure operations commensurate with the scope and nature of the project. The CITA Provider is responsible for providing information to VITA Supply Chain Management to support qualifying decisions under the CAI contingent labor contract.

[bookmark: _Toc294789084]Section 4. CITA Process
	
The process to implement CITA begins with the decision by the Agency Head as to whether the agency is to perform the assessment. If not planning to perform the assessment, the Agency Head advises the CIO and agency’s Secretary.  If planning to conduct the assessment, the Agency Head determines whether to hire a CITA provider or to perform the assessment with agency staff. The Agency Head then assigns the Sponsor and Assessment Lead. The Agency Sponsor ensures that adequate resources are allocated. The Assessment Lead reviews the Comprehensive Information Technology Assessments program documentation for guidance and required CITA activities, assembles the necessary resources and performs the applicable tasks and reporting.  

A Statement of Requirements (SOR) derived from the standardized statement of requirements is used to attain CITA provider support from any source qualified by VITA Supply Chain Management through the CAI contingent labor contract.  The SOR is modified as appropriate for the CITA support obtained from a qualified provider.   

The Assessment Lead and CITA provider will develop a detailed schedule of the CITA tasks.  

CSPMO will analyze all online CITA Report Survey responses submitted by the Agency Assessment Leads that have been marked as approved by the Agency Heads. CSPMO reviews the online CITA Report Surveys submitted by the agencies, validating that all possible savings opportunities have been identified and each has an appropriate implementation plan to achieve the savings by the start of the second year of the budget. CSPMO will prepare formal recommendations for decisions by the CIO as necessary. 

The Governor may instruct the CIO to consolidate progress reports regarding the actual implementation of the CITA implementation plans. More guidance will be provided by the CIO as that decision is made.

[bookmark: _Toc294789085]Section 5. CITA Issue Resolution

If contract or performance issues arise with the CITA provider during the assessment, the Project Sponsor must immediately notify the CSPMO CITA manager of the issue.  
 
When the CSPMO CITA Manager cannot resolve an issue, CSPMO CITA Manager will assist the agency in coordination with the Chief Information Officer.  The CIO will review and resolve the issue or make recommendations to the Secretary of Technology for issue resolution beyond the scope of the secretariat.  
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Item 470 

[…]

H.1 Out of the appropriation for this Item, up to $28,086,116 the first year and $30,158,439 the second year from the general fund is provided to state agencies for costs incurred as the result of changes to service rates for information technology services charged by the Virginia Information Technologies Agency. The Director, Department of Planning and Budget, is authorized to transfer these funds to the impacted state agencies based upon information provided by the Virginia Information Technologies Agency.  Also, the Director, Department of Planning and Budget, is authorized to transfer funds between Executive Branch agencies based on these service rates approved by the Joint Legislative Audit and Review Commission. Transfers may be made if current funding exceeds actual charges.

2.a. Unless an agency can demonstrate greater need, in accordance with the following provisions describing information technology needs assessments, no more than 97 percent of each agency’s share of its identified impact amount in the second year, as determined by the Department of Planning and Budget, shall be transferred. 

b. This savings incentive program is established to control information technology services costs and to minimize or obviate the associated general fund transfers.  To promote information technology cost control, state agencies shall perform a Comprehensive Information Technology Assessment.  The assessments shall include, but are not limited to, consideration of the following actions: (1) Implement a print/paper output reduction program;  This program should focus on reducing the overall volume of print output, reducing the number of dedicated desktop printers and increased utilization of multi-function output devices; (2) Limit purchase of laptop computers to mobile workers; (3) Perform cost/benefit analyses of purchasing “standard” versus “premium” equipment, with justification for selecting “premium”; (4) Implement best practices for wireless device usage, including conversion of all wireless devices to new, state-wide contracts; (5) Implement best practices for data storage; (6) Convert long-term (greater than one year), critical-need information technology contractor positions to classified employee positions; (7) Consolidate stand-alone data centers to the Commonwealth Enterprise Solutions Center and where possible utilize increased use of virtualized servers; and (8) Deploy technologies that reduce an agency’s total expenses, improve citizen interactions, and improve employee productivity and job satisfaction. Such technologies include but are not limited to increased use of electronic forms, electronic signatures and automated workflows.

c. The Comprehensive Information Technology Assessment and implementation plan shall be completed by the agency head or governing body, and submitted to the Chief Information Officer by September 1, 2011.

d. The Virginia Information Technologies Agency shall make available on its website, upon enactment of this act, documentation on information technology best practices as well as provide programmatic guidance to state agencies in the preparation of the Comprehensive Information Technology Assessment and in the execution of the assessment’s recommendations.
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Obtain the latest Task Items version from the AITR Resources site
http://www.vita.virginia.gov/councils/default.aspx?id=12542 
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Obtain the latest CITA Collaboration Document, formerly known as the CITA Report Template, to obtain the online CITA Report Survey questions in Microsoft Word from the AITR Resources site
http://www.vita.virginia.gov/councils/default.aspx?id=12542

Access the online CITA Report Survey to record responses at any time until September 1 2011 11:59pm, at https://vashare.virginia.gov/sites/VITA3/CITA/Lists/CITA Report Survey/overview.aspx. 

If access is not enabled, contact Matt.gill@vita.virginia.gov.
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