Agency Head Certification Procedure 10/14/2009

Agency Head Certification Procedure

Each year Agency Heads or their designated representative must certify Major IT Project
Information and IT Strategic Planning Information for their Agency within the
Commonwealth Technology Portfolio. The Certifications are done at the portfolio level
using the Certification form.

The Agency Head certification procedure can be found in MY PROSIGHT under ITIM
Processes/Role Based Processes/AITR Processes/ Sub-Process 1.7 Certify Agency Major
Projects and IT Strategic Plans
(https://ctp.vita.virginia.gov/prosight/Portfolios/View.htm?processFolderID=407) and is
reproduced below.

Prior to certification, the Agency AITR should review IT Strategic Plan (all projects and
procurements listed in Appendix A) and inform the Agency Head (or designee) to
proceed with the certification.

The Certification form is used to certify the agency portfolio. In the "Item" drop-down,
select the Agency Portfolio to be certified.

Examples:
136 Virginia Information Technologies Agency (VITA) is a correct portfolio

#] Select an Item or Portfolio - Microsoft Internet Explorer g@

EIH Commaonwealth Portfolios
--ﬂ 166 Secretary of the Commonwealth (SOC)
--- 180 Secretary of Administration (SOA)
--H 183 Secretary of Matural Resources (SMR)
EI"‘ 184 Secretary of Technology (SOTEC)
Elh 136 Virginia Information Technologies Agency (VITA)
--- 136 VITA Agency Head Baseline Approval - Change
"- 136 VITA Agency Head Development Approval — Original Baseline
E- @l 136 VITA Agency Head for Strateqic Plans
l -l 136 VITA Procurements
B- - 136 VITA Projects
; Automated Call Distribution System
Budgeting and Business Planning
Commonwealth Technology Portfolio Version 2, Phase 2
Comprehensive Statewide Netwark Services (PPEA)
Contract Management Solution (CM3)
E-forms
e-VA Interface
Electronic Bill Presentation and Pavment-Procurement

Flgure 1: 136 Virginia Information Technologies Agency (VITA) portfolio
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161 Department of Taxation (Tax) is a correct portfolio

!@ Select an Item or Portfolio - Microsoft Internet Explorer E]@l

z 187 Secretary of Public Safety (SPS)

188 Secretary of Health and Human Resources (SHHR)

190 Secretary of Finance {SFIM)

122 Department of Planning & Budget (DPE)

151 Department of Accounts (DOA)

152 Department of Treasury {TD)

Eﬁ_lﬁ 1 Department of Taxation {TAX)

H-@ll 161 TAX Agency Head Approval for Strategic Plans
151 TAX Agency Head Baseline Approved - Change
151 TAX Agency Head Basline Appraval - Original
151 TAX Procurements

161 TAX Projects

161 TAX QBP-Major Projects

161 TAX QBP-Mon-Major Projects

161 TAX Service Areas

-l 190 SFIN - QBEP Major Projects - Active

B @) 190 SFIN Enterprise
£
£

H-j@ll 190 SFIN Investments Requiring Secretariat Approval - Change
H- il 190 SFIN Investments Reauiring Secretariat Aooroval - Original

Figure 2: 161 Department of Taxation (Tax) portfolio

The Certification form is found at
https://ctp.vita.virginia.gov/prosight/Portfolios/View.htm?window=form&formName=Ce
rtification&tabName=Certification

MY PROSIGHT <«

; AT i &® Gisnsoarost b bt
* Add - | Edit... | Options ’ ] 0 : Lp | édmin
|.;_I 2.0 Select Phase | = ‘ Form: |E{ Certification | > | Item: |!I 136 Virginia Information Technologie
TTOETE = VT PO TS
VITA. [~
] Sl
Step 11 - Agency Head MUST
Certify Projects and Strategic | CERTIFICATION

Plan Information

Each year Agency Heads or their
designated representative MUST
certify Major IT Project i
and certify IT Strategic Planning
l:?é!?;!:::ﬁ:‘r ;E;‘EI:::IH Note: This form is used to certify an entire portfolio. In the "Ttem:” drop-down (above right), select the Agency Portfolio you wish to certify.
Fortfolic. The Cedtifications are done
at the portfolic level; {top line).

& Certification

Step 12 - Agency MUST Prioritize Examples:
their Projects
Each year, Agencies MUST prioritize 136 Virginia Information Technologies Agency (VITA) is a correct portfolio

their major and nen-major projects.
Enter the Agency Prioritization
scorecard to set the prioritization.
Ensure you choose the Project
Peortfolio for your agency. Example:
138 VITA Projects is s valid portfolio
for VITA. Agency Head Certification

161 Department of Taxation (Tax) is a correct porifolio

| certify that the Major Projectinformation entered is correct. | |v‘ |:|

P9 Agency Prioritization Scorecard

Date Certified: | \

Agency Reports

The following reports are svailable
for review and publishing as
documents.

¥ Appendix A (06 - 08)

| certify that the Strategic Plan information entered is correct. | |v‘ |:|

Date Certified: | \
Figure 3: Certification Form with correct portfolio selected

On the form the Agency Head or designated representative fills out the certifications in
the Agency Head Certification box:
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| certify that the Major Project information entered is correct: Select from (Yes/No)

Date Certified: System Date/Time stamp is auto generated when certification form is
submitted.

I certify that the Strategic Plan information entered is correct: Select from (Yes/No)

Date Certified: System Date/Time stamp auto generated when certification form is
submitted.

Upon completion of the IT Strategic Plan review process, PMD will document the C1O
approval of the Agency IT Strategic Plan.
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