SAM—INFORMATION TECHNOLOGY

Information Management Planning


 

PURPOSE
                                          4900

(Revised 5/94)


Strategic planning is essential to the successful adoption of information technology in state government. An agency information management strategy provides a means of coordinating systems development throughout the agency over the long term. It enables the agency to build systems within a common infrastructure and recognizes that no investment in systems should be made without proper planning. Inherent in the concept of information strategy is the commitment to develop business systems that are based on the real business priorities of the agency.

The purposes of the planning requirements in this section are to ensure that:

1. Agency plans for and uses of information technology are closely aligned with agency business strategies; 

2. Each agency identifies opportunities to improve program operations through strategic uses of information technology; and 

3. Each agency establishes and maintains an information technology infrastructure that supports the accomplishment of agency business strategies, is responsive to agency information requirements, and provides a coherent architecture for agency information systems. 

DEFINITIONS
                                      4900.1

(New 5/94)


Agency Information Management Strategy. An agency's information management strategy is the agency's comprehensive plan for using information technology to address its business needs, i.e., to successfully carry out its programmatic mission. Ideally, the agency's information management strategy represents one aspect of a well-defined overall agency business strategy and is therefore closely aligned to its business strategy. If the agency has not established a business strategy, agency staff who are responsible for the agency information management strategy must make assumptions based on their knowledge of the agency's overall mission, its program resources and priorities, and the changing nature of its environment.

Business Strategy. An agency's business strategy is its overall plan for accomplishing its mission in a changing environment with the resources it can reasonably expect to be available. Such a strategy typically addresses the agency's statutory mission and historical role, the expectations of its key stakeholders (individuals and organizations that affect the agency or that the agency affects), the factors that are critical to its success as an organization, the agency's internal strengths and weaknesses, and the political, social, economic, and technological forces in its environment that support or constrain its programs. Business strategies articulate the key issues that must be successfully addressed by the agency and identify the priorities and required resources for proposed actions. A strategy may have a time frame that is as short as a few months, if there is a limited window of opportunity for significant change. However, most agency business strategies present a three- to five-year perspective, with some agencies finding it useful to extend their strategic vision as much as ten to twenty years into the future. Strategic planning is not a one-time effort; it is a fundamental, continuing management process that allows the agency to respond in an effective manner to a changing environment.

Information Technology Infrastructure. An agency's information technology infrastructure is the base or foundation for the delivery of information to support the agency's programs and management. The infrastructure contains elements upon which an agency's information technology activities are dependent. An agency must therefore define, implement, and manage these infrastructure elements to successfully employ information technology.
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DEFINITIONS
                      4900.1 (Cont. 1)

(New 5/94)


The desirable characteristics of this infrastructure are efficient support for the exchange of information within the agency and between the agency and other organizations; reliable availability of information processing capabilities whenever and wherever they are needed; preservation of the integrity and confidentiality of information maintained by the agency; sufficient flexibility to allow the timely and efficient addition of new information management capabilities and modifications of established capabilities; and consistency with a coherent set of technical and managerial standards for the employment of information technology.

Typical elements in an information technology infrastructure include:

Application Systems. The applications that an agency purchases and/or develops to achieve personal productivity and program support benefits.

Architecture. The guidelines or blueprints that an agency follows in designing, acquiring, and implementing information technology solutions. Organizationally approved definitions, specifications, and standards are the primary components in an agency's information technology architecture.

Communications. Local area and wide area network components, including linkages with other organizations.

Equipment. An agency's hardware platforms and components ranging from individual personal computers to mainframes and associated peripherals.

Facilities. The electrical, ventilation, fire suppression, physical security, wiring, and other components required to support an agency's information technology capability, including the physical structure itself.

Funding. Current and projected funding for information technology planning, acquisition, development, and operations activities.

Partnerships. Relationships with other public and private sector organizations that support and enable the agency's pursuit and use of information technology.

People. An agency's technical staff, user community groups, and executive steering and oversight committees that are charged with information technology planning, approval, development, management, operations, and security responsibilities.

Plans. Detailed designs or methods for aligning information technology activities with agency business strategies and accomplishing business objectives. Typical agency information technology plans include strategic, risk management, and operational recovery.

Policies. The rules, conventions, and protocols adopted by the agency to govern the pursuit and use of information technology.

Processes and Procedures. The defined steps for planning, approving, acquiring, developing, operating, maintaining, enhancing, and using information technology within the agency.

Service Definitions. The types of services provided, accepted service levels, and service delivery time frames established for an agency's information technology support organization.
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DEFINITIONS
                      4900.1 (Cont. 2)

(New 5/94)


Software. The set of operating system, utility, communications, user interface, and management programs that enable users to operate and control computers and develop application systems.

The infrastructure includes elements owned by the agency and available under contract or through interagency agreement. For agencies that employ the services of a consolidated data center, for example, the required data center resources are considered part of the agency's infrastructure.

Reengineering the Business Process. The search for, and implementation of, radical changes in business processes that result in dramatic efficiencies, reductions in turnaround time, improvements in quality, or improvements in customer service.

Strategic Planning Process for Information Technology. The process of aligning agency plans for, and uses of, information technology with the agency's business strategies.

BASIC POLICIES
                                      4900.2

(Revised 09/02)


Each state agency must establish an ongoing strategic planning process for information technology and submit its strategic plan to Finance for approval. The strategic planning process established by an agency should be consistent with its needs, resources, uses of information technology, and management style. However, the strategic planning process should:

1. Be consistent with the current statewide strategic direction for information technology, with relevant statewide policies contained in the State Administrative Manual and current management memos, and with agency policies for the management of information and information technology; 

2. Include active participation of agency executive and program management; 

3. Align agency strategies for information technology with agency business strategies; 

4. Identify emerging threats and opportunities in the agency's environment that have a potential impact on the agency's information management and its use of information technology; 

5. Assess the strengths and weaknesses of the agency in terms of its information technology infrastructure and information management capabilities; 

6. Assess the potential of new information technologies to enable new business strategies and further the accomplishment of established strategies; 

7. Provide for the creation and maintenance of an agency information technology infrastructure that will support agency information requirements and business strategies; and 

8. Establish goals and priorities for the acquisition of new information management capabilities. 

Each agency may determine the format and content of the documentation of its strategic plan for information technology. The documentation must satisfy agency management requirements and be sufficiently detailed to provide Finance with a clear understanding of the agency’s information management strategy.  Agency Information Management Strategy (AIMS) documentation guidelines can be found in SIMM Section 110.  
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BASIC POLICIES
                      4900.2 (Cont. 1)

(Revised 09/02)


It is the responsibility of the agency to ensure that the information available to Finance represents its current strategy. Finance will base its decisions regarding the approval of an agency's information technology activities and support for its budget augmentations in part upon its understanding of the Agency's Information Management Strategy (AIMS) and the relationship between the AIMS and the agency's overall business strategy. In general, activities and proposals that are not supported by an AIMS that meets the basic requirements of this section or that are inconsistent with an agency's established strategy will not be approved or supported by Finance. Any agency that does not have an approved AIMS will have all information technology project delegation rescinded, including delegation to approve purchases under its approved Workgroup Computing Policy.

The agency must submit documentation of its information management strategy to Finance at the time it completes its initial strategic planning effort and, thereafter, whenever there is a significant change in strategy. SAM Section 4900.3 provides guidelines for the AIMS documentation that must be submitted to Finance. Additionally, the agency must annually certify that the AIMS approved by Finance represents its current strategy. See SAM Section 4900.5 and SIMM Section 60.

Note that approval of an agency’s AIMS does not imply approval of specific projects, nor does it guarantee funding for the plan or specific projects an agency may initiate under the plan.  Project funding must be addressed through the budget process, where final determination will be based on statewide as well as agency priorities.

AGENCY INFORMATION MANAGEMENT STRATEGY DOCUMENTATION 
                                      4900.3

(Revised 09/02)


Each agency is expected to tailor the documentation of its information management strategy to its own needs and to provide Finance with sufficient information for Finance to understand that strategy in light of the agency's overall business strategy.   AIMS documentation guidelines can be found in SIMM Sections 60 and 110.

Agencies are requested to address at least the following in their submittal to Finance:

Changes in Mission and Programs. A summary of expected changes in the agency's mission and programs that will require changes to the agency's information management capabilities.

Agency Business Strategy. A summary of the agency's business strategy for the period covered by the information management strategy.

Information Technology Vision. A summary of the agency's values and principles that articulate the conceptual basis or foundation for the agency's chosen information technology infrastructure.

Impact on Information Management. An assessment of the impact of the agency's business strategy upon its information management practices.

New Information Technologies. A statement of how new information technologies will be employed in the business strategy.

Current Information Technology Infrastructure. A description of key elements in the agency's current information technology infrastructure: standards, hardware, software, communications, personnel, partnerships, and application systems.

Planned Information Technology Infrastructure. A description of how that infrastructure will be developed or leveraged to meet future information requirements.
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AGENCY INFORMATION MANAGEMENT STRATEGY DOCUMENTATION 
                      4900.3 (Cont. 1)

(Revised 09/02)


Information Management Priorities, Objectives, and Resources. A statement of the agency's priorities, objectives, and resources for achieving the development or acquisition of new information management capabilities.

Activities to Reengineer Agency Business Processes. A description of changes the agency has made, or is making, to restructure its business operations in an effort to achieve dramatic improvements in critical measures of performance, such as efficiency, turnaround time, customer satisfaction, and quality.

An agency may prepare a separate summary of its information management strategy for submission to Finance or it may choose to provide Finance with copies of its internal documents. Finance may request additional information to clarify its understanding of an agency's strategy. Agencies are encouraged to submit informational copies of their business strategies with their information management strategies and to provide oral briefings to Finance in conjunction with submitting their strategies.

AGENCY INFORMATION MANAGEMENT STRATEGY REPORTING REQUIREMENTS
                                       4900.5

(Revised 6/03)


The AIMS must be submitted to Finance at the time the agency completes its initial strategic planning effort.  A revised AIMS must be submitted to Finance for approval whenever there is a significant change in the agency's strategy. Additionally, to assist Finance in reviewing an agency's information technology BCPs (see SAM Section 4819.42), the agency annually must certify, by August of each year, or as instructed by Finance, that the AIMS approved by Finance represents its current strategy.  SIMM Section 60 provides a template for the AIMS transmittal letter, which must be signed by the agency director or chief deputy director, for this annual certification.

EXCEPTION FOR SMALL AGENCIES
                                       4900.7

(Revised 6/03)


Agencies are not required to submit an AIMS to Finance for approval if they are in compliance with the state's basic policies regarding the use of information technology (see SAM Sections 4819.3-4819.42), including the requirement regarding submittal of an Operational Recovery Plan to Finance, and meet the following conditions: (1) the agency's annual information technology costs are less than $250,000; and (2) the agency anticipates employing information technology only for workgroup computing (i.e., microcomputer commodities approved for the agency). Instead, they may submit a Workgroup Management Plan (WMP) that is described in this section (See SIMM Section 115 for WMP documentation guidelines). Once its WMP has been approved by Finance, the agency may acquire microcomputer commodities for workgroup computing if such acquisitions are justified in its approved WMP.

This provision applies only to agencies whose personal computing needs are confined to word processing, spreadsheet development and analysis, very limited uses of personal computer data bases (such as storing addresses and phone numbers or tracking assignments), and minor development projects whose costs fall below a level that Finance may delegate to the agency. It does not apply to agencies that intend to implement, or have already implemented, more advanced computer applications such as accounting data bases, complex forecasting models involving spreadsheets or databases, or applications of newer technologies (GIS, CASE, imaging, expert systems/artificial intelligence, etc.). Agencies with current plans to undertake projects for which a Feasibility Study Report must be prepared in accordance with SAM Section 4928 do not qualify under this provision but must obtain Finance approval of their AIMS.
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EXCEPTION FOR SMALL AGENCIES
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The WMP is intended to document a small agency's current and long-term plans for its use of microcomputer commodities for workgroup computing. The WMP submitted to Finance must provide enough detail to demonstrate that the plan is appropriate for the agency and falls within the guidelines for workgroup computing. The WMP must be reviewed and approved by Finance prior to the expenditure of any resources for workgroup computing commodities.

As a condition of Finance's approval of the agency's WMP, the agency must obtain Finance's approval of its Workgroup Computing Policy. See SAM Sections 4989-4992. 

It is the responsibility of any agency electing to use this alternative to ensure that the information available to Finance represents its current plan for managing its information technology. Whenever there is a significant change in the agency's plan, the agency is required to submit a revision of the WMP to Finance for review and approval prior to expending funds in support of the change.

EXHIBITS AND SUPPORTING DOCUMENTS
                                         4903

(Revised 5/94)


The documents required in SAM Sections 4903.1-4903.4 supplement the information in the agency's AIMS by providing details about the organization or information management within the agency and the resources available to the agency.

INFORMATION MANAGEMENT ORGANIZATION
                                      4903.1

(Revised 6/03)


By June of each year, or as instructed by Finance, each agency must submit to Finance organization charts showing:

1. The relationship between the organizational unit or units responsible for information management functions (including telecommunications) and other units within the agency; and 

2. The internal organization of the unit or units responsible for information management functions, including telecommunications. The internal organization chart should indicate numbers of positions by classification. 

INFORMATION MANAGEMENT COSTS
                                      4903.2

(Revised 09/02)


By January 31 of each year, or as instructed by Finance, each agency is required to summarize its actual and projected information technology costs for the past year, current year, and budget year in a format required by Finance.   See SIMM Section 55. Information technology is defined as  all electronic technology systems and services, automated information storage and retrieval, telecommunications which include voice, video, and data communications, requisite systems control, simulation, and electronic commerce.  
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INFORMATION MANAGEMENT COSTS
                      4903.2 (Cont. 1)

(Revised 09/02)


Agency telecommunications costs are to be summarized separately from all other information technology costs. Thus, two cost summaries are required:

1. A Summary of Data Processing Costs–Which must include all information technology costs except those for telecommunications; and 

2. A Summary of Telecommunications Costs–For the purposes of the summaries, telecommunications activities include voice and data communications, the transmission or reception of signals, writing, sounds, or intelligence of any nature by wire, radio, light beam, or any other electromagnetic means. The costs of all other information technology activities are to be included in the data processing summary. 

WORKGROUP COMPUTING POLICY CERTIFICATION STATEMENT
                                      4903.4

(Revised 09/02)


Approval authority for acquisition of microcomputer commodities for workgroup computing may be delegated to the directors of agencies that have an approved workgroup computing policy. Agencies that do not have an approved policy must obtain Finance approval for each procurement of microcomputer commodities, regardless of the expected cost of the procurement, unless the authority to approve the specific project has previously been delegated to the agency director.

The annual submittal of the agency's exhibits and documents required under SAM Section 4903 must include a certification on the current status of the agency’s workgroup computing policy.  The agency director must certify whether the agency wishes to continue using a previously approved workgroup computing policy or whether the agency has elected not to submit one for approval by Finance.  If the agency does not have an approved policy, the agency must submit feasibility study reports to Finance for approval to purchase personal computers and related peripheral equipment.  See SIMM Section 90 for the certification form. 
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