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PURPOSE	4920

(Revised 5/94)



The feasibility study represents the first opportunity for agency management to assess the full implications of a proposed information technology project.  The feasibility study is also the means of linking a specific information technology project to the agency's strategic business plans and information technology plans, and to ensure that the proposed project makes the best use of the agency's information technology infrastructure.  The purposes of the feasibility study are to:



1.	Determine whether there is a business case for a proposed project, i.e., whether the expenditure of public resources on the project is justified in terms of the project's:

a.	Being responsive to a clearly-defined, program-related problem or opportunity;

b.	Being the best of the possible alternatives;

c.	Being within the technical and managerial capabilities of the agency; and

d.	Having benefits over the life of the application that exceed development and operations costs.  Project benefits typically include reduced program costs, avoidance of future program cost increases, increased program revenues, or provision of program services that can be provided only through the use of information technology.

2.	Provide a means for achieving agreement between agency executive management, program management, and project management as to:

a.	The nature, benefits, schedule, and costs of a proposed project; and

b.	Their respective management responsibilities over the course of the project.

3.	Provide executive branch control agencies and the Legislature with sufficient information to assess the merits of the proposed project and determine the nature and extent of project oversight requirements.



BASIC POLICY	4921

(Revised 5/94)



A feasibility study must be conducted prior to the encumbrance or expenditure of funds on any information technology project.  For most projects, the feasibility study must be conducted in conformance with SAM Sections 4922 through 4927.  The only exception to this requirement is the acquisition of microcomputer commodities for workgroup computing under a Workgroup Computing Policy that has been approved by DOIT.  In addition, a Feasibility Study Report (FSR), which documents the feasibility study, must be approved prior to the encumbrance or expenditure of funds, including the use of staff resources, on any information technology project beyond the feasibility study stage.  For most projects, the FSR must be prepared in accordance with SAM Section 4928.  For projects that have been delegated to the agency director and whose costs fall below a specified level, the feasibility study may be documented by means of a Summary Fact Sheet.  See SAM Section 4930.  For microcomputer commodities acquired under an approved Workgroup Computing Policy, the feasibility study may be documented by means of the Workgroup Computing Justification Form.  See SAM Section 4991.



The FSR must be reviewed and approved in accordance with the general requirements of SAM Sections 4819.3-4819.42 (State Information Management Authority and Responsibility), as well as the specific requirements of Sections 4926-4930.1.
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FEASIBILITY STUDY SCOPE	4922

(Revised 5/94)



The scope of the feasibility study must be commensurate with the nature, complexity, risk, and expected cost of the proposed use of information technology.



The study must provide sufficient information to assure agency program management that the proposed response meets program requirements.  The study also must provide sufficient information to allow agency executive management to make a sound decision as to the merits of the proposed response as an investment of public resources.



FEASIBILITY STUDY PARTICIPATION	4923

(New 3/87)



The feasibility study must be based on an understanding of the needs, priorities, and capabilities of: (1) the users of the information that is to be provided; and (2) the agency unit or program that will have operational responsibility for the information technology application.  Representatives of program management and staff must participate in the feasibility study process.



FEASIBILITY STUDY DOCUMENTATION	4924

(Revised 5/94)



The SAM Section 4928 and instructions and guidelines published by DOIT specify the content of the FSR, which must provide a complete summary of the results of the feasibility study.  In addition to the FSR, the agency must maintain sufficient documentation of each study to ensure that project participants, agency management, and control agency personnel can resolve any questions that arise with respect to the intent, justification, nature, and scope of the project.



CONSISTENCY WITH AGENCY INFORMATION MANAGEMENT STRATEGY	4925

(Revised 5/94)



Each proposed project must be consistent with the agency's overall strategy for the use of information technology, as expressed in its current Agency Information Management Strategy.  See SAM Sections 4900.2-4900.6.



REPORTING REQUIREMENTS AND APPROVAL AUTHORITY	4926

(Revised 5/94)



Feasibility studies for projects for which approval authority has been delegated to the agency director in accordance with SAM Sections 4819.3-4819.42 and whose costs fall below a specified level may be documented by means of a Summary Fact Sheet in lieu of the FSR.  See SAM Section 4930.  Feasibility studies for microcomputer commodities acquired under an approved Workgroup Computing Policy (see SAM Sections 4989-4992) may be documented by means of a Workgroup Computing Justification Form.  See SAM Section 4991.  Feasibility studies for all other projects must be documented in accordance with SAM Sections 4928-4930.1.



The format and content of the Project Transmittal Letter for each non-delegated project, and the format and content of the Project Approval Letter for each delegated project must conform to the standard formats shown in SAM Section 4926 Illustrations 1 and 2, respectively.
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FEASIBILITY STUDY REPORT

PROJECT TRANSMITTAL LETTER







DATE:



TO:		Department of Information Technology (DOIT)



FROM				 (Agency)			



SUBJECT:	REASIBILITY STUDY FOR 	(Project Title and DOIT Project Number)	



As Director (or Chief Deputy Director) of the 	(Agency)		, I am submitting the attached Feasibility Study Report (FSR) in support of our request for DOIT approval to undertake this project.



I certify that the FSR was prepared in accordance with State Administrative Manual Sections 4920 through 4930.1 and that our agency's feasibility study process is consistent with our information management strategy as expressed in our current Agency Information Management Strategy (AIMS).



I have reviewed the project objective and the proposed solution.  I agree with the project schedule and cost analysis provided on the attached Summary Fact Sheet.



Please contact 	(Name)	 at 	(Telephone Number)	 if additional information regarding this FSR is needed.









______________(Signature)_____________________

	Agency Director (or Director's Designee)



Attachment(s)



cc:  Office of the Legislative Analyst

�

Feasibility Study Policy 

Page 4926 Illustration 2



FEASIBILITY STUDY REPORT

PROJECT APPROVAL LETTER





DATE:



TO:		Project File



FROM:		(Agency)	



SUBJECT:	FEASIBILITY STUDY FOR  (Project Title and DOIT Project Number if available)



As Director (or Chief Deputy Director) of the 	(Agency)	, I approved a Feasibility Study Report (FSR) for the above information technology project on 	(Date)	.



I certify that the FSR was prepared in accordance with State Administrative Manual Sections 4920 through 4930.1 and that our agency's feasibility study process is consistent with our information management strategy as expressed in our current Agency Information Management Strategy (AIMS).



I have reviewed the project objective and the proposed solution.  I agree with the project schedule and cost analysis provided on the attached Summary Fact Sheet.



Please contact 	(Name)	 at 	(Telephone Number)	 if additional information regarding this FSR is needed.









	(Signature)	

	Agency Director (or Chief Deputy Director)



Attachment(s)
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FEASIBILITY STUDY PROCESS	4927

(Revised  5/94)



Each agency must follow a systematic, analytical process for evaluating and documenting the feasibility of information technology projects, as defined in SAM Section 4819.2.  This process must include:



1.	Developing an understanding of a problem (or opportunity) in terms of its effect on the agency's mission and programs;

2.	Developing an understanding of the organizational, managerial, and technical environment within which a response to the problem or opportunity will be implemented;

3.	Establishing programmatic and administrative objectives against which possible responses will be evaluated;

4.	Preparing concise functional requirements of an acceptable response;

5.	Identifying and evaluating possible alternative responses with respect to the established objectives;

6.	Preparing an economic analysis for each alternative that meets the established objectives and functional requirements;

7.	Selecting the alternative that is the best response to the problem or opportunity;

8.	Preparing a management plan for implementation of the proposed response; and

9.	Documenting the results of the study in the form of a Feasibility Study Report (FSR), as specified in SAM Section 4928.



FEASIBILITY STUDY REPORT	4928

(Revised 5/94)



The FSR must provide an accurate summary of the results of the feasibility study.  As with the study itself, the scope of the FSR must be commensurate with the scope and complexity of the problem or opportunity being addressed.  Enough technical detail must be included in the FSR to show that the proposed response to the problem or opportunity is workable and realistic.  The FSR must provide a basis for understanding and agreement among project management, executive management and program management, as well as satisfy the information requirements of state-level control agencies.



Two copies of the FSR must be submitted to DOIT and one copy to the Office of the Legislative Analyst.  FSRs must be submitted in a format specified by DOIT and signed by the agency director or his/her designee.  DOIT publishes detailed instructions and guidelines for agencies' use in preparing FSRs.  A copy of the instructions, guidelines and required forms is available from DOIT upon request.  The instructions and guidelines specify the MINIMUM amount of information necessary for DOIT's approval of the FSR.



The FSR must provide a complete summary of the results of the feasibility study and establish the business case for investment of state resources in a project by setting out the reasons for undertaking the project and analyzing its costs and benefits.  Documentation provided by the agency must contain at least the following information:



1.	A description of the business problem or opportunity the project is intended to address.

2.	The project objectives, i.e., the significant results that must be achieved for an alternative to be an effective response to the problem or opportunity being addressed. 

(Continued)
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3.	A thorough description of the selected alternative, including the hardware, software and personnel that will be used.

4.	A discussion and economic analysis of each of the alternatives considered in the feasibility study that meets the established objectives and functional requirements, and the reasons for rejecting the alternatives that were not selected.

5.	A complete description of the information technology capabilities and the conditions that must exist in order to satisfy each defined objective.

6.	An economic analysis of the life cycle costs and benefits of the project and the costs and benefits of the current method of operation during the life cycle of the project.

7.	The source of funding for the project.

8.	A detailed project schedule showing key milestones during the project's life.

A Summary Fact Sheet (SAM Section 4930) must be prepared and included as the cover page of the FSR.



The DOIT reserves the right to request an agency to submit economic analyses for alternatives other than those considered by the agency if the alternatives appear to be technologically feasible and cost-competitive.



The agency must maintain sufficient documentation of each study to ensure that project participants, agency management, and control agency personnel can resolve any questions about the intent, justification, nature, and scope of the project.



SUMMARY FACT SHEET	4930

(Revised 5/94)



A Summary Fact Sheet (SAM Section 4930 Illustration 1) must be prepared and attached as the cover page to each FSR and SPR.  In addition, the Summary Fact Sheet may be used to document the feasibility study for projects with a total development cost of less than 10 percent of the agency's delegated cost level.



Section 4930.1 provides instructions for completing the Summary Fact Sheet.



INSTRUCTIONS FOR COMPLETING THE SUMMARY FACT SHEET	4930.1

(Revised 5/94)



The following instructions must be followed in completing the Summary Fact Sheet.



Agency.  The name of the state entity responsible for the project.



Date.  The date of completion of the FSR.



DOIT Project Number.  The six digit project number assigned by DIOT as a result of its review of the FSR or Request for Delegation. This item is left blank in the case of projects that have been delegated to the agency by DOIT and for which an approved Request for Delegation (SAM Section 4819.37) is not required.



Project Title.  The brief title of the project.

(Continued) 
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FEASIBILITY STUDY REPORT

SUMMARY FACT SHEET





Agency ____________________________________________ Date	__________  DOIT Project ____________	



Project Title _________________________________________________________________________________					(Maximum 50 characters.)

Delegation Status

	_______Delegated to Agency (SAM Section 4819.3-4819.42)

	_______	Not delegated to agency



Request for Delegation Criteria (see SAM Section 4819.37)  Check all that apply:

	_______	Above delegated cost level

	_______	Involves Budget Change Proposal or Budget Revision

	_______	Legislative mandate/oversight  (Chapter No.____________________/19___)

	_______	Direct public access to state data bases

	_______	Contracts over $25,000

	_______	Microcomputer acquisition (no approved Workgroup Computing Policy)

	_______	Mid-range or mainframe multi-user central processing unit

	_______	Wide area network

	_______	Newer technology costs over $25,000

	_______	Public self-service interface



Project Objective (Brief description, maximum 400 characters.)



Proposed Solution (Brief description, maximum 400 characters.)



Project Schedule

	Milestone 					Target Date 	Target Date 

	(Title/brief description, maximum 25 characters.)	to Begin 	to Complete 

							(mm/dd/yy)	(mm/dd/yy)



�1.����2.����3.����4.����5.����	(Additional fiscal years may be listed on the reverse of this sheet.)



Cost Analysis  

			 	Current FY 19__-19__   	    Budget FY 19__-19__                       Budget FY 19__-19__ 

			    PYs	Costs		            Pys     Costs		               PYs     Costs		

One time Costs��������Continuing Costs��������Impacted Program Costs��������Program Income��������   Net Program Costs��������Cost Savings��������Cost Avoidances��������					(Additional fiscal years may be listed on the reverse of this sheet.)

Source of Funding
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FEASIBILITY STUDY REPORT

SUMMARY FACT SHEET



Project Objective (Continued)







Proposed Solution (Continued)







Project Schedule (Continued)

			Milestone 					Target Date 	Target Date 

	(Title/brief description, maximum 25 characters.)			to Begin 	to Complete 

									(mm/dd/yy)	(mm/dd/yy)

6.����7.����8.����9.����10.����11.����12.����13.����14.����15.����16.����17.����18.����19.����20.����21.����22.����23.����24.����25.����

Cost Analysis  

			 	Current FY 19__-19__   	    Budget FY 19__-19__                       Budget FY 19__-19__ 

			    PYs	Costs		            Pys     Costs		               PYs     Costs		

One time Costs��������Continuing Costs��������Impacted Program Costs��������Program Income��������   Net Program Costs��������Cost Savings��������Cost Avoidances��������					

Source of Funding
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INSTRUCTIONS FOR COMPLETING THE SUMMARY FACT SHEET	4930.1

(Revised 5/94)



1.	Delegation Status–Indicate whether the project has been delegated to the agency (i.e., is subject to the oversight of the agency director) or not delegated to the agency (i.e., is subject to oversight by DOIT).

2.	Request for Delegation Criteria–If the project satisfies any of the criteria for which an approved Request for Delegation (SAM Section 4819.37) is required before DOIT will assign oversight responsibility for the project to the agency director, check all criteria that apply.  Include statute numbers for projects that are legislatively required or for which the Legislature has adopted special oversight requirements.

3.	Project Objectives–A brief statement of the primary objective of the project in terms of the programmatic problem or opportunity to be addressed.

4.	Proposed Solution–A brief statement summarizing the proposed solution as documented in the FSR.  This item must constitute a concise, nontechnical, management-level description of the project.

5.	Project Schedule–List the target dates for major milestones critical to project success.  Milestones typically represent measurable events such as the deliverable of a product.  Targeted events that must be reported include: project start date, development completion date, operational date, and post-implementation evaluation date.  Any other important deadlines or key management checkpoints critical to project success, such as procurement dates or partial implementation dates, should also be included.  Project management milestones should be identified at approximately one month intervals during the life of the project.

6.	Cost Analysis–Summarize the information from the Economic Analysis Worksheet and the Economic Analysis Summary described in DOIT's FSR instructions and guidelines, a copy of which is available from DOIT upon request.  Costs for each fiscal year for the life of the application must be summarized.  Cost reductions or personnel-year reductions should be reported as negative numbers, while cost increases or personnel-year increases should be reported as positive numbers.  Savings and avoidances should be based upon comparison with the current method of program operation if the proposal modifies or replaces an existing operation.  If the FSR addresses a new program operation, estimated costs associated with the proposed information technology capability must still be provided.  If the proposed solution will increase program income (i.e., tax revenues, collectable audit exceptions, accounts receivable, etc.), such increase should be reflected on the Economic Analysis Summary.

7.	Source of Funding–Indicate the source of funding anticipated for the proposed project.  If the project is to be funded from multiple sources, list each source.  Examples include the State General Fund, special funds, federal rants, interagency reimbursements, and contracts.



SAM—INFORMATION TECHNOLOGY



Rev. 359		MAY 1997



Rev. 359		MAY 1997



Rev. 358		APRIL 1997



Rev. 358		APRIL 1997








