
I. Project Identification 
 

 
 
 

 
 
 

 Name Phone Email 
Proposal Submitter    

Agency Head    

Agency IT Director    

Agency CFO    

OPM Budget Analyst    

Project Manager    

Executive Sponsor    

Agency LEAN 
Coordinator 

   

 

 
II. Project Details 

 

A. Project Dates 
 

Proposed Start Date Expected Completion Date Project Duration (months) 
   

 
 

B.   Project Description - Provide a brief high level summary of the project in plain English without technical jargon 
that also includes the purpose and importance of the project. This information will be used for reporting the 
project to the Governor, General Assembly and Connecticut Open Data website. 

 

 

Project Title 

Agency 



C.   Summary 
 

 
 

D. Business Goals. List up to 5 key business goals you have for this project, when (FY) the goal is 
expected to be achieved, and how you will measure achievement, Must have at least one. 
Please use action phrases beginning with a verb to state each goal. Example: "Reduce the 
Permitting process by 50%". In the Expected Result column, please explain what data you will use to 
demonstrate the goal is being achieved and any current metrics. 

 

Business Goal (Action Phase) Target FY for Goal Current Condition Expected Result 
    

    

    

    

    

Summary - Describe the high level summary of what needs to be implemented to complete the project  



E. Technology Goals. From a technical perspective, following the above example, list up to 3 key technology goals 
you have for this project and in which Fiscal Year (FY) the goal is expected to be achieved. Please use action 
phrases beginning with a verb to state each goal. Example: “Improve transaction response time by 10%". 

 

Technology Goal Target FY for Goal Current Condition Expected Result 
    

    

    



F. Priority Alignment. The criteria in this table, in concert with other factors, will be used to determine project 
priorities in the capital funding approval process. Briefly describe how the proposed projects will align with each 
criterion. 

 

Priority Criterion Y/N Explanation 
Is this project aligned with business 
and IT goals of your agency? 

  

Does this project reduce or prevent 
future increases to the agency’s 
operating budget? 

  

Will this project result in shared 
capabilities? 

  

Has the agency performed due 
diligence to determine if a 
solution that is currently being 
used by other state agencies or 
other states can be leveraged? 

  

Is this project being Co-developed 
through participation of multiple 
agencies? 

  



G. Organizational Preparedness. The criteria in this table will be used to determine project implementation capabilities, 
governance and commitment.  

 

Preparedness Criterion Explanation 
Describe the project 
management methodology, 
framework or process be used 
to assure successful delivery 
of the project? 

 

The State encourages agencies to 
consider using an incremental 
value approach for project delivery.  
Please indicate if this approach will 
be utilized and how or why it will 
not be utilized. 
 

 

The State requires an experienced 
project manager be assigned to the 
project. Please explain how the 
agency will meet this requirement. 

 

Explain the key milestones or 
activities that need to be 
completed as part of the project.  

 
 
 

Describe the level of 
commitment that senior 
management will provide to 
the project. 

 

Will, or has, the agency gone 
through a Lean process 
improvement initiative related to 
this project? 

 

How Is the agency prepared for and 
experienced in Vendor 
Management? 

 

Please indicate if the agency has 
provided up to date information on 
the Information Technology Project 
Portfolio and the Information 
Technology Application Portfolio 
SharePoint sites? 

 



Describe what procurement 
vehicles are expected for this 
project such as RFP, use of existing 
state contract, ITB, etc. 

 

How is the agency prepared to 
support this system once 
implemented (post-production 
support)?  Who will host the 
solution? 

 

 
 

H. Project Ramp Up. If capital funds are awarded for this project, how long will it take to ramp up? What are the 
key ramp-up requirements and have any off these already been started? For example, has a project manager 
been identified? Has an RFI been issued? Is a major procurement required such as an RFP? 

 
 

 

I. Post Production Support. Do you have the experienced staff with the proper training to sustain this initiative 
once it’s a production system? Do you anticipate having to hire additional staff to sustain this? What training 
efforts are expected to be needed to maintain this system? 

 

 
 
 

 
 
 
 



J. Financial Estimates. From IT Capital Investment Fund Financial Spreadsheet 
 

Estimated Total 
Development Cost 

Estimated total 
Capital Funding 
Request 

Estimated Annual 
Operating Cost 

One Time Financial 
Benefit 

Recurring Annual 
Financial Benefit 

     
Explanation of Estimates 

 

Assumptions: Please list key assumptions you are using to estimate project development and implementation costs 
 



III. Expanded Business Case 
 
 
 

A. Statutory/Regulatory Mandates. 1) Cite and describe federal and state mandates that this project in intended 
to address. 2) What would be the impact of non-compliance? 

 

 
 
 

 
 
 

B. Primary Beneficiaries.  Who will benefit from this project (citizens, businesses, municipalities, other 
state agencies, staff in your agency, other stakeholders) and in what way?  Please be specific.

 

 
 
 

Important: 

- If you have any questions or need assistance completing the form please contact Jim Hadfield or John Vittner 
- Once you have completed the form and the IT Capital Investment Fund Financial Spreadsheet please e-mail 

them to Jim Hadfield and John Vittner. 
 

John Vittner, (860) 418-6432; John.Vittner@ct.gov 
Jim Hadfield, (860) 418-6438; Jim.Hadfield@ct.gov 

Statutory / Regulatory Mandates: 

Impact of non-compliance: 
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	Project TitleRow1: DAS/Procurement - IT Business Analyst for E-Sourcing Solution Requirements
	Agency: [Department of Administrative Services]
	NameProposal Submitter: Carol Wilson
	PhoneProposal Submitter: 860-713-5093
	EmailProposal Submitter: carol.wilson@ct.gov
	NameAgency Head: Commissioner Melody Currey
	PhoneAgency Head: (860) 713-5075
	EmailAgency Head: melody.currey@ct.gov
	NameAgency IT Director: Easha Canada
	PhoneAgency IT Director: (860) 622-2481
	EmailAgency IT Director: easha.canada@ct.gov
	NameAgency CFO: Jerry Lynn
	PhoneAgency CFO: 860-713-5116
	EmailAgency CFO: jerry.lynn@ct.gov
	NameOPM Budget Analyst: Chris LeMay
	PhoneOPM Budget Analyst: (860) 418-6206
	EmailOPM Budget Analyst: chris.lemay@ct.gov
	Proposed Start DateRow1: 11/1/2017
	Expected Completion DateRow1: 03/31/2018
	Project Duration monthsRow1: 6 months
	NameLeanCoor: Erin Choquette
	PhoneLeanCoor: (860) 713-5276
	EmailLeanCoor: erin.choquette@ct.gov
	NameExecSponsor: Commissioner Melody Currey
	PhoneExecSponsor: 860-713-5075
	EmailExecSponsor: melody.currey@ct.gov
	NameProjectManager: Carol Wilson & Team Leaders
	PhoneProjectManager: (860) 713-5093
	EmailProjectManager: carol.wilson@ct.gov
	Connecticut Open Data website: The Department of Administrative Services (DAS) Procurement Division seeks to secure the services of a temporary outside IT Business Analyst to assist us with  planning and documenting of our requirements for updated e-sourcing technology. We are experiencing business problems with our current technology that impede our ability to service our customers effectively.  Areas where we need improvement or new functionality include: keyword searches, preference tracking, reverse auctions, on-line customer and supplier performance feedback tools, document management tools, solicitation evaluation tools, work assignment tools and tracking, comprehensive reporting and more.
The consultant will be provided with the DAS/Procurement Business Plan (Vision, Mission, Values, Goals & Objectives), an overview of our current environment  and current technology functionality, the results from a LEAN workshop on our sourcing processes, and discussion/documentation on our future functionality and business needs.   The Business Analyst will then draft our technology requirements to be included in  a future Request for Proposal for a more modern e-sourcing technology solution.  The IT Business Analsyst will also guide DAS/Procurement on an implementation plan.
	Summary Describe the high level summary of this project in plain English without technical jargonRow1: DAS needs to retire our legacy homegrown system and separate document management system (due to performance issues, support constraints and business gaps), to a consolidated technology solution that will enable us to eliminate redundancies, continue transparency in our processes, and position us to offer new online e-sourcing functionality to all statewide executive branch agencies and municipalities in a nimble and efficient fashion.  This a necessary step in aligning our people and processes with technology, positioning us to be more agile in supporting the business and operational needs of our customers.  The assistance of a Business Anlalyst is critical to its success.
	Business Goal Action PhaseRow1: Coordinate a LEAN event to review and streamline current sourcing functions.
	FY: 
	0: [FY18]
	1: [FY20]
	2: [FY19]
	3: [Select]
	4: [FY19]
	5: 
	0: 
	0: [FY19]
	1: [Select]



	Current ConditionRow1: While we are currently automated, and paperless, disparate systems cause duplicative steps and longer process.
	Expected ResultRow1: Reduce unnecessary steps in the sourcing process by at least 10%.
(Measure: # of steps reduced in current processes)
	Business Goal Action PhaseRow2: Reduce cycle time of sourcing by 20%
	Business Goal Action PhaseRow3: Improve E-sourcing system efficiency and functionality
	Current ConditionRow3: Current Biznet system limited in support, reporting solutions and flexibility.
	Expected ResultRow3: Deliver an effective e-sourcing technology solution that is transferable to all contracting agencies and available to municipalities to use.
	Business Goal Action PhaseRow4: 
	Current ConditionRow4: 
	Expected ResultRow4: 
	Business Goal Action PhaseRow5: 
	Expected ResultRow5: 
	Current ConditionRow5: 
	Business Goal Action PhaseRow8: 
	Current ConditionRow8: 
	Expected ResultRow8: 
	Business Goal Action PhaseRow7: Combine sourcing solution and document management solution to eliminate redundant or multi-stepped processes
	Priority: 
	0: [Yes]
	1: [No]
	2: [Yes]
	3: [Yes]
	4: 
	0: [Yes]


	ExplanationIs this project reduce or prevent future increases to the agencys operating budget: We anticipate there will be a cost to the future new system.  There is a cost to hiring the IT Business Analsyt.
	Explanationhas the agency performed due diligence: Currently there are many disparate sourcing tools used by agencies with DAS system being the largest; however, the limitations on support and performance prohibit us from rolling this out on a statewide basis.   Other agencies use primarily manual, paper-based processes.  
	identified Has an RFI been issued Is a major procurement required such as an RFP: DAS issued an RFI in November 2016 to scan the market on e-sourcing solutions.   DAS/Procurement Management and Contract Team Leaders all reviewed responses and have been actively discussing solutions with peers from other states who have researched or implemented their own solutions.   Our LEAN event occurred on 7/31/17 - 8/4/17 and, from a business perspective, are ready to hire an IT Business Analyst to begin creating our requirements by late 2017, early 2018.   We can hire the Analyst from an existing state contract and with the assistance of the IT Business Analyst, we anticipate that in 2018 an RFP will hit the streets for an e-sourcing solution.  It is our goal to implement a new system in the later months of 2018 (FY 19).

	Postproductionsupport: Our contracting staff have all been involved in developing and implementing our current in-house sourcing system and have provided marketing and training to the current users.   Although we do have a couple of key staff who have the skills to become "superusers" of a system and we may determine that they could serve in a role as a liaison with a solution provider and for our staff (for customer service issues and system help needs), it's important to note that we need most of our staff to focus on performance of their Contract Specialist functions and it may be more appropriate to hire one additional staff member to perform system liaison functions.  

If a SaaS solution is procured, we expect that all maintenance and product support would be performed by the selected suppliers and it would not be necessary, aside from one additional staff/hire, for state staff to perform those liaison functions.  We do not anticipate having to create a multiple person staff team to support the system based on the products that are on the market today.
	Estimated Total Development CostRow1: 
	Assumptions Please list key assumptions you are using to estimate project development and implementation costsRow1: 
	Estimated total Capital Funding RequestRow1: 65000
	Estimated Annual Operating CostRow1: 
	One Time Financial BenefitRow1: 
	Recurring Annual Financial BenefitRow1: 
	Explanation of EstimatesRow1: The $65,000 is the estimated amount to hire a Business Analyst for 121 days based on quotes from Contract #12PSX0251 to assist our division in writing e-sourcing system requirements for future RFP.
	Statutory  Regulatory MandatesRow1: CGS 4e-13 requires DAS to administer the State Contracting Portal. The current Portal serves as the 1st essential step in e-sourcing by requiring all executive branch agencies to post their  solicitations, and resulting contracts on the system.  The State Contracting Portal includes: (1) All requests for bids or proposals, and other solicitations regardless of the method of source selection, related materials and all resulting contracts and agreements by state agencies; (2) a searchable database for locating information; (3) personal services agreements and purchase of service agreements; (4) a state procurement and contract manual or other similar information designated by the Department of Administrative Services as describing approved contracting processes and procedures; and (5) prominent features to encourage the active recruitment and participation of small and minority businesses.   The new e-sourcing system would replace the current State Contracting Portal in addition to other existing sourcing technology tools (i.e., online bid responses, online evaluations, etc.).  Municipalities can also use the Portal at no cost.

	Impact of noncomplianceRow1: Audit citings
	state agencies staff in your agency other stakeholders and in what way: 1) DAS/Procurement will benefit by establishing more effective strategic sourcing tool better aligning staff and functions with technology.
2) State Agencies who do contracting will also benefit by having this consistent tool available for their use;
3) Municipalities will benefit as they will have a free tool available for their use to post their solicitations and receive bid responses.
4) The supplier community will benefit as there will be one consistent system available for their use in finding and responding to state business opportunities.
5) DAS/BEST will benefit by freeing up current support staff to focus on other priority initiatives.
	ExplanationIs this project aligned with business and IT goals of your agency: Will position us to offer and implement a statewide solution, reduce cycle time and improve customer service.
	ExplanationWill this project result in shared capabilities: The resulting system will enable us to offer capabilities to all agencies and municipalities.
	ExplanationIs this project being Codeveloped through participation of multiple agencies: It is our intent to include various agency stakeholders in this effort (DAS/construction services; OPM for POS/PSA needs, and some municipal stakeholders)
	RFPexistingcontractITBetc: 
	0: DAS/Procurement  plans to use an existing state contract to hire the IT Consultant/Project Manager, from either one of the active state contracts listed below:
12PSX0379:  Information Technology Strategic Services: Managerial/Advisory SME Consulting Services OR 12PSX0251 Information Technology Professional Services.


	Howsupportingonceimplemented: Currently we're seeking just an IT Business Analyst; Decisions surrounding post-production support will occur after we document our requirements and determine what solutions are available to us (i.e., depending if agency hosted, cloud hosted solution, etc).
	Willthisapproachbeutilized: It is our expectation to keep this project on task and deliver a timely product.  After evaluating proposals, and awarding a contract, if we can deliver pieces of the product or tools in increments, (i.e., reverse auction functionality, online performance and feedback tools, or solicitation evaluation tools) we are committed to doing so and ensuring we are getting value for our investment as quickly as possible.
	Describeprojectmethodology: Given we are a procurement organization which includes administering the procurements for agency Information Technology projects, we are versed (at a high level) on Agile techniques and envision we will apply such methodology to this need.  It is also our expectation that the hired IT Business Analyst would recommend alternative project management methodology framework if it is more suitable for these specific needs.  Our goal is to use our project management skills to stay on task and implement within a year after contract award.
	Isanexperiencedprojectmanagerassigned: DAS/Procurement staff are versed in project management skills based on the nature of our jobs.  We will be dedicating a staff member to manage this project, develop the project plan, project timelines, project milestones and deliverables and keeping the team on task.  What gets measured gets done and we are committed to ensuring this project gets done on time.   If needed, we can share examples of how we led and managed our current online bid response project solution within a 6 month timeframe and went live flawlessly in 2012.
	Explainkeymilestonesoractivities: 1) Conduct LEAN event on business processes
2) Hire IT Business Analyst
3) Develop written e-sourcing system requirements
4) Solicit RFP
5) Seek funding for system
5) Evaluate Proposals and then 6) Implement
	Levelofcommittmentthatwillbeprovided: DAS Commissioner Melody Currey and and our Agency IT Director, Easha Canada,both support leveraging the DAS sourcing needs to establish a statewide e-sourcing solution and are committed to streamlining processes through technology that will improve process time, customer service and ability to meet our agency's and our customer's operational and business needs.
	Hastheagencytriedtoleanthis: DAS/Procurement has leaned certain aspects of our programs over the last five years; Additionally  we conducted a lean event on our contracting/sourcing processes during July 1 - August 4, 2017 to prepare us for upgrading our e-sourcing needs
	HastheagencytriedtoleanthispriortobecomingandITproject: DAS/Procurement is the primary contracting agency for the state and deals with vendor management issues routinely as part of our contract administration functions for a portfolio of nearly 1000 active statewide contracts.  On a project basis, in the last 5-10 years, we worked hand-in-hand with internal IT staff to develop and deliver our current homegrown system.   Support teams were created iwith staff to ensure engagement and knowledge. We worked directly with the IT developers and trained vendors and marketed the product. 
	HasuptodateinformationbeenprovidedonITprojectportfolio: Yes
	Current Condition2: Cycle times vary within contracting teams causing delays in delivering agency business solutions.
	Expected Result2: Reduction in contract cycle time by 20%.  (Measure: Cycle time reports on all procurements/contracts.  Customer feedback).
	Business Goal Action PhaseRow6: Research, recommend, source, and implement a modern effective e-sourcing solution to compliment the state’s e-procurement/financial system (Core-CT) that can be rolled-out in-house and statewide.
	Current ConditionRow7: Hot Docs and Biznet/E-sourcing are separate and necessitate duplicative and time consuming steps in creating solicitation and contracts.
	Expected ResultRow7: Consolidated solution (Measure:  Reduction in duplicative steps and timeframes for procurement cycle)
	Expected ResultRow6: Deliver a more nimble e-sourcing solution increasing our efficiencies in sourcing.
(Measure:  Reduction in sourcing time as reflected in procurement cycle start-end times)
	Current ConditionRow6: Current system limited to DAS; agencies use inconsistent methods for sourcing; DAS  doesn't have resources to effectively document requirements while balancing current business needs


