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The contents of this publication were compiled by the 
a 0  staff that performs reviews of the management of plan- 
ning for Automatic Data Processing Systems ( A D P ) .  It con- 
tains the results of their research in this area and a 
synthesis of the experience qained in assignments over the 
past 5 years. It identifies and amplifies in question and 
answer format approximately 58 elements which are considered 
essential to the operation of an effective ADP planning pro- 
cess. By comparing the actual management of ADP planning 
with these elements (or criteria) an assessment can be 
developed of the quality of the planninq process. Such an 
assessment can be useful to auditors working in this area. 
B u t  just as inportant it can be used as a self evaluation 
tool by those responsible for managinq ADP resources. An 
explanation of the format is presented in the introduction. 

Overall the criteria in this publication represent ide- 
alized performance objectives. For example, no orqanization 
will meet all the criteria exactly as they are presented in 
this publication. In many cases substitute procedures, 
abbreviated measures or other approaches would be equally as 
effective. An ability to recognize such substitutions and 
sufficient understanding about this area to make confident 
judgements about their effectiveness are essential f o r  any- 
one who would use this publication. 

Although being issued as an exposure draft, this pub- 
lication has already been used effectively by GAO auditors 
and we encourage its use on reviews of the ADP planning 
process. 'We would be especially interested in the effec- 
tiveness of the format as a tool for experienced auditors in 
this area. We would appreciate receiviny your comments and 
suggested revisions by October 15, 1979.  Please send them 
to N. B. Cheatham, U. S. General Accounting Office, Financial 
and General Elanagement Studies Division, Room 6011, 4 4 1  G 
Street, NW, Washington, D. C. 20548 .  The telephone number is 
' ( 2 0 2 )  275-6187. 

Sincerely, 
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D. L. Scantlebury u 
Director 
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INTRODUCTION 

BACKGROUND 

T h i s  p u b l i c a t i o n  w a s  p r e p a r e d  by t h e  Automatic  Data 

P r o c e s s i n g  Group, F i n a n c i a l  and G e n e r a l  Management S t u d i e s  

D i v i s i o n ,  U. S. G e n e r a l  Account ing O f f i c e  ( G A O ) .  The need 

f o r  a p u b l i c a t i o n  o f  t h i s  t y p e  was r e c o g n i z e d  by t h e  GAO 

s t a f f  a s  a r e s u l t  o f  o v e r  4 2  r e v i e w s  d u r i n g  the pas t  1 5  

y e a r s  where t h e  management o f  ADP p l a n n i n g  was found t o  be 

i n a d e q u a t e .  For  example, d u r i n g  h e a r i n g s  before a Subcom- 

mittee on Government O p e r a t i o n s ,  House of Representatives,  

i n  September  1 9 7 6 ,  t h e  l a c k  o f  e f f e c t i v e  ADP p l a n n i n g  was 

c i t e d  as  a major c a u s e  f o r  n o n c o m p e t i t i v e  p r o c u r e m e n t s  o f  

ADP s y s t e m s  i n  t h e  F e d e r a l  Government. Also, i n  o n e  

i n s t a n c e ,  GAO r e p o r t e d  i n  1975 t h a t  an  agency  s p e n t  $ 7 . 7  

m i l l i o n  i n  d e v e l o p i n g  and implementing s e v e r a l  management 

i n f o r m a t i o n  s y s t e m s  o v e r  a 9 y e a r  period w i t h o u t  one  

becoming f u l l y  o p e r a t i o n a l .  W e  a t t r i b u t e  b o t h  o f  these 

t y p e  s i t u a t i o n s ,  i n  l a r g e  p a r t ,  t o  d e f i c i e n c i e s  i n  t h e  ADP 

p l a n n i n g  p r o c e s s .  

1, OBJECTIVE 

The p r i m a r y  o b j e c t i v e  i n  t h e  deve lopmen t  of t h i s  p u b l i -  

- - , . .  c a t i o n  was t o  assist e x p e r i e n c e d  ADP a u d i t o r s  t o  p l a n  and 

pe r fo rm r e v i e w s  of t h e  management of ADP p l a n n i n g  i n  F e d e r a l  

ag enc  ies. 

- 1 -  



A s e c o n d a r y  o b j e c t i v e  was to  make it  u s e f u l  to  all c 
l eve ls  of management t h a t  have r e s p o n s i b i l i t y  fo r  managing 

ADP-related resources o r  t h a t  a r e  d e p e n d e n t  upon t h e  s u p p o r t  

p r o v i d e d  by  ADP s y s t e m s  
I 

CONTENTS 
t 

T h i s  p u b l i c a t i o n  c i t e s  58 e l e m e n t s  c o n s i d e r e d  e s s e n t i a l  

t o  good ADP p l a n n i n g .  I d e n t i f i e d  from r e s e a r c h  i n  the lit- 

erature  and from t h e  r e s u l t s  of GAO r e v i e w s  of Federal 

a g e n c i e s ,  t h e s e  e s s e n t i a l  e l e m e n t s  have  been  a m p l i f i e d  i n t o  

s p e c i f i c  c r i t e r i a  which c a n  b e  used as  a r e f e r e n c e  b a s e  f o r  

e v a l u a t i n g  t h e  management o f  t h e  ADP p l a n n i n g  p r o c e s s .  T h i s  

has been  done  by  use o f  a q u e s t i o n  and answer f o r m a t  a s  e x -  

p l a i n e d  below. ( 
THE FORMAT 

The ADP p l a n n i n g  process h a s  been  d i v i d e d  i n t o  5 major 

s u b j e c t  areas and a c h a p t e r  i s  d e v o t e d  to  e a c h .  

They are: 
. - ,. 

I . ..., 

. - _  

. ... 

1. O r g a n i z a t i o n a l  i nvo lvemen t  

2. Direc t ion  

3.  S t r u c t u r e  

4. C o n t r o l ,  and 

5. Repor t ing  

I n  e a c h  c h a p t e r  t h e  e s sen t i a l  e l e m e n t s  f o r  t h a t  s u b j e c t  

are  i d e n t i f i e d  b y  a t w o  d i g i t  number,  e . g . r  

- 2 -  
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L, 

1.3 E s t a b l i s h  a n  E x e c u t i v e  Management Committee -- 
( T h i s  example  is from page  9.) 

Each e s s e n t i a l  e l e m e n t  ( t w o  d i g i t  number) is  t h e n  a m p l i f i e d  

by a series of q u e s t i o n s  i d e n t i f i e d  b y  t h r e e  and f o u r  d i g i t  

numbers , e .g 

1 . 3 . 1  Has an e x e c u t i v e  management (or steerihg) committee 
been e s t a b l i s h e d ?  (see page 10) 

1.3.1.1 I: there a formal c h a r t e r  issued by t h e  
3 icnc y head? (see page 10) 

O v e r a l l  t h e r e  are  a p p r o x i m a t e l y  367 q u e s t i o n s  i n  t h i s  

p u b l i c a t i o n  which  c o v e r  t h e  f i v e  s u b j e c t  areas men t ioned  

above .  

HOW IT SHOULD BE USED 

I d e a l l y  t h e  a u d i t o r  p l a n n i n g  a r ev iew o f  t h e  management 

of t h e  ADP p l a n n i n g  process would select  o n l y  t h o s e  c r i t e r i a  

( o r  e l e m e n t s )  r e q u i r e d  to  a c h i e v e  t h e  o b j e c t i v e s  of t h e  

a u d i t  ass ignment . .  The more c a r e f u l l y  t h e s e  o b j e c t i v e s  and 

t h e  r e l e v a n t  s u b - o b j e c t i v e s  are  d e v e l o p e d ,  t h e  easier i t  is  

t o  se lec t  and b r i n g  t o  a n  appropr ia te  minimum t h e  number o f  

c r i t e r i a  used from t h i s  r e f e r e n c e .  However, when t h e  objec- 

t i v e s  a re  g e n e r a l ,  a l a r g e r  number of c r i t e r i a  c a n  be  used  

to  d e v e l o p  a n  u n d e r s t a n d i n g  of t h e  d i f f e r e n t  aspects  o f  t h e  

o v e r a l l  management o f  t h e  ADP p l a n n i n g  process. 

- 3 -  
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. ... 

RECORDING ANSWERS TO THE QUESTIONS 

S u g g e s t e d  symbols f o r  r e c o r d i n g  a n s w e r s  t o  t h e  ques-  

t i o n s  are p r o v i d e d  below. By e n t e r i n g  s u c h  symbols and  

o t h e r  i n f o r m a t i o n  a d j a c e n t  t o  t h e  q u e s t i o n  t h e  pages c a n  

s e r v e  a s  b o t h  p a r t  o f  a n  a u d i t  p l a n  and  t h e  work p a p e r s .  

a 

SYMBOLS MEANING OF SYMBOL 

S The t a s k  is b e i n g  pe r fo rmed  ( o r  t h e  

a c t i o n  i n d i c a t e d  i s  b e i n g  t a k e n )  i n  a 

s a t i s f a c t o r y  manner.  

U 

N P  

NA 

The task is  b e i n g  pe r fo rmed  ( o r  t h e  

a c t i o n  i n d i c a t e d  is b e i n g  t a k e n )  b u t  

t h e  r e s u l t  appears u n s a t i s f a c t o r y .  

The t a s k  ( o r  a c t i o n )  i s  c o n s i d e r e d  

n e c e s s a r y  b u t  is n o t  b e i n g  per- 

formed . 
The task (o r  a c t i o n )  i s  c o n s i d e r e d  n o t  

. a p p l i c a b l e  for t h e  p a r t i c u l a r  c r i t e r i a .  

I n  g e n e r a l  a "U" and /o r  "NP" answer  is a n  i n d i c a t i o n  
.. . .  

- . -  
. .  . _  t h a t  f u r t h e r  a n a l y s i s  is r e q u i r e d .  Wi th  f ew e x c e p t i o n s ,  t h e  

g r e a t e r  t h e  number o f  "U" or I 'NP"  a n s w e r s  ( t o  t h e  q u e s t i o n s )  

t h e  more ser ious  a re  t h e  management problems. 

.$' . -  
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AN EXAMPLE OF I T S  U S E  FOR SELF EVALUATION 

Management  c a n  s e l ec t  s e v e r a l  e l e m e n t s  f rom t h e  t a b l e  o f  

c o n t e n t s  a b o u t  wh'ich i t  does n o t  h a v e  s u f f i c i e n t  i n f o r m a -  

t i o n .  T h e  q u e s t i o n s  u n d e r  t h e s e  e l e m e n t s  c a n  t h e n  be 

d i r ec t ed  to  t h e  p e r s o n  r e s p o n s i b l e  f o r  t h a t  a r e a .  For 

e x a m p l e ,  t h e  f o l l o w i n g  q u e s t i o n s  m i g h t  be u s e f u l  t o  a 

m a n a g e r  who m u s t  make d e c i s i o n s  o n  w h e t h e r  A D P  s y s t e m s  

a r e  t o  be a c q u i r e d  

1 . 2 . 2 . 9  A r e  . . . . cos t  b e n e f i t  f o r e c a s t s  d e v e l o p e d ?  

1 . 3 . 4  Does a n  ADP s t e e r i n g  committee r e v i e w  ... 
t h e  l o n g - r a n g e  p l a n  .... ? 

1.5 .1  Is t h e r e  a c e n t r a l  p l a n n i n g  g r o u p  r e s p o n s i -  

b l e  f o r  p r o d u c i n g  a n  i n t e g r a t e d  ( a g e n c y - w i d e )  

ADP p l a n ?  

1.8.1 . . . are  cos t s  a t t r i b u t a b l e  to  e a c h  major 

o r g a n i z a t i o n a l  u n i t  shown . . . . 3 . 

I f  t h e  a n s w e r s  a r e  ' I U "  or I'NP" f o r  most q u e s t i o n s ,  t h e n  

m a n a g e m e n t  i s  aware t h a t  i t  h a s  a problem t h a t  r e q u i r e s  

f u r t h e r  a t t e n t i o n .  

OTHER USES 

I t  m i g h t  be w o r t h w h i l e  t o  s e l ec t  a minimum number  o f  

c r i t i c a l  e l e m e n t s  a b o u t  a p a r t i c u l a r  s u b j e c t  a n d  repackage 

t h a t  i n f o r m a t i o n  f o r  easier  u s e  by s e n i o r  m a n a g e r s .  An 

e x a m p l e  o f  t h i s  w o u l d  be a c o m p i l a t i o n  of t h e  key e l e m e n t s  

-,' . - 5 -  
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c s u c h  as t h o s e  above t h a t  t o p  m a n a g e m e n t  s h o u l d  be aware of 

before a p p r o v i n g  p r o c u r e m e n t  of a c o m p u t e r  system. A n o t h e r  

type of p a c k a g e  wou ld  c o n t a i n  a summary of t h o s e  specific 

e l e m e n t s  w h i c h  s h o u l d  be i n c l u d e d  i n  t h e  p l a n  i t s e l f .  T h i s  

- c o u l d  t h e n  be u s e d  a s  a p a r t i a l  g u i d e  to  p l a n  c o n t e n t s .  

C u r r e n t l y  we h a v e  n o  p l a n s  t o  d e v e l o p  s u c h  s e p a r a t e  compi- 

l a t i o n s .  However, i f  t h e  r e s p o n s e  t o  t h i s  d r a f t  i n d i c a t e s  

s u c h  d o c u m e n t s  t o  be  d e s i r a b l e ,  GAO w i l l  i n i t i a t e  a coop- 

e r a t i v e  e f f o r t  w i t h  i n t e r e s t e d  a g e n c i e s  t o  d e v e l o p  them.  

VALIDITY OF THE ESSENTIAL ELEMENTS 

T h e  e s s e n t i a l  e l e m e n t s  were d e v e l o p e d  a s  a r e s u l t  of 

e x p e r i e n c e s  g a i n e d  by t h e  GAO i n  r e v i e w s  o v e r  t h e  p a s t  1 5  

years .  T h e y  a r e  a l so  c o n s i s t e n t  w i t h  much of t h e  c u r r e n t  

l i t e r a t u r e  o n  t h e  s u b j e c t  o f  corpora te  a n d  g o v e r n m e n t  p l a n -  

n i n g .  The  o n l y  new aspect i s  t h e  p a c k a g i n g  of t h i s  

i n f o r m a t i o n  f o r  u s e  a s  e v a l u a t i o n  c r i t e r i a  i n  t h e  s p e c i f i c  

area of t h e  managemen t  of t h e  ADP p l a n n i n g  process. D i f -  

f e r e n t  s e c t i o n s  h a v e  b e e n  t e s t ed  i n  r e c e n t  a u d i t s  of Fed- 

e r a l  a g e n c i e s  a n d  f o u n d  to  be u s e f u l  b o t h  a s  a n  a u d i t  tool 

a n d  a s  a m e a n s  of c o m m u n i c a t i n g  w i t h  a g e n c y  managemen t .  

SOME CAUTIONS ON THE USE OF THIS PUBLICATION * 

T h e s e  c r i t e r i a  r e p r e s e n t  i d e a l i z e d  p e r f o r m a n c e  ob] ec- 

t i v e s .  For  e x a m p l e ,  n o  o r g a n i z a t i o n  w i l l  meet a l l  t h e  c r i -  

t e r i a  e x a c t l y  a s  t h e y  a r e  p r e s e n t e d  i n  t h i s  p u b l i c a t i o n .  
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.. . c 

, . .. , 

c, 

1. ORGANIZATIONAL INVOLVEMENT 

Some d e g r e e  of a c t i v e  invo lvemen t  i n  p l a n  f o r m u l a t i o n  

i s  e s s e n t i a l  for a l l  l e v e l s  of a n  o r g a n i z a t i o n  t h a t  m i g h t  be 

a f f e c t e d  when t h e  p l a n s  are  c a r r i e d  o u t .  For  ADP p l a n n i n g  

i t  i s  c r i t i c a l  t h a t  t h i s  a c t i v e  invo lvemen t  be f o r m a l i z e d  

and made v i s i b l e  a t  t h r e e  key  o r g a n i z a t i o n a l  l e v e l s ;  i .e . ,  

t o p  management, d a t a  p r o c e s s i n g  management, and user manage- 

ment .  

Evidence  o f  t h i s  f o r m a l i z e d  invo lvemen t  at e a c h  of 

t h e s e  l e v e l s  s h o u l d  be  r o u t i n e l y  c o n s p i c u o u s  and well' commu- 

n i c a t e d  w i t h i n  t h e  o r g a n i z a t i o n .  The form o f  t h a t  e v i d e n c e  

and i t s  s u b s t a n c e  a re  b o t h  i m p o r t a n t .  I n  t h i s  s e c t i o n  t h e  

e s s e n t i a l  e l e m e n t s  of t h e  s u b s t a n c e  o f  t h a t  i n v o l v e m e n t  for 

top management, d a t a  p r o c e s s i n g  management, and u s e r  manage- 

ment  a r e  i d e n t i f i e d .  

1.1 E s t a b l i s h  R e s p o n s i b i l i t y  and A c c o u n t a b i l i t y  
for ADP P l a n s  

Through w r i t t e n  po l i c i e s  and g u i d e l i n e s  t h e  agency  

head s h o u l d  e s t a b l i s h  r e s p o n s i b i l i t i e s  and 

a c c o u n t a b i l i t y  for ADP p l a n n i n g .  

1.1.1 Are senior managers of each major organizational 

unit required to 

o participate in the planning? 

o define their long-range ADP requirements? 
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1.2 Hold F u n c t i o n a l  Managers  R e s p o n s i b l e  for 
S t r a t e g y  in ADP P l a n s  

R e q u i r e  t h a t  t h e  head of each major o r g a n i z a t i o n a l  

u n i t  be r e s p o n s i b l e  and  h e l d  a c c o u n t a b l e  for t h e  

d e c i s i o n s  a f f e c t i n g  h i s  u n i t  which  a re  i n c l u d e d  i n  

t h e  s t r a t egy  for  a c h i e v i n g  t h e  ADP o b j e c t i v e s .  
. . -  

Do s e n i o r  m a n a g e r s  of e a c h  major o r g a n i z a t i o n a l  u n i t  

r e q u i r e  t h a t  t h o s e  s u b o r d i n a t e  m a n a g e r s  who u s e  ADP 

o u t p u t  par t ic ipate  i n  l o n g - r a n g e  ADP p l a n n i n g ?  

1 .2 .2  A r e  s u b o r a i n a t e  manage r s  h e l d  a c c o u n t a b l e  f o r  t h e  

d e t e r m i n a  t i o n ,  j u s  t i f  ica  t i o n ,  and  l o n g - r a n g e  p l a n -  

n i n g  of t h e i r  ADP r e q u i r e m e n t s ?  - 

,. 

. .  
~ . ,. 

1.2.2.1 A r e  t h e s e  s u b o r d i n a t e  m a n a g e r s  r e q u i r e d  t o  

c o n f i r m  t h e  v a l u e  o f  t h e  e x i s t i n g  ADP sup- 

p o r t  t h e y  r e c e i v e  i n  terms o f  i t s  c o n t r i -  

b u t i o n  t o  p e r f o r m a n c e  of  t h e i r  f u n c t i o n a l  

t a s k s ?  

1 .2 .2 .2  Does t h e  r ' e co rd  show t h a t  s y s t e m s '  cos t  

were a l l o c a t e d  t o  e a c h  u s e r ?  

1 .2 .2 .3  A r e  t h e s e  s u b o r d i n a t e  m a n a g e r s  i n s t r u c t e d  

t o  j u s t i f y  t h e i r  l o n g - r a n g e  ADP r e q u i r e -  

m e n t s  i n  terms of p a y o f f  c o n t r i b u t i o n s  

made t o  t h e  f u n c t i o n s  f o r  w h i c h  t h e y  are 

res po ns i b 1 e? 

1 .2 .2 .4  A r e  t h e s e  s u b o r d i n a t e  m a n a g e r s  i n s t r u c t e d  

to  show t h e  g a p  b e t w e e n  e x i s t i n g  proce- 

d u r e s  and  required ADP s u p p o r t ?  

c 

.- I 
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1 c 

. L, 

1.2.2.5 

1.2.2.6 

1.2.2.7 

1.2.2.8 

1.2.2.9 

Are these subordinate managers required to 

use quantitative terms to identify the 

perioimance criteria which, when achieved, 

will close the gap? 

Waa an estimated cost considered by these 

subordinate managers when they inserted 

the ADP requirement into the long-range 

ADP plan? 

Was this estimated cost based on a life 

cycle projection for the system that would 

satisfy the requirement? 

Are subordinate managers held accountable 

when computer systems developed for their 

support fall short of expected performance? 

Are these subordinate managers required 

to evaluate and take a position on cost 

benefit forecasts of ADP systems being 

developed for their support? - 
1.3 Establish an Executive Management Committee 

A formal executive management (or steering) commit- 

tee consisting of senior management from e v e r y  

major organizational unit should be established. 

Subject only to r e v i e w  by the agency  head o r  his 

deputy it should be held responsible f o r  consoli- 

dation and integration of both the functional and 

the techninical aspects of ADP. 

- 9 -  



, 

1.3 .1  Has a n  e x e c u t i v e  management (or s t e e r i n g )  committee 

b e e n  e s t a b l i s h e d ?  ( W e  w i l l  u s e  t h e  term s t e e r i n g  

committee). 

1.3.1.1 

1.3.1.2 

1.3.1.3 

1.3.2 Does t h e  

Is there a formal c h a r t e r  (set  of i n s t r u c -  

t i o n s )  i s s u e d  by t h e  agency head  wh ich  

describes t h e  respons ib i l i t i es ,  a u t h o r i t y ,  

and d u t i e s  of t h e  s t e e r i n g  committee? 

Does t h e  c h a r t e r  r e q u i r e  t h e  c h a i r m a n  of 

t h e  s t e e r i n g  committee to report r e s u l t s  

of t h e  committee's work d i r e c t l y  to  t h e  

a g e n c y  head  or h i s  d e p u t y ?  

Does t h e  c h a r t e r  r e q u i r e  t h a t  t h e  s t e e r i n g  

committee d i s a g r e e m e n t s  be p r e s e n t e d  to 

t h e  a g e n c y  head  or h i s  d e p u t y  f o r  a 

d e c i s i o n ?  

c h a r t e r  a l so  e s t a b l i s h  a working  g r o u p  for 

t h e  s t e e r i n g  committee whose d u t i e s  a re  to  r e s e a r c h  

t h e  issues, p e r f o r m  i n t r a o r g a n i z a t i o n a l  c o o r d i n a -  

t i o n  and  o t h e r  p r e p a r a t o r y  work s u p p o r t i v e  to  t h e  

steer i ng c omm i t tee? . 

1.3.2.1 Does e a c h  member of t h e  s t e e r i n g  committee 

h a v e  a r e p r e s e n t a t i v e  o n  t h e  s t e e r i n g  com- 

mittee working  group? 

1.3.3 A r e  t h e  

members 

i n  1.4. 

1 . 3 . 3 . 1  

members of t h e  s t e e r i n g  committee a lso 

t 

of t h e  c e n t r a l  p l a n n i n g  group ( m e n t i o n e d  

- below) ? 

Are t h e  members of t h e  s t e e r i n g  commit- 

tee working  group also members af t h e  

c e n t r a l  p l a n n i n g  g r o u p ?  

. .. _ _  
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1.3.4 Is t h e  ADP s t e e r i n g  committee r e q u i r e d  t o  r e v i e w ,  

a p p r o v e  I a n d / o r  i n d i c a t e  d i s a g r e e m e n t  w i t h  t h e  

l o n g - r a n g e  ADP p l a n  p roduced  by  t h e  c e n t r a l  p l a n -  

n ing  g r w p ?  

t -_ - 

1.4 E s t a b l i s h  a C e n t r a l  P l a n n i n g  G r o u p  
. *.*&*.& 
. > *  ".*.?'I< 

T h i s  g r o u p  s h o u l d  be e s t a b l i s h e d  a t  t h e  same l e v e l  

. -  . 

a s  o t h e r  top a g e n c y  p l a n n e r s .  I t  s h o u l d  i n c l u d e  

r e p r e s e n t a t i o n  from e a c h  major u s e r  as w e l l  a s  t h e  

d a t a  p r o c e s s i n g  u n i t .  The i l l u s t r a t i o n  of t h e  ADP 

p l a n n i n g  p r o c e s s  on  page 15  shows t h e  o r g a n i z a -  

t i o n a l  l o c a t i o n  of a c e n t r a l  p l a n n i n g  g r o u p .  

1 . 4 . ~  H a s  t h e  ? u t h o r i t y  and r e s p o n s i b i l i t y  of a c e n t r a l  

p l a n n i n g  g r o u p  been  e s t a b l i s h e d  b y  a w r i t t e n  

c h a r t e r  or set  of i n s t r u c t i o n s  s i g n e d  by  t h e  agenc: 

head or h i s  d e p u t y ?  - 
1.4 .2  Does t h e  c e n t r a l  p l a n n i n g  g r o u p  c o n t a i n  r e p r e s e n t a -  

t i v e s  f rom e a c h  major o r g a n i z a t i o n a l  u n i t  i n  t h e  

agency?  .- 

1 .4 .3  Where t h e r e  is n o  ADP c e n t r a l  p l a n n i n g  g r o u p  o UP 

s t e e r i n g  committee is t h e r e  a n  ADP p l a n n i n g  0. 

c o o r d i n a t i n g  g r o u p  w i t h  similar r e s p o n s i b i l i t i e s  

t h a t  r e p o r t s  t o  t h e  agency  head  o r  h i s  d e p u t y ?  

1 .4 .4  D o  t h e  w r i t t e n  d u t i e s  and r e s p o n s i b i l i t i e s  of t h e  

members of t h e  c e n t r a l  p l a n n i n g  g r o u p  r e q u i r n  them 

to  p r o d u c e  p l a n n i n g  p r o d u c t s  for w h i c h  t h e y  can oe 

h e l d  a c c o u n t a b l e ?  - -  

I 
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1 .5  P r o v i d e  D i r e c t i v e s  f o r  I n t e g r a t i o n  of 
ADP S y s t e m s  

The c e n t r a l  planning g r o u p  s h o u l d  b e  h e l d  respon- 

s i b l e  and  a c c o u n t a b l e  for  i n t e g r a t i o n  of ADP 

systems across d e p a r t m e n t a l  l i n e s  of a u t h o r i t y .  * 
- 

1 .5 .1  D o  t h e  w r i t t e n  d u t i e s  o f  t h e  c e n t r a l  p l a n n i n g  g r o u p  

r e q u i r e  t h a t  i t  p r o d u c e  a n  agency-wide  i n t e g r a t e d  

l o n g - r a n g e  ADP p l a n  f o r  a p p r o v a l  by  t h e  a g e n c y  head  

or t h e  s t e e r i n g  committee? 

1.5.2 Is t h e  c e n t r a l  p l a n n i n g  g r o u p  r e q u i r e d  t o  r e v i e w  

a l l  ADP p l a n s  and  assess t h e  p o t e n t i a l  f o r  in tegra-  

t i o n  of ADP s y s t e m s  across t h e  e n t i r e  agency?  

1.5.2.1 Does t h e  c e n t r a l  p l a n n i n g  g r o u p  a n a l y z e  

and assess f o r  o v e r l a p  and i n t e g r a t i o n  

p o t e n t i a l  e a c h  o r g a n i z a t i o n a l  u n i t ' q  

e x i s t i n g  ADP 

o s u p p o r t  a p p l i c a t i o n s ?  

o l o n g - r a n g e  o b j e c t i v e s  and  suh- .>bjec-  

. t i v e s ?  

o e x p e c t e d  p e r f o r m a n c e  c r i t e r i a ?  

o s u p p o r t  problems? 

o p r o p o s e d  new o p p o r t u n i t i e s ?  

o p o t e n t i a l  f o r  s y s t e m s  i n t e g r a t i o n ?  

1 .5 .3  Is t h e  c e n t r a l  p l a n n i n g  g r o u p  r e q u i r e d  to  documen t  

t h e  r e su l t s  o f  i t s  a s s e s s m e n t s ?  

See also items 2.8 and 2 . 9  f o r  more d u t i e s  t h a t  s h o u l d  b e  p e r f o r m e d  b y  
a c e n t r a l  p l a n n i n g  g r o u p .  

- 12 - 



. . .  
3 L 

. . .  * -  . .  * . .  ' 

'i' , 

1.6 

L. . .  

1.5.3.1 Doer t h e  head of e a c h  major f u n c t i o n a l  

u n i t  c o o r d i n a t e  on t h e  sys t em recommenda- 

t ions made by t h e  central  p l a n n i n g  g r o u p ?  

1.5.4 D o  t h e  r e s u l t s  of t h e  central  p l a n n i n g  g r o u p  

s t u d i e s  s u b s t a n t i a l l y  i n f l u e n c e  t h e  sys t em d e s i g n  

c o n c e p t s  and t h e  t e c h n i c a l  d e s i g n  o f  t h e  sys t em?  

Assess t h e  T r a d e o f f s  Between R i s k s  and 
P o t e n t i a l  Payof f  

The c e n t r a l  p l a n n i n g  g r o u p  s h o u l d  b e  h e l d  r e s p o n s i -  

b l e  and a c c o u n t a b l e  f o r  i d e n t i f y i n g  and a s s e s s i n g  

t h e  o r g a n i z a t i o n - w i d e  r i s k s  and v a l u e  to  t h e  agency  

of  t h e  p o t e n t i a l  p a y o f f  of t h e  t o t a l  ADP i n v e s t -  

ment .  

1.6.1 

1 .6 .2  

1.6.3 

For  e a c h  o b j e c t i v e  and /o r  s u b - o b j e c t i v e  i n  t h e  ADP 

p l a n ,  i s  t h e r e  a n  accompanying s t a t e m e n t  of t h e  

performance c r i t e r i a  e x p e c t e d  when t h e  o b j e c t i v e s  

or s u b o b j e c t i v e s  are  ach ieved?  

Does a c e n t r a l  p l ann ing  g r o u p  d e t e r m i n e  whe the r  t h e  

.:' x t i v e s  and s u b - o b j e c t i v e s  i n  a l l  ADP p l a n s  con- 

t a i n  s u f f i c i e n t  q u a n t i t a t i v e  p e r  formance c r i t e r i a  t o  

be used i n  a c o s t  b e n e f i t  a n a l y s i s ?  _--- 

Where s u c h  pc-:-' *. . .ce c r i t e r i a  are  n o t  i n c l u d e d  

w i t h  t h e  o b j e c t i v e s  or s u b - o b j e c t i v e s ,  is t he r -1  

some o t h e r  b a s i s  i n  t h e  p l ann ing  documen ta t ion  

wnich cammunicaces how ach ievemen t  o f  t h e  o b j e c -  

i i v e s  w i l l  be  r e c o g n i z e d ?  
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1.6.4 Are the perfcrmance criteria which describe how the 

achievement of objectives will be recognized, pre- 

sented in quantitative terms? 

1.6.5 Can the gap between existing and planned capabili- 

ties be identified from the record? 

1.6.5.1 Has a central planning group focused on 

those gaps as a means of identifying what 

the planned investment in ADP resources 

will buy? 

1.6.5.2 Bas a central planning group reviewed the 

impact o f  this gap, or series of gaps, in 

ADP capabilities and reported in writing 

its assessment and recommendations to the 

agency head? 

c 

1.6.6 Is the central planning group required to identify 

to the agency head those ADP applications which 

o have high technical risks? 

o have high operational risks? 

1.6.7 Is the central planning group required to establish 

a quantitative mission “payoff* ranking for each 

ADP application contained in the long-range plan? 

Is the manager of each major unit required to 

coordinate, or dissent, with the mission payoff 

assessment identified by the central planning group? 

- 
1.6.8 

t 

__- ~ . ~ .  . 
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The major 
functional 
divisions of 
the department 
(or agency). 
__1_11) 
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AN ADP PLANNING PROCESS 

Headquarters ADP staff 

Executive Management Committee - heads of 
major functional divisions (Chaired by the 
deputy) ......................................................... + 

a 
e 

e e * * * * e * m e e e * * * - e *  

Explanation : 
H = The head of a major functional division of a department (or agency). . 
U = Represents the users within each major functional!division who receive support from the ADP operation. 

D = The data processing organization within each major functional division and on the headquarters staff 1Note:May Not Be Used In AII'Divisions). 

The dotted line . . . . . represents the flow of the ADP planning process -from the users and the data processing organizations through the 
major unit head to the Central Planning Group. The Central Planning Group, supported by the Headquarters 
ADP staff, reviews, evaluates, consolidates and integrates the separate plans from the organizational units into an 
organization wide plan. This plan i s  then presented to the Department Head (Agency head) through the Executive Committee. 



1.7 Develop a Financial Forecast 

The cent ra l  planning group should develop an 

agency-wide coordinated financial  forecast  of t h e  

overal l  cos t s  of a l l  ADP resources for each year 

over 

1.7 .1  

1 .7 .2  

1 .7 .3  

1 .7 .4  

t h e  l i f e  of the long-range plan. 

Has e a c h  major u n i t  manager b e e n  r e q u i r e d  t o  i n -  

c l u d e  i n  h i s / h e r  l ong- range  ADP plan a l i s t  o f  

t h o s e  ADP a p p l i c a t i o n s  which  h e / s h e  uses b u t  wh ich  

p r o v i d e  u n s a t i s f a c t o r y  s u p p o r t  or which  h a v e  o n l y  

a m a r g i n a l  p a y o f f  t o  t h e  e f f i c i e n c  . e f f e c t i v e -  

n e s s  and economy o f  o p e r a t i o n s ?  

1 .7 .1 .1  A r e  t h e  u n s a t i s f a c t o r y  or  marg i n a l  s u p p o r t  

c apab i l i t i e s  i d e n t i f i e d  i n  q u a n t i t a t i v e  

terms? 

Is e a c h  f u n c t i o n a l  manager r e q u i r e d  t o  l i s t  i n  

h i s / h e r  l o n g - r a n g e  ADP p l a n s  t h o s e  ADP a p p l i c a -  

t i o n s  which  p r o v i d e  s a t i s f a c t o r y  s u p p o r t ?  

Is e a c h  f u n c t i o n a l  manager  r e q u i r e d  t o  i d e n t i  f *  

t h o s e  e x i s t i n g  a p p l i c a t i o n s  whose m o d i f i c a t i u r r  

a n d / o r  enhancemen t  would i n c r e a s e  t h e  e f f i c i e n c y ,  

economy; and  e f f e c t i v e n e s s  o f  o p e r a t i o n s ?  

1 . 7 . 3 . 1  Is t h e r e  a r e q u i r e m e n t  to  d e s c r i b e  t h e s e  

. m o d i f i c a t i o n s  a n d / o r  e n h a n c e m e n t s  i n  

q u a n t i t a t i v e  terms? 

Is t h e r e  a r e q u i r e m e n t  t h a t  f u n c t i o n a l  m a n a g e r s  

i d e n t i f y  new ADP c a p a b i l i t i e s  t h a t  w i l l  i n c r e a s e  

t h e  e f f e c t i v e n e s s  o f  t h e i r  o p e r a t i o n s ?  

4 

L 

- .  
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1.7.4.1 are t h e s e  new r e q u i r e m e n t s  f o r  ADP sup- 

port i d e n t i f i e d  i n  q u a n t i t a t i v e  terms? 

1 . 7 . 5  Has t h e  head  of e a c h  o r g a n i z a t i o n a l  u n i t  p r e p a r e d  

a l i s t  o f  ADP a p p l i c a t i o n s  a v a i l a b l e  f rom a n  

e x t e r n a l  s o u r c e  t h a t  would r e s u l t  i n  i n c r e a s e d  

p r o d u c t i v i t y  o r  h a s  some o t h e r  " p a y  o f f "  i f  

a c q u i r e d ;  i.e. 

o f rom a n o t h e r  Government agency?  

- 'Tom a commercial v e n d o r ?  

1.7.5.1 F o r  e a c h  :.-.,posed e x t e r n a l  support ADP 

a p p l i c a t i o n ,  is t h e  e s t i m a t e d  cost 

i n c  1 uded? 

1 .8  Review t h e  F i n a n c i a l  Forecast 

The a g e n c y  head s h o u l d  r e v i e w  the f i n a n c i a l  f o r e -  

cas t  and f o r m a l i z e ,  i n  w r i t i n g ,  h i s  i n v e s t m e n t  de- 
.., . _. 

c i s i o n s  and t h e  p r io r i t i e s .  

c 

. . -  . 

1.8.1 F o r  e a c h  y e a r  of t h e  p l a n ,  d o e s  t h e  f i n a n c i a l  

f o r e c a s t  show t h e  cos t s  a t t r i b u t a b l e  t o  e a c h  

major o r g a n i z a t i o n a l  u n i t  o f  t h e  agency?  

1.8.2 FOK e a c h  y e a r  o f  t h e  p l a n ,  does t h e  f i n a n c i a l  

f o r e c a s t  show t h e  costs of t h e  ADP o p e r a t i o n  

b y  major s y s t e m s  componen t s  s u c h  a s  

o h a r d w a r e ?  

o s y s t e m  s o f t w a r e ?  

o d p p l i c a t i o n  s o f t w a r e ?  

o p e r i p h e r a l s ?  

o 

o o t h e r  r e l e v a n t  Components? 

c- Dmmun ica t i o n s ?  

, , /. 

. -1 
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1.8.3 A r e  t h e  costs  shown i n  a c o n s i s t e n t  f o r m a t  from c 
y e a r  to  year?  

1 .8 .4  A r e  cost t r e n d s  shown? 

1.8.5 Is t h e  p r i o r i t y  shown f o r  e a c h  a p p l i c a t i o n  a long  

w i t h  i ts  a n n u a l  and to ta l  c u m u l a t i v e  l i f e  c y c l e  

estimate? 

1.9.1 Does t h e  r e c o r d  show t h a t  t h e  agency  head reviewed 

and approved 

o t h e  f i n a n c i a l  f o r e c a s t  c o n t a i n e d  i n  t h e  long-  

r a n g e  p l a n ?  ( “ 1 . 8 )  ’ 

o t h e  p r i o r i t y  of resource i n v e s t m e n t s  c o n t a i n e d  

i n  t h e  long-range p l a n ?  (“1.8.3.1) - 
~ 

1.10  E s t a b l i s h  Agency Head D e c i s i o n  P o i n t s  

Key phases ( o r  m i l e s t o n e s )  s u c h  as those i n  t h e  

l i f e  c y c l e  o f  e a c h  s o f t w a r e  a p p l i c a t i o n ,  s y s t e m ,  

(“1 .8)  
(“1.8.3.1) a l o n e  answers  f o r  t h i s  s e c t i o n .  

Q u e s t i o n s  are similar and are repeated h e r e  to p r o v i d e  s t a n d  

- 18 - 

1.9 R e q u i r e  A c c o u n t a b i l i t y  f o r  ADP I n v e s t m e n t s  

The s e n i o r  manager  of e a c h  o r g a n i z a t i o n a l  u n i t  that 

r e c e i v e s  o r  p r o v i d e s  ADP s u p p o r t  s h o u l d  b e  formally 

a s s i g n e d ,  i n  w r i t i n g ,  t h e  r e s p o n s i b i l i t y  and 

a c c o u n t a b i l i t y  €or i n v e s t m e n t  d e c i s i o n s  made as a 

r e s u l t  of h i s / h e r  s t a t e d  ADP s u p p o r t  r e q u i r e m e n t s  

and r ecommenda t ions .  

C 



c . .  

.._; . 

-7 

.. 4. 

c a n d  h a r d w a r e  s y s t e m ,  s h o u l d  be e s t a b l i s h e d  i n  

p l a n  as  d e c i s i o n  p o i n t s  w h e r e  t h e  a g e n c y  h e a d  

s o n a l l y  makes t h e  d e c i s i o n  t o  c o n t i n u e  t o  t h e  

p h a s e .  

1 .10 .1  Does t h e  a g e n c y  head  have  a r e g u l a r l y  s c h e d u l e d  

r e v i e w  o f  t h e  " e x p e c t e d "  p e r f o r m a n c e  a g a i n s t  

" a c t u a l "  p e r f o r m a n c e  c o n t a i n e d  i n  t h e  ADP plan? 

1.10.1.1 Does t h e  r e c o r d  show d e c i s i o n s  made by 

t h e  a g e n c y  head  a s  a r e s u l t  o f  t h e s e  

r e v i e w s ?  

1.10.2 A r e  s h o r t f a l l s  be tween  p l a n n e d  p e r f o r m a n c e  and  

a c t u a l  p e r f o r m a n c e  i d e n t i f i e d  o n  a s y s t e m  b a s i s ?  

1 . 1 0 . 2 . 1  A r e  t h e  r e a s o n s  f o r  t h e  d e f i c i e n c i e s ,  i f  

a n y ,  made v i s i b l e  i n  t h e  r e c o r d ?  

1.10.3 Is t h e r e  a s t a n d a r d  s e t  o f  d e c i s i o n  p o i n t s  by 

which  t h e  a c t u a l  p e r f o r m a n c e  a g a i n s t  p l a n n e d  p e r -  

fo rmance  is  f o l l o w e d ?  

( T h i s  c a n  be m i l e s t o n e s  s u c h  a s  t h o s e  i n  t h e  

l i f e  c y c l e  of a software a p p l i c a t i o n  s y s t e m ) .  

1 .10 .  3 . 1  Does t h e  r e c o r d  show adequate communica- 

t i o n s  and u n d e r s t a n d i n g  o f  t h e s e  m i l e -  

t h e  

p e r -  

n e x t  

s t o n e s ?  

, . ,  . - 19 - 



2. DIRECTION 

S p e c i f i c  d i r e c t i o n  and g u i d a n c e  must  be  p r o v i d e d  

t h r o u g h o u t  t h e  ADP p l a n n i n g  p r o c e s s  t o  a c b i e v e  c o n s i s t e n t  

and e f f e c t i v e  p l a n s .  T h i s  d i r e c t i o n  is  o b t a i n e d  from t h e  

o r g a n i z a t i o n ' s  m i s s i o n  r e q u i r e m e n t s .  

m e n t s ,  g o a l s  and o b j e c t i v e s  a re  e s t a b l i s h e d  and a coordi- 

n a t e d  s t r a t e g y  f o r  a c h i e v i n g  them is d e v e l o p e d  and in -  

c l u d e d  i n  t h e  p l a n .  Pol ic ies  and p r o c e d u r e s  are  f o r m a l i z e d  

i n  w r i t i n g  t o  assure  t h a t  t h e  s t r a t e g y  is communicated and 

d i r e c t i o n  p r o v i d e d  t o  t h o s e  who c a r r y  o u t  t h e  p l a n .  

From t h e  r e q u i r e -  

2 .1  I d e n t i f y  t h e  Agency Miss ion  

ADP p l a n s  s h o u l d  i d e n t i f y  t h e  agency  m i s s i o n s  o r  

g o a l s  c o n t a i n e d  i n  s t a t u t o r y  and a g e n c y  p o l i c y  

doc ume n t s o  

2 . 1 . 1  I s  the  agency miss ion,  or  i t s  g o a l s ,  a v a i l a b l e  a s  a 

wr i t t en  document? 

(NOTE: OHB A-113 1 3 . 6  u s e s  mis s ions  and g o a l s  

t o  mean t h e  same t h i n g . )  

2.2 I d e n t i f y  Long-Range Aqency Programs 

Long-range agency  programs which p r o v i d e  t h e  b a s i s  

f o r  ADP s u p p o r t  r e q u i r e m e n t s  s h o u l d  b e  i d e n t i f i e d  

and d e s c r i b e d  . 
(NOTE:  These a re  n o t  ADP p l a n s  b u t  t h e y  p r o v i d e  

i 
- 20 - 
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(- the goa l s  for  ADP p lans . )  

2.2.1 Is t h e r e  d o c u m e n t a t i o n  wh ich  d e r a c r i b e s ’  t h e  plans 

t o  a c h i e v e  t h e  a g e n c y  program goals? 

c 

- .. 

2.2.1.1 D o e s  t h i s  d o c u m e n t a t i o n  contain t h e  

s h o r t -  and  long- range  o b j e c t i v e s  tQ 

be a c h i e v e d  for e a c h  program? 

2.2.1.2 Is t h e r e  s u f f i c i e n t  q u a n t i t a t i v e  or  o t h e r  

e x p l i c i t  i n f o r m a t i o n  c o n t a i n e d  i n  t h e  

statement o f  t h e  p rogram o b j e c t i v e s  

(2 .2 .1 .1 )  t o  p r o v i d e  a n  e f f e c t i v e  c r i -  

t e r i a  f o r  a s s e s s i n g  when o b j e c t i v e s  are  

a c t u a l l y  a c h i e v e d ?  

2.2.2 Is there  w r i t t e n  d o c u m e n t a t i o n  t h a t  s h o w s  t h a t  

t h e  head  o f  e a c h  o r g a n i z a t i o n a l  u n i t  d o e s  assess 

t r e n d s  f o r  i m p a c t  o n  h i s / h e r  u n i t ‘ s  f u n c t i o n a l  

t a s k s ;  i . e . ,  

o po l i t i ca l  t r e n d s ?  

a t e c h n i c a l  t r e n d s ?  

o soc ia l  t r e n d s ?  

o work t r e n d s ?  

2 .2 .2 .1  Based  o n  t h e  t y p e  o f  assessment, a re  

f a c t o r s  or a s s u m p t i o n s  d e v e l o p e d  w h i c h  

i n f l u e n c e  t h e  c o n t e n t  o f  l o n g - r a n g e  ADP 

ob] ec t i v e s ?  

2 .2 .3  A r e  a s s u m p t i o n s  i n c l u d e d  as  a n  i n t e g r a l  p a r t  o f  

t h e  a g e n c y ‘ s  l o n g - r a n g e  ADP p l a n ?  

2.2.3.1 Is t h e r e  a n y  e v i d e n c e  t h a t  t h e  a g e n c y  

head  r e v i e w e d  t h e  A D P  p l a n n i n g  assump-  

t i o n s  and  a p p r o v e d  them? 

- 21 - 



2 . 3  

2.4  

T r a n s l a t e  Program O b j e c t i v e s  i n t o  ADP Goals 

The agency programs shou ld  be t r a n s l a t e d  i n t o  ADP 

sub-goals  which s u p p o r t  ach ievement  of i n d i v i d x a l  

program o b j e c t i v e s  and these  shou ld  b e  docume;ited. 

2.3.1 Is t h e r e  d o c u m e n t a t i o n  wh ich  shows t h e  ADP g o a l s  

t h a t  s u p p o r t  a c h i e v e m e n t  of a g e n c y  p rograms?  

_- 2.3 .1 .1  A r e  t h e  ADP g o a l s  s t a t e d  q u a n t i t i c i v . . , , ?  

I d e n t i f y  t h e  S t r a t e g y  f o r  Achieving ADP Goals 

The p l a n  shou ld  c o n t a i n  a s t r a t e g y  or series o f  

d e c i s i o n s  which indicate how t h e  ADP goa l s  are  to  

be ach ieved .  

2.4.1 Is t h e r e  d o c u r n e n t a t i o n  f o r  a n  ADP s t r a t e g y  to  

a c c o m p l i s h  e a c h  ADP g o a l ;  i .e.,  a se t  of deci- 

s ions  which  h a v e  b e e n  made? 

2.4.1.1 Does t h i s  s t r a t e g y  c o n t a i n  l o n g - r a n g e  

o b j e c t i v e s ?  

2.4.1 

2.4.1 

2.4.1.2 A r e  t h e s e  l o n g - r a n g e  o b j e c t i v e s  s ta ted  

q u a n t i t a t i v e l y ?  

Do t h e  1 0 % - r a n g e  o b j e c t i v e s  p r o v i d e  a 

g u i d e  fo r  t h e  i n v e s t m e n t  of ADP r e s o u r c e s ?  

3 

4 Does t h e  s t r a t e g y  c o n t a i n  q u a n t i t a t i v e l y  

s t a t e d  s h o r  t - r ang  e o b j e c t i v e s ?  

- 2 2  - 
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2 . 5  E s t a b l i s h  t h e  Scope of C e n t r a l i z e d  A u t h o r i t y  

T h e r e  s h o u l d  be a c lear  policy e x p r e s s i o n  of t h e  

a u t h o r i t y ,  r e s p o n s i b i l i t y ,  and a c c o u n t a b i l  i t y  fo r  

ADP r e s o u r c e s .  T h i s  s h o u l d  c o v e r  c o n t r o l  of p l a n -  

n i n g ,  d e s i g n ,  d e v e l o p m e n t ,  o p e r a t i o n s ,  and compli- 

a n c e  w i t h  i n t e r n a l  and e x t e r n a l  r e g u l a t i o n s  rele- 

v a n t  t o  ADP. I t  s h o u l d  s p e c i f i c a l l y  e s t a b l i s h  t h e  

d e g r e e  t o  which  s u c h  c o n t r o l  i s  o r  i s  n o t  c e n t r a -  

l i z e d  in t h e  a g e n c y  h e a d q u a r t e r s .  

2 .5 .1  Is t h e r e  p o l i c y  d o c u m e n t a t i o n  c o n c e r n i n g  

2 .5 .1 .1  i n t e r n a l  o r g a n i z a t i o n a l  a u t h o r i t y  t o  

spend  ADP f u n d s ?  

2.5.1.2 r e s p o n s i b i l i t y  f o r  ADP r e s o u r c e  u s e ?  

2.5.1.3 a c c o u n t a b i l i t y  f o r  ADP r e s o u r c e  i n v e s t -  

men t  r e s u l t s ?  

2.5.2 Is t h e r e  d o c u m e n t a t i o n  wh ich  a s s i g n s  r e s p o n s i -  

b ill t y and a c c s u n  t a b  il i t  y f o r  

2 .5 .2 .1  p l a n n i n g  t h e  u s e  o f  ADP r e s o u r c e s ?  

2.5.2.2 d e s i g n  of ADP s y s t e m s ?  

2.5.2.3 d e v e l o p m e n t  o f  ADP s y s t e m s ?  

2.5.2.4 o p e r a t i o n a l  p e r f o r m a n c e  of ADP s y s t e m s ?  

2 .5 .2 .5  c o m p l i a n c e  w i t h  i n t e r n a l  p o l i c i e s  and  

i n s t r u c t i o n s ?  

: .; . . -1 
_ .  . .  ,. 

..... . 
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2.5.3 Does t h i s  d o c u m e n t a t i o n  e s t a b l i s h  t h e  d e g r e e  to 

which  c o n t r o l  i s  c e n t r a l i z e d  i n  t h e  a g e n c y  head- 

quarters? 

2.6 Require Accountability for Approval of 
ADP Requirements 

Accountability for cost effective use of ADP appli- 

cations is that of the senior manager who approved 

the requirement for that support. This should be 

established as a matter of written policy. (*1.9) 

2.6 .1  

2.6.2 

2.6.3 

Is t h e r e  d o c u m e n t a t i o n  wh ich  a s s i g n s  a u t h o r i t y  f o r  

a p p r o v a l  o f  ADP r e q u i r e m e n t s ?  

Does t h i s  d o c u m e n t a t i o n  require t h a t  estimated cost  

f i g u r e s  accompany t h e  ADP r e q u i r e m e n t s  r e q u e s t  or 

o t h e r w i s e  b e  known b e f o r e  t h e  r e q u i r e m e n t  i s  

approved?  

A r e  t h e r e  p r o v i s i o n s  t o  h o l d  t h e  a p p r o v i n g  

o f r i c i a l (  s )  a c c o u n t a b l e  f o r  t h e  p a y o f f  o f  

resource i n v e s t m e n t ?  

( I .e . ,  a r e  t h e r e  s t a r t ,  f i n i s h ,  and  u s e  mile- 

s t o n e s  or  c h e c k p o i n t s  where  t h e  s i g n a t u r e  o r  

i n i t a l s  o f  t h e  a p p r o v i n g  o f f i c i a l (  s)  are  r e q u i r s . ;  

a s  h i s / h e r  acknowledgement  o f  c o n t r o l ,  f e e d b a c k ,  

s t a t u s ,  and  p a y o f f ? )  

("1.9) Q u e s t i o n s  a r e  s i m i l a r  b u t  are  r e p e a t e d  h e r e  to p r o v i d e  s t a n d  
a l o n e  a n s w e r s  f o r  t h i s  s e c t i o n .  

- 24 - 



2.7  Assign P r i o r i t i e s  for ADP Requirements 

T h e r e  s h o u l d  b e  a n  e s t a b l i s h e d  p r o c e d u r e  t o  a s s i g n  

p r i o r i t i e s  f o r  ADP r e q u i r e m e n t s .  T h i s  p r o c e d u r e  

s h o u l d  b e  c o n s i s t e n t  w i t h  t h e  a g e n c y  h e a d ’ s  i n v e s t -  

m e n t  pr ior i t ies .  (*1.8) 

2.7.1 Is t h e r e  a documented  p r o c e d u r e  wh ich  r e q u i r e s  

,- - shmen t  o f  p r i o r i t i e s  f o r  t h e  i n v e s t m e n t  

of ADP r e s o u r c e s ?  

2.7 .2  Is t h e  a c t u a l  s e t t i n g  o f  ADP i n v e s t m e n t  

p r i o r i t i e s  c o n s i s t e n t  w i t h  t h e  p r o c e d u r e s  se t  b y  

t h e  a g e n c y  head?  

2.8 C o n s o l i d a t e  Lonq-Range ADP P l a n s  

The c e n t r a l  ADP p l a n n i n g  g r o u p  s h o u l d  c o n s o l i d a t e  

l o n g - r a n g e  ADP p l a n s  d e v e l o p e d  b y  t h e  f u n c t i o n a l  

m a n a g e r s  and  prepare a n  agency-wide  ADP p l a n .  T h i s  

g r o u p  s h o u l d -  d e t e r m i n e  w h e t h e r  t h e  p l a n s  c o n t a i n  

s u f f i c i e n t  q u a n t i t a t i v e  m e a s u r e s  f o r  u s e  i n  cost 

b e n e f i t  a n a l y s e s  

2.8.1 Is t h e r e  a w r i t t e n  d i r e c t i v e  e s t a b l i s h i n g  a c e n t r a l  

p l a n n i n g  g r o u p  f o r  ADP l o n g - r a n g e  p l a n s ?  ( *I. 5 .1 )  

2.8.2 Is a c e n t r a l  p l a n n i n g  g r o u p  t a s k e d  t o  c o n s o l i d a t e  

a l l  long-range ADP p l a n s  d e v e l o p e d  by f u n c t i o n a l  

m a n a g e r s  and  prepare a n  agency-wide  ADP p l a n ?  

(*1 .5 .1 )  
(“1.0) a l o n e  a n s w e r s  f o r  t h i s  s e c t i o n .  

Q u e s t i o n s  are s imi la r  b u t  are  repeated h e r e  to p r o v i d e  s t a n d  

. _  . .I 
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2.8.3 Bas a c e n t r a l  p lanning  g r o u p  been a s s i g n e d  to  

deternine whether  t h e  ADP long-range o b j e c t i v e s  

propased i n  f u n c t i o n a l  manager ( d e p a r t m e n t )  p l a n s  

ace c o n s i s t e n t  w i t h  agency m i s s i o n  o b j e c t i v e s ?  

2.8.4 Has a t r a l  p lanning  g r o u p  been a s s i g n e d  t o  

d e t e r r  ..le whether  t h e  o b j e c t i v e s  and sub-objec- 

t i v e s  .rl f u n c t i o n a l  manager ' s  ADP p l a n s  c o n t a i n  

s u f f  i c ~ e  : q u a Q t i t a t i v e  per formance  c r i t e r i a  to 

be used rn a cost b e n e f i t  a n a l y s i s ?  

2.8.5 Has a . : e n t r a l  p lanning  g r o u p  been  a s s i g n e d  t o  

report t o  t h e  agency head its f i n d i n g s  o n  e a c h  

i t e m  l i s t e d  above? 

(- 

2.9 I d e n t i f y  ADP I n v e s t m e n t  R i s k s  

The c e n t r a l  p l a n n i n g  g r o u p  s h o u l d  document  ADP i n -  

v e s t m e n t  r i s k s  which r e q u i r e  a g e n c y  head  a t t e n t i o n .  

These  c a n  b e  i d e n t i f i e d  b y  a l a c k  of q u a n t i t a t i v e  

c r i t e r i a  and vague  l i n k a g e  be tween  ADP sub-objec-  

t i v e s  and agency  m i s s i o n . o b j e c t i v e s .  (*1.6) 

2.9.1 Is t h e  c e n t r a l  p lanning  g r o u p  r e q u i r e d  to i d e n t i f y  

t o  t h e  agency head t h o s e  ADP a p p l i c a t i o n s  whicn 

0 have h i g h  t e c h n i c a l  r i s k s ?  

o have h i g h  o p e r a t i o n a l  r i s k s  (^1.6.6) 

2 . 9 . 2  Is t h e  c e n t r a l  p lanning  g r o u p  r e q u i r e d  to  e s t a b l i s h  

a q u a n t i t a t i v e  m i s s i o n  " p a y o f f "  r a n k i n g  f o r  e a c h  

(-1.6) 
(-1.6.6) 

Q u e s t i o n s  are similar b u t  a re  r e p e a t e d  h e r e  t o  p r o v i d e  s t a n d  
a l o n e  answers  for t h i s  s e c t i o n .  
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(I 
ADP a p p l i c a t i o n  c o n t a i n e d  i n  t h e  l o i i j - r o n g e  p l a n s ?  

( " 1 . 6 . 7 )  

2.9.3 Is t h e  h e a d  o f  e a c h  m a j o r  f u n c t i o n a l  u n i t  r e q u i r e d  

t o  c o o r d i n a t e ,  or  d i s s e n t ,  w i t h  t h e  m i s s i o n  payoff 

a s s e s s m e n t  i d e n t i f i e d  by t h e  c e n t r a l  p l a n n i n g  

g r o u p ?  { "1.6.8) 

2.10 R e q u i r e  S u p p o r t i n g  ADP S t r a t e g  ieS 

The head  of e a c h  major o r g a n i z a t i o n a l  u n i t  s h o u l d  

summar ize  t h e  k e y  d e c i s i o n s  t h a t  form t h e  bas i s  

of t h e  l o n g - r a n g e  ADP p lans  for  h i s / h e r  o r g a n i z a -  

t i o n a l  u n i t .  T h e s e  d e c i s i o n s ,  o r  assumed d e c i s i o n s ,  

s h o u l d  a l so  be i n c l u d e d  i n  t h e  l o n g - r a n g e  plan in 

a n  appropriate  c h r o n o l q  i c a l  s e q u e n c e .  

2 . 1 0 . 1  Is p u b l i c a t i o n  o f  a n  ADP s t r a t e g y  r e q u i r e d  as p a r t  

o f ,  or a s s o c i a t e d  w i t h ,  t h e  l o n g - r a n g e  ADP p l a n ?  

2 . 1 0 . 2  Does t h e  ADP s t r a t e g y  c o n s o l i d a t e  t h e  l o n g - r a n g e  

o b j e c t i v e s  p r o p o s e d  b y  t h e  h e a d s  o f  t h e  d i f f e r e n t  

major f u n c t i o n a l  u n i t s ?  

2 . 1 0 . 3  Does t h e  ADP s t r a t e g y  i d e n t i f y  t h e  &erforrr ,Ti ice  g a p  

w h i c h  t h e  i n v e s t m e n t  i n  ADP r e s a u r i e s  is  i n t e n d e d  

to  o v e r c o m e ?  ( " 1 . 6 . 5 )  

( " 1 . 6 . 5 )  
( x 1 . 6 . 7 )  a l o n e  a n s w e r s  for t h i s  s e c t i o n .  
( " 1 . 6 . 8 )  

Q u e s t i o n s  are  s i m i l a r  b u t  a r e  r e p e a t e d  h e r e  to p r o v i d e  s t a n d  
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2.10.4 Is t h e r e  a q u a n t i t a t i v e  e x p r e s s i o n  of t h e  p a y o f f  

to m i s s i o n  p e r f o r m a n c e  t h a t  w i l l  be p u r c h a s e d  by 

t h e  ADf ' - source  i n v e s t m e n t s  i n  t h e  l o n g - r a n g e  ADP 

p l a n ?  ( "1 .6 .7 )  - 
2.10 .4 .1  Is t h i s  payc;F' i d e n t i f i e d  o n  a n  a n n u a l  

b a s i s  f o r  each y e a r  c o v e r e d  b y  t h e  long-  

r a n g e  ADP p l a n ?  

2.10.5 Is t h e r e  a r e q u i r e m e n t  f o r  t h e  ADP s t r a t e g y  t o  

c o n t a i n  a n  i n v e s t m e n t  p r i o r i t y  r a n k i n g  f o r  t h e  

ADP a p p l i c a t i o n s  l i s t ed  i n  t h e  l o n g - r a n g e  ADP 

p l a n ?  

2.10.6 Is t h e r e  a r e q u i r e m e n t  f o r  t h e  manager  o f  e a c h  

major f u n c t i o n a l  u n i t  t o  c o o r d i n a t e  o n  t h e  pr i -  

o r i t y  r a n k i n g  s u b m i t t e d  to t h e  a g e n c y  head  f o r  

s q  n a t u r e ?  -- - 

2.10.7 Is t h e r e  a r e q u i r e m e n t  f o r  t h e  a g e n c y  head  t o  

i n d i c a t e  h i s / h e r  w r i t t e n  a p p r o v a l  o f  t h e  d e c i -  

s i o n s  c o n t a i n e d  i n  t h e  s t r a t e g y  document?  

2 . 1 1  A s s i g n  R e s p o n s i b i l i t y  for  C a r r y i n g  o u t  t h e  P l a n  

R e s p o n s i b i l i t y  and a c c o u n t a b i l i t y  fo r  c a r r y i n g  o u t  

t h e  p l a n  s h o u l d  n o r m a l l y  be along t h e  l i n e s  of 

o r g a n i z a t i o n a l  a u t h o r i t y .  When a s t e e r i n g  commit- 

tee and /o r  a pro] ec t manager  team is  u s e d ,  t h e i r  

a u t h o r i t y  and r e s p o n s i b i l i t y  s h o u l d  be p u b l i s h e d  

unde r  t h e  a g e n c y  h e a d ' s  s i g n a t u r e .  
- 
(-1.67) Q u e s t i c  .=- J ~ e  similar  b u t  a re  repeated h e r e  t o  p r o v ~ d e  s t a n d  

a l o n e  .r? ' -syders  t o  t h i s  s e c t i o n .  

L 

: ' i  

... I ; . . _ .  

i 
\. 
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2.11.1 Is t h e r e  a s e t  o f  documen t s  w h i c h  "f~-.:;: .e t h a t  

t h e  i n d i v i d u a l  r e s p o n s i b l e  for  . . .wrying o u t  t he  

p l a n  is  aware of h i s / h e r  r e s p o n s i b i l i t i e s  and 

a u t h o r i t y ?  
I -  

2. ll. 2 noes t h e  r e c o r d  show t h a t  t h e  o r g a n i z a t i o n a l  

u n i t  manage r s  h a v e  b e e n  in fo rmed  c o n c e r n i n g  t h e  

r e s p o n s i b i l i t y  and a u t h o r i t y  o f  t h o s e  c a r r y i n g  

o u t  t h e  p l a n ?  

- .:he r e c o r d  show a n y  c o n f u s i o n  or l a c k  o f  

a u t h o r i t a t i v e  d i r e c t i o n  i n  t h e  c a r r y i n g  o u t  o f  

t h e  p l a n ?  

2.11.4 Is t h e r e  d o c u m e n t a t i o n  wh ich  a s s i g n s  r e s p o n s i -  

b i l i t y  and  a c c o u n t a b i l i t y  f o r  m a i n t a i n i n g  t h e  

w r i t t e n  p l a n n i n g  r e g u l a t i o n s ,  i n s t r u c t i o n s ,  and  

g u i d e l i n e s  u p t o - d a t e ?  

2 .11 .4 .1  Is t h e r e  a s e n i o r  o f f i c i a l ,  who reports 

d i r e c t l y  t o  t h e  a g e n c y  head  i n  t h e  head- 

q u a r t e r s  s t a f f ,  a s s i g n e d  t h i s  r e s p o n s i -  

b il i ty?  

2.11.4.2 I f  t h e  answer  i s  " n o " ,  is  t h e  o r g a n i z a -  

t i o n a l  l o c a t i o n  o f  t h e  r e s p o n s i b l e  

i n d i v i d u a l  a t  a n  a u t h o r i t a t i v e  l e v e l  

a b o v e  t h a t  o f  t h e  major d e p a r t m e n t  h e a d s ?  

- 2 9  - 
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3 .  STRUCTURE 

. I  ., . 

The primary p u r p o s e  of t h e  ADP p l a n  is t o  d i r e c t  

and c o n t r o l  t h e  i n v e s t m e n t  o f  ADP r e s o u r c e s .  To a c c o m p i i s h  

t h i s  p u r p o s e ,  a s t r u c t u r e  of shor t -  and l o n g - r a n g e  ADP p l a n s  

m u s t  b e  d e v e l o p e d .  T h i s  s t r u c t u r e  s h o u l d  p r o v i d e  for t h e  
.. - "\"$@+$$ ? 

e. 

. .  
. ... . 

s h o r t - t e r m  o p e r a t i o n a l  n e e d s  of e a c h  o r g a n i z a t i o n a l  u n i t  a s  

w e l l  a s  t h e i r  f u t u r e  r e q u i r e m e n t s .  An agency-wi22 ADP p l a n  

s h o u l d  b e  t h e  p r o d u c t  of a n  e s t a b l i s h e d ,  agency-wide ,  

r e g u l a r l y  s c h e d u l e d ,  p l a n n i n g  c y c l e .  

The e l e m e n t s  of t h e  ADP p l a n n i n g  s t r u c t u r e  s h o u l d  be 

f o r m a l i z e d ,  documen ted ,  and communicated t o  a l l  u n i t s  o f  t h e  

o r g a n i z a t i o n  t h a t  may be a f f e c t e d  b y  t h e  p l a n .  These  

e l e m e n t s  may v a r y  somewhat from a g e n c y  t o  agency .  However, 

i n  a l l  a g e n c i e s  . t h e r e  is  a minimum s t r u c t u r e  e s s e n t i a l  t o  a 

sound  ADP p l a n n i n g  c a p a b i l i t y .  T h a t  minimum is  d e s c r i b e d  i n  

t h i s  s e c t i o n .  

3.1 I d e n t i f y  t h e  O r g a n i z a t i o n a l  S t r u c t u r e  for 
ADP P l a n n i n a  

The s t r u c t u r e  and framework showing a u t h o r i t y ,  , 

r e s p o n s i b i l i t y ,  and a c c o u n t a b i l i t y  f o r  A D P  p l a n n i n g  

i n  e a c h  o r g a n i z a t i o n a l  u n i t  a f f e c t e d  b y ,  or p a r t i -  

c i p a t i n g  i n ,  t h e  ADP p l a n n i n g  s h o u l d  be documented  

and w e l l  d i s s e m i n a t e d .  

- -  . .  . 
, - i., 
. '1 * . .. . .  
. ,  
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3.1.1 Can a n  o r g a n i z a t i o n a l  s t r u c t u r e  f o r  ADP p l a n n i n g  

b e  i d e n t i f i e d  f rom d o c u m e n t a t i o n  i s s u e d  a t  t h e  

a g e n c y  h e a d q u a r t e r s  ( p o l i c y )  l e v e l ?  

3 .1 .2  Is d o c u m e n t a t i o n  d e s c r i b i n g  t h e  o r g a n i z a t i o n a l  

s t r u c t u r e  f o r  ADP p l a n n i n g  a v a i l a b l e  a t  e a c h  

l e v e l  of management whose s u b o r d i n a t e s  u s e  o u t p u t  

from t h e  ADP s y s t e m ?  

3.1.3 A r e  non-management e m p l o y e e s ,  whose j o b  p e r f o r -  

mance is a f f e c t e d  by  ADP o u t p u t ,  aware o f  t h e  , 

o r g a n i z a t i o n a l  s t r u c t u r e  f o r  ADP p l a n n i n g ?  

( A  sample o f  t h e s e  e m p l o y e e s  s h o u l d  b e  

q u e s t i o n e d ?  ) 
- 

3.2 R e q u i r e  L i f e  C y c l e  P r o j e c t i o n s  f o r  
S o f t w a r e  A r m l i c a t i o n  S v s t e m s  

P l a n n i n g  s h o u l d  c o v e r  t h e  e n t i r e  per iod d u r i n g  

w h i c h  r e s o u r c e s  w i l l  be s p e n t  o n  e a c h  a p p l i c a t i o n  

i n  t h e  s o f t w a r e  i n v e n t o r y .  

.. . 
c 

.... . 

3 .2 .1  D o  t h e  l o n g - r a n g e  ADP p l a n n i n g  i n s t r u c t i o n s  

r e q u i r e ,  or t h e  p i a n  i n c l u d n ,  a s e t  of t i m e  p h a s e d ,  

s t a n d a r d  d e c i s i o n  p o i n t s ,  or  m i l e s t o n e s ,  o v e r  t h e  

l i f e  c y c l e  o f  e a c h  a p p l i c a t i o n  i n  t h e  s o f t w a r e  

i n v e n t o r y ?  

3.2.2 D o  t h e  l o n g - r a n g e  ADP p l a n n i n g  i n s t r u c t i o n s  

r e q u i r e ,  or t h e  p l a n  i n c l u d e ,  a management 

e v a l u a t i o n  o f  t h e  t e c h n i c a l ,  economic  and  

e f f e c t i v e n e s s  h e a l t h  o f  a n  a p p l i c a t i o n  a s  

p a r t  o f  e a c h  m i l e s t o n e ?  

. .  , .  . , c ,.- . 

- .~ 
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3.2.4 

. .. 

Do p l a n n i r q  i n s t r u c t i o n s  require, o r  d o e s  t h e  p l a n  

i n c l u d e ,  a n  i n f o r m a t i o n  base ( f e a s i b i l i t y  s t u d y  or 

o t h e r  a n a l y s i s )  wh ich  s u p p o r t s ,  f o r  e a c h  a p p l i c a -  

t i o n  i n  t h e  s o f t w a r e  i n v e n t o r y ,  t h e  r e q u i r e m e n t s  

a n d  managemen t ' s  d e c i s i o n  f o r  

o c o n t i n u a t i o n  o f  t h e  a p p l i c a t i o n ?  

o d e v e l o p m e n t  o f  t h e  a p p l i c a t i o n ?  

o c o n v e r s i o n  o f  t h e  a p p l i c a t i o n ?  

o r e d e s i g n  o f  t h e  a p p l i c a t i o n ?  

0 t e r m i n a t i o n  o f  t h e  appl ica t ion?  

. 

3.2 .3 .1  A r e  m i l e s t o n e s ,  s imilar  t o  t h e  f o l l o w i n g ,  

i n c l u d e d  i n  t h e  l i f e  c y c l e  p r o j e c t i o n  f o r  

e a c h  a p p l i c a t i o n  i n  t h e  s o f t w a r e  i n v e n t o r y  

( a )  r e q u i r e m e n t s  a n a l y s i s ?  

( b )  d e v e l o p m e n t ?  

( c )  p r o d u c t i o n ?  

( d )  r e d e s i g n  (o r  t e r m i n a t i o n ) ?  

( e )  c o n v e r s i o n  ( o r  t e r m i n a t i o n )  ? 

The o p e r a t i o n a l  e f f i c i e n c y  o f  t h e  c o m p u t e r  

s y s t e m ( s )  is a n  e s s e n t i a l  componen t  o f  t h e  ADP 

p l a n n i n g  base. One method f o r  i d e n t i f y i n g  i t s  

l e v e l  of o p e r a t i o n a l  e f f i c i e n c y  is t h r o u g h  t h e  

c o m p u t a t i o n  a n d  u s e  of e f f i c i e n c y  r a t  os. ( T h e  

c o m p u t a t i o n  method f o r  t h e s e  r a t i o s  w 11 v a r y  

for d i f f e r e n t  t y p e s  o f  s y s t e m s  - s u c h  a s  o n e  t h a t  

c a n  b e  mul t i -p rogrammed . )  

3.2.4.1 Is t h e  e f f i c i e n c y  of t h e  e x i s t i n g  com- 

p u t e r  o p e r a t i o n  e x p r e s s e d  i n  t h e  p l a n  

by  means  of p e r f o r m a n c e  r a t i o s  or some 

eq u i v  a1 e n  t m e  t hod ? 

. ..: ._. 
, 3 -  

. . :; , .>. . ... . r . .  
t 
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3 . 2 . 4 . 2  Is there an application production run 

ratio? 

(This ratio is obtained when the number 

of production runs is divided by the 

total number of all runs for a speci- 

fied period. For example, a weekly 

production run ratio might be the num- 

ber of production runs divided by the 

total number of all runs for that week.) 

Production runs = Production Run 
Total of all runs ratio 

3.2.4.3 Is there an application maintenance run 

ratio? 

(This ratio is obtained by dividing the 

maintenance runs by the total number of 

all runs for a specified period. 

Application Application 

Total of all runs ratio 
maintenance runs = maintenance run 

3.2 .4 .4  Is there an application development run 

ratio? 

(This ratio is obtained by dividing the 

total development runs by the total 

number of all runs for the period 

specified. ) 

Total number of Application 

Total number of run ratio 
development runs = development 

all runs 
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3 . 2 . 4 . 5  Over the past 3 years, is there any indi- 

cation that ratios similar to those above 

were used to inform management as to the 

trends in 

o development? 

o maintenance? 

o production? 

3 . 2 . 5  For the ten largest applications in the software 

inventory for the current (base) year of the plan, 

do records show the expenditures for  

o development? 

o maintenance? 

o production (operation)? 

3 . 2 . 6  For the ten largest applications in the software 

inventory, do the records show the trends over 

the past three years for 

o development? 

o maintenance? 

o production? 

3 . 2 . 7  For each application in the existing and planned 

software inventory, is there a projection over the 

life of the plan that contains an estimate of the 

o development cost? 

o maintenance cost? 

o production costs? 

o redesign costs? 

o conversion costs? 
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3 . 3  Require Life Cycle Projections for the 
ADP Hardware Confiauration 

The key factors and the information base that sup- 

ports management's decisions on the life cycle of 

a computer configuration should be visible. The 

decisions should include the planned useful life 

of (a) each hardware component in the overall 

hardware configuration and (b) the operation 

system software. 

3.3.1 Is there a 3-year history of the workload carried 

by the existing hardware configuration (such as in 

utilization reports)? 

3.3.1.1 Does that history show the hardware con- 

figuration use ratio o r  some similar 

measurement of hardware use for specific 

periods for each of the 3 years? 

Actual capacity used = Hardware config- 
Available capacity uration u s e  ratio 

3.3.1.2 Does that history show the annual impact. 

on the use ratio of past hardware config- 

uration changes? 
\ 

3.3.2 Does the planned life cycle for the hardware E- 

figuration include a 5-year projection of the 

hardware components use prcfile which includes all 

o new acquisitions? 

o modifications? 

(This projection should show the estimated annual 
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u s e  o f  e a c h  major component of t h e  hardware 

c o n f i g u r a t i o n  as  a p e r c e n t a g e  of t h e  t i m e  t h e  

computer s y s t e m  w i l l  b e  t u r n e d  o n . )  

3.3.2.1 Does t h e  p l a n n e d  l i f e  c y c l e  for t h e  

hardware i n c l u d e  a t  l e a s t  a 5-year pro- 

j e c t i o n  of t h e  hardware c o n f i g u r a t i o n  u s e  

ra t  io? 

( T h a t  is, a r a t i o  t h a t  shows t h e  a n n u a l  

o v e r a l l  c o n f i g u r a t i o n  c a p a c i t y  e x p e c t e d  

t o  be used  a s  a p e r c e n t a g e  of t h e  

estimated a v a i l a b l e  c a p a c i t y . )  

(- 

3 . 4  S t a n d a r d i z e  t h e  L i f e  Cyc le  P l a n n i n g  S t r u c t u r e  

C o n s i s t e n t  use of common p l a n n i n g  terms o v e r  t h e  

l i f e  c y c l e  is e s s e n t i a l  t o  a s s u r e  e f f e c t i v e  com- 

m u n i c a t i o n  and f u l l  u n d e r s t a n d i n g  among t h e  l a r g e  

numbers who c o n t r i b u t e  to,  o r  a re  a f f e c t e d  by, ADP 

p l a n s .  

3.4.1 D o  t h e  p l a n n i n g  i n s t r u c t i o n s  (or  t h e  p l a n  i t s e l f )  

c o n t a i n  a set of s t a n d a r d  p o i n t s  ( m i l e s t o n e s )  a t  

which management is s c h e d u l e d  t o  r e v i e w ,  e v a l u a t e  

and m a k e  d e c i s i o n s  o v e r  t h e  l i f e  c y c l e  of e a c h  

o major hardware  component? 

o s o f t w a r e  a p p l i c a t i o n ?  

3.4.1.1 Is t h e r e  a p r e l i m i n a r y  s y s t e m  p l a n  mile- 

s t o n e  where ( b a s e d  o n  a rough p l a n  and 

broad  cost  estimates) management is 

s c h e d u l e d  t o  make a a d e c i s i o n  on con- 

t i n u a t i o n  of t h e  p r o j e c t ?  
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3.4.1.2 Is there a feasibility study milestone 

where (based on a written report of the 

economic, technical, and operational 

feasibility) management is scheduled to 

make a decision on continuation or modi- 

fication of the project? 

3.4.1.3 Is there a cost benefit assessment mile- 

stone? 

3.4.1.4 Is there a system design milestone? 

3.4.1.5 Is there a set of system operations mile- 

s tones? 

3.5 T e s t  t h e  T r a n s i t i o n  from F u n c t i o n a l  
t o  T e c h n i c a l  S p e c i f i c a t i o n s  

Loss of i n f o r m a t i o n  d u r i n g  t h e  t r a n s l a t i o n  o f  

o p e r a t i o n a l  r e q u i r e m e n t s ,  c o n t a i n e d  i n  f unc t ' i ona l  

s p e c i f i c a t i o n s ,  t o  working t e c h n i c a l  d e s i g n  speci- 

f i c a t i o n s  c a n  r e s u l t  i n  unwelcome o u t p u t  p r o d u c t s  

and costly s u r p r i s e s .  T e s t s  and e v a l u a t i o n s  t o  . 

assess c o n s i s t e n c y  s h o u l d  be r e q u i r e d .  T h i s  con-  

s i s t e n c y  s h o u l d  i n c l u d e  a v i s i b l e  t r a c k  of records 

or documen t s  which  c o n t a i n  t h e  l i n k a g e  be tween e a c h  

of t h e  d i f f e r e n t  i n t e r p r e t a t i o n s  of t h e  o r i g i n a l  

o p e r a t i o n a l  r e q u i r e m e n t s .  

3.5.1 Has a procedure been established by which manage- 

ment can be assured of the consistency between 
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f u n c t i o n a l  r e q u i r e m e n t s  and  t e c h n i c a l  d e s i g n  

s p e c i f i c a t i o n s ?  

c 

3.5.1 .3  Is t h e  s e n i o r  manager  of e a c h  major 

o r g a n i z a t i o n a l  u n i t  t h a t  w i l l  r e c e i v e  

s u p p o r t  f r n n  t h e  p l a n n e d  ADP a p p l i c a t i o n s  

r e q u i r e d  t o  f o r m a l i z e  h i s / h e r  c o n c u r r e n c e  

o r  n o n c o n c u r r e n c e  w i t h  t h e  benchmark  

p e r f o r m a n c e  c r i te r ia?  

3 .5 .2  Does t h e  p r o c e d u r e  require t h a t  e a c h  u s e r  p r o v i d e  

a d v a n c e  d r a f t s  o f  t h e  d i f f e r e n t  o u t p u t s  e x p e c t e d  

when t h e  p l a n n e d  a p p l i c a t i o n  is c o m p l e t e d ?  

3 . .  . , .  

3.5.1.1 Does t h i s  p r o c e d u r e  r e q u i r e  t h a t  bench-  

mark  t e s t i n g  and  e v a l u a t i o n  c r i t e r i a  for  

e v e r y  major h a r d w a r e  componen t  and  s o f t -  

ware appl ica t ion  s y s t e m  be i n c l u d e d  as 

p a r t  o f  the a g e n c y  h e a d ' s  approval of 

f u n c t i o n a l  s p e c i f i c a t i o n s ?  

3.5.1.2 Is t h e  p a r t i c i p a t i o n  and  u n d e r s t a n d i n g  of 

t h e  i n t e n d e d  major u s e r s  ( o f  t h e  o u t p u t  

o f  t h e  p l a n n e d  ADP a p p l i c a t i o n s )  r e q u i r e d  

for d e v e l o p m e n t  of t h e  benchmark  tests? 

3 .5 .2 .1  A r e  t h e s e  sample " d r a f t "  o u t p u t s  o r  

s c r e e n s  p r e p a r e d  b y ,  or c o n c u r r e d  i n ,  b y  

t h e  p e r s o n  i n  t h e  f u n c t i o n a l  o r g a n i z a t i o n  

who is e x p e c t e d  t o  u s e  them when t h e  

p l a n n e d  s y s t e m s  are i n  operation? 

3.5.2.2 Is t h e  p e r s o n  who w i l l  r e c e i v e  and  u s e  t h e  

o u t p u t  f rom t h e  c o m p l e t e d  ADP s y s t e m s  

required to  acknowledge  a c c o u n t a b i l i t y  
- 
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f o r  a s s e s s i n g  w h e t h e r  or n o t  t h e  p r o d u c t s  

s a t i s f y  t h e  f u n c t i o n a l  s p e c i f i c a t i o n s ?  

3.5.2.3 Is t h i s  r e s p 3 n s i b i l i t y  and a c c o u n t a -  

b il i t y  f o r m a l  i zed b y  s i g  n a t u r e s ?  

3 .5 .2 .4  Where t h e  o u t p u t  is  some form o f  a g e n e r -  

a l i z e d  c o m p u t a t i o n a l  or  i n f o r m a t i o n  

r e t r i e v a l  c a p a a b i l i t y ,  i s  t h e r e  a de-  

s c r i p t i o n  of t h e s e  uses unde r  t h e  c o n c u r -  

r i n g  s i g n a t u r e  o f  e a c h  p e r s o n  i n  t h e  

o r g a n i z a t i o n  f o r  whom t h e y  are i n t e n d e d ?  - -  

3.5 .3  Has a k n o w l e d g e a b l e  s e p a r a t e  p a r t y ,  n o t  i n v o l v e d  

i n  t h e  s t a t e m e n t s  o f  t h e  ADP r e q u i r e m e n t s  or t h e i r  

u s e  when c o m p l e t e d ,  e v a l u a t e d  t h e  benchmark  c r i t e -  

r i a  a g a i n s t  t h e  e x p e c t a t i o n  i n  t h e  f u n c t i o n a l  

s p e c i f i c a t i o n s  and a s s e s s e d  t h e  c o n s i s t e n c y  be tween  

them? 

3 .5 .3 .1  Was t h e  i n t e r n a l  a u d i t o r  used  f o r  t h i s  

t a s k ?  

3.5.4 Where t h e r e  is no  a u d i t  t r a i l  o f  t h e  a b o v e  con-  

s i s t e n c y  ( b e t w e e n  s t a t e d  ADP r e q u i r e m e n t s  and pre- 

l i m i n a r y  t e c h n i c a l  d e s i g n s  a n d / o r  request f o r  pro- 

p o s a l s  f rom commercial v e n d o r s )  i s  t h e r e  a w r i t t e n  

s t a t e m e n t  from o n e  or  more manage r s  o f  m a j o r  func -  

t i o n a l  o r g a n i z a t i o n a l  u n i t s  wh ich  i d e n t i f i e s  t h e  

r e a s o n s  t h e  t r a i l  i s  m i s s i n g ?  

3.5.4.1 A r e  s u c h  s t a t e m e n t s  i d e n t i f i e d  a s  t h e  

s o u r c e  o f  i n v e s t m e n t  r i s k s  and  b r o u g h t  

t o  t h e  a t t e n t i o n  o f  t h e  .3gency head  or 

h i s / h e r  d e p u t y  a s  p a r t  of h i s / h e r  r e v i e w  

of t h e  l o n g - r a n g e  ADP p l a n ?  

' i  
I , .  ,- 
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3 . 5 . 4 . 2  Has t h e  p o r t i o n  of t h e  p r e l i m i n a r y  o r  t e n -  

t a t i v e  d e s i g n ,  wh ich  h a s  n o t  b e e n  pre- 

v i o u s l y  a c c o m p l i s h e d  anywhere  e l s e  b e f o r e  

and f o r  which  t h e r e  i s  no  e x i s t i n g  p r e -  

c e d e n t ,  been  i d e n t i f i e d  a s  a resource 

i n v e s t m e n t  r i s k ?  - 
R e q u i r e  C o m p l i a n c e  w i t h  S t a n d a r d s  

For  r e a s o n s  of economy, c o m p a t i b i l i t y ,  a n d  i n t r a -  

o r g a n i z a t i o n a l  u n i t  c o m m u n i c a t i o n ,  a t  a minimum, 

t h e  ADP t e c h n i c a l  a n d  o p e r a t i o n a l  s t a n d a r d s  e s t ab -  

l i s h e d  b y  t h e  Federa l  I n f o r m a t i o n  P u b l i c a t i o n  

S t a n d a r d s  ( F I P S )  d o c u m e n t s  s h o u l d  be r e q u i r e d .  

3 .6 .1  Do p l a n n i n g  i n s t r u c t i o n s  r e q u i r e  c o m p l i a n c e  w i t h  

some s e t  o f  ADP s t a n d a r d s ?  

3 .6 .1 .1  A r e  t h e  t e c h n i c a l  s t a n d a r d s  L i e n e r a l l y  

c o m p a r a b l e 7  - w i t h  t h o s e  o u t l i n e d  i n  t h e  

F e d e r a l  In  f o r m a t  i o n  P r o c e s s  i r q  S t a n d a r d s  

p u b l i c a t i o n s  i s s u e d  by  t h e  N a t i o n a l  

B u r e a u  o f  S t a n d a r d s ?  

( T h e r e  s h o u l d  be some r e f e r e n c e  t o  

t h e s e  p u b l i c a t i o n s ) .  

3 .6 .1 .2  I f  n o t ,  a r e  c o m p a r a b l e  s t a n d a r d s  i n  

f o r c e ?  

3 .6 .1 .3  Is t h e r e  a n  a d d i t i o n a l  s e t  o f  ADP t e c h -  

n i c a l  s p e c i f i c a t i o n s  used  t o  improve  

agency-wide  c o m m u n i c a t i o n s  and  c o m p a t j -  

b i l i t y  of ADP s y s t e m s  w i t h i n  t h e  agency?  

- 40  - 



3.6.1.4 Is t h e r e  a minimum se t  o f  f u n c t i o n a l  

s p e c i f i c a t i o n s  wh ich  m u s t  b e  i n c l u d e d  

i n  a l l  r e q u i r e m e n t s  a p p r o v e d  by t h e  

a g e n c y  head  o r  h i s / h e r  d e p u t y ?  

3.6.1.5 A r e  t h e  f u n c t i o n a l  s p e c i f i c a t i o n s  a p p r o v e d  

b y  t h e  a g e n c y  head  or h i s / h e r  d e p u t y  con- 

s i s t e n t l y  i n c l u d e d  i n  a c q u i s i t i o n  docu-  

m e n t s ?  - -  

3 . 7  E s t a b l i s h  a P l a n n i n u  T i m e  Frame 

The t i m e  f r a m e  for a c h i e v i n g  t h e  l o n g - r a n g e  ADP 

o b j e c t i v e s  s h o u l d  be i d e n t i f i e d  as  a s u b - s e t  o f  

t h e  l o n g - r a n g e  a g e n c y  programs t h e y  s u p p o r t .  The 

minimum p e r i o d  c o v e r e d  s h o u l d  b e  5 y e a r s .  

3 .7 .1  Has a t i m e  f r a m e  b e e n  s e t  w i t h i n  wh ich  t h e  l o n g -  

r a n g e  ADP o b j e c t i v e s  a re  t o  be a c h i e v e d ?  _ -  

3.7.2 What i s  t h a t  t i m e  f r ame?  - 

3.7.3 Is t h a t  t i m e  f r a m e  c o n s i s t e n '  w i t h  t h e  l o n g - r a n g e  

a g e n c y  p r o g r a m s  which  ADP . s u p p o r t i n g ?  -_ 

3.8 M a i n t a i n  t h e  P l a n n i n g  P o l i c i e s  and  P r o c e d u r e s  
Up-to-Date 

R e s p o n s i b i l  i t y  a n d  a c c o u n t a b i l  i t y  f o r  m a i n t a i n i n g  

t h e  a g e n c y ' s  w r i t t e n  p l a n n i n g  r e g u l a t i o n s ,  i n s t r u c -  

t i o n s  a n d  g u i d e l i n e s  up-to-date s h o u l d  be  a s s i g n e d  

to  t h e  s e n i o r  h e a d q u a r t e r s  p l a n n i n g  o f f i c i a l  a c t i n g  

f o r  t h e  a g e n c y  h e a d .  
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3.8.1 Is t h e r e  d o c u m e n t a t i o n  wh ich  a s s i g n s  r e s p o n s i -  

b i l i t y  and  a c c o u n t a b i l i t y  f o r  m a i n t a i n i n g  t h e  

w r i t t e n  p l a n n i n g  r e g u l a t i o n s ,  i n s t r u c t i o n s ,  and  

g u i d e l i n e s  u p - t o d a t e ?  (*2 .11 .4 )  

3 .8 .1 .1  Is t h i s  r e s p o n s i b i l i t y  a s s i g n e d  to a 

senior o f f i c i a l ,  o n  t h e  h e a d q u a r t e r s  

s t a f f ,  who reports d i r e c t l y  t o  t h e  

a g e n c y  head  or h i s / h e r  d e p u t y ?  (2 .11 .4 .1 )  

3 .8 .1 .2  I f  t h e  a n s w e r  is  " n o " ,  i s  t h e  o r g a n i z a -  

t i o n a l  l o c a t i o n  o f  t h e  r e s p o n s i b l e  i n d i -  

v i d u a l  a t  a-  a u t h o r i t a t i v e  l e v e l  a b o v e  

t h a t  of t h e  major d e p a r t m e n t  h e a d s ?  

(*2 .11 .4 .2)  

3.9 R e q u i r e  a L i s t  of Long-Range O b j e c t i v e s  

The  h e a d s  of a l l  o r g a n i z a t i o n a l  u n i t s  t h a t  r e c e i v e  

a p r e s c r i b e d  l e v e l  of ADP s u p p o r t  a n n u a l l y  s h o u l d  

b e  r e q u i r e d  t o  l i s t  t h e i r  l o n g  r a n g e  ADP o b j e c t i v e s .  

The t h r e s h o l d  s h o u l d  be s e t  b y  e a c h  agency .  

3 . 9 . 1  H a s  e a c h  u n i t  manage r  b e e n  r e q u i r e d  t o  'nc l r lde  i n  

h i s / h e r  l o n g  r a n g e  ADP p l a n  a r a n k i n g  ot ADP 

a p p l i c a t i o n s  b y  d e g r e e s  o f  e f f i c i e n c y ,  e f f e c t i v e -  

n e s s ,  and  economy of o p e r a t i o n s  and  p a y o f f ?  

( * 1 . 7 . 1 )  

3 .9 .1 .1  :.:e t h e  u n s a t i s f a c t o r y  or m a r g i n a l  s u p p o r t  

(- 

.I 

'1. 7 . 1 )  Q u e s t i o n s  are s i m i l a r  b u t  a re  r e p e a t e d  h e r e  to p r o v i d e  s t a n d  
( * 2 . 1 1 . 4 )  a l o n e  a n s w e r s  t o  t h i s  s e c t i o n .  
( f 2 . 1 1 . 4 . 1 )  
1 *2.11 .4 .2)  

i 
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c a p a b i l i t i e s  i d e n t i  F i e d  i n  q d a n t a t i v e  

terms? (*1 .7 .1 .1)  

3 .9 .2  Is e a c h  f u n c t i o n a l  manager r e q u i r e d  to  i d e n t i f y  

t h o s e  e x i s t i n g  a p p l i c a t i o n s  whos.? i n 4 i f i c a t i o n  

a n d / o r  enhancemen t  would i n c r e a s e  t h e  e f f i c i e n c y ,  

economy, or e f f e c t i v e n e s s  o f  o p e r a t i o n s ?  (*1 .7 .3 )  

3 . 9 . 2 . 1  Is t h e r e  a r e q u i r e m e n t  to  d e s c r i b e  t h e s e  

m o d i f i c a t i o n s  a n d / o r  e n h a n c e m e n t s  i n  

q u a n t i t a t i v e  terms? ! *1.7- 3.1! - -  

3.9.3 Is t h e r e  a r e q u i r e m e n t  t h a t  f u n c t i o n a l  m a n x j e r s  

i d e n t i f y  new ADP c a p a b i l i t i e s  t h a t  w i l l  i n c r e a s e  

t h e  e f f e c t i v e n e s s  o f  t h e i r  o p e r a t i o n s ?  ( * 1 . 7 . 4 )  

3.9.3.1 A r e  t h e s e  new r e q u i r e m e n t s  i d e n t i f i e d  i n  

q u a n t i t a t i v e  terms? (1 .7 .4 .1)  - 
3.10 I n c l u d e  P l a n n i n g  A s s u m p t i o n s  

:* 
T h e  o b j e c t i v e s  of t h e  ADP r e s o u r c e  i n v e s t m e n t  a s  

a f u n c t i o n  o f  t h e  a g e n c y  m i s s i o n  are  o f t e n  c h a n g e d  

b y  e v e n t s  e x t e r n a l  t o  t h e  a g e n c y .  P o l i t i c a l ,  econo-  

m i c ,  t e c h n i c a l ,  a n d  soc i a l  t r e n d s  s h o u l d  be as- 

s e s s e d  f o r  t h e i r  impact o n  t h e  a g e n c y  m i s s i o n .  For  

example,  new l e g  i s l a t i o n  may i n c r e a s e  o r  decrease 

t h e  p ro jec ted  workload.  The  h e a d  of  each o r g a n i z a -  

t i o n a l  u n i t  s h o u l d  make s u c h  a n  a s s e s s m e n t  a n d  

(*1 .7 .1 .1 )  Q u e s t i o n s  a re  s i m i l a r  b u t  a re  r e p e a t e d  h e r e  t o  p r o v i d e  s t a n d  
( *1.7.3) a l o n e  a n s w e r s  to  t h i s  s e c t i o n .  
(*l- 7 .3 .1 )  
( * 1 . 7 . 4 )  
(*1 .7 .4 .1 )  

c 
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t h e s e  s h o u l d  be i n c l u d e d  a s  f a c t o r s  o r  a s s u m p t i o n s  

i n f l u e n c i n g  t h e  l o n g - r a n g e  ADP o b j e c t i v e s .  

3.10.1 Is there written documentation that shows that the 

head of each organizational unit does assess trends 

for impact on his/her unit's functional tasks in 

the following areas 

o political? 

o economic? 

o technical? 

o social? 

(*2.2.2) 

3.10.1.1 Based on the type of assessment mentioned, 

are factors or assumptions developed which 

influence the content of long-range objec- 

tives? (*2.2.2.1) 

3.10.2 Are assumptions included as an integral part of the 

agency's long-range ADP plan? (*2.2.3) 

3.10.2.1 Is there any evidence that the agency head 

reviewed the planning assumptions and 

approved them? (*2.2.3.1) 

A m p l i f y  t h e  ADP: O b j  ec t i v e s  

W h i l e  m a i n t a i n i n g  c o n s i s t e n c y  i n  g o a l  d i r e c t i o n ,  

t h e  o b j e c t i v e s ,  down t o  t h e  l e v e l  of e a c h  ADP 

a p p l i c a t i o n ,  s h o u l d  b e  amp1 i f  i e d  , d o c u m e n t e d ,  

a n d  u s e d  a s  t h e  b a s i s  f o r  work p l a n n i n g .  

(*2.2.2) 
(*2.2.2.1) 
( *2.2.3) 
(*2.2.3.1) 

Questions are similar but are repeated here to provide stand 
alone answers  to this section. 
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3.11.1 Is there an objective, or sub-objective, documented 

for each ADP application listed in the ADP software 

inventory? 

3.11.2 Can the sub-objectives for the ADP applications be 

correlated with the broad long-range ADP objectives 

contained in the long-range plan? 

3.11.3 Is there an audit trail showing consistency of con- 

tent between the objectives and sub-objectives 

of the ADP applications and the objectives con- 

tained in the long-range ADP plan? 

(Where there is a large inventory of ADP applica- 

tions, the audit trail should be ascertained for  

a valid sample.) 

3.11.4 Does the work plan correlate with the ADP applica- 

tion objectives at the application program level? 

3.11.5 Is the work plan, as a whole, consistent with the 

long-range ADP objectives? 

(The work plan is that schedule or estimate of 

work that is needed to build the system.) 

3.12 Expose S u p p o r t  P r o b l e m s  

R e q u i r e  f r o m  t h e  h e a d  o f  e a c h  o r g a n i z a t i o n a l  u n i t  a 

list a n d  d e s c r i p t i o n  of e a c h  e x i s t i n g  a p p l i c a t i o n  

w h i c h  i s  p r o v i d i n g  u n s a t i s f a c t o r y  s u p p o r t  a n d / o r  a 

marg i n a l  p a y o f f  . 

3.12.1 Bas each functional manager been required to in- 

clude in his/her long-range ADP plan a list of 

c . -. .I .. 
. C .  
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t h o s e  ADP a p p l i c a t i o n s  which he / she  u s e s  b u t  

which p r o v i d e  u n s a t i s f a c t o r y  s u p p o r t  OK which 

have  o n l y  a m a r g i n a l  p a y o f f  t o  h i s / h e r  e i f i -  

c i e n c y ?  e f f e c t i v e n e s s ,  and economy o f  o p e r a t i o n ?  

(*3.9.1) (*1.7.1)  

3 .12 .1 .1  A r e  t h e  u n s a t i s f a c t o r y  o r  m a r g i n a l  s b p p o r t  

c a p a b i l i t i e s  i d e n t i f i e d  i n  q u a n t i t a t i v e  

terms? (*3.9.1.1)  (*1 .7 .1 .1 )  -- 

3.12.2 A r e  t h e  reasons for d i s s a t i s f a c t i o n  documented? 

I 3 . 1 3  E x p l o i t  N e w  O p p o r t u n i t i e s  

R e q u i r e  from t h e  head  of e a c h  o r g a n i z a t i o n a l  u n i t  

a l i s t  and  d e s c r i p t i o n  of new o p p o r t u n i t i e s  for use 

of ADP r e s o u r c e s  which  h a v e  a p o t e n t i a l  for  enhanc-  

ing  t h e  q u a l i t y  of t h a t  u n i t ' s ,  or  t h e  a g e n c y ' s ,  

mission p e r f o r m a n c e .  

3.13.1 Is t h e r e  a r e q u i r e m e n t  t h a t  f u n c t i o n a l  manage r s  

i d e n t i f y  new ADP c a p a b i l i t i e s  t h a t  w i l l  increase 

t h e  e f f e c t i v e n e s s  o f  t h e i r  o p e r a t i o n s ?  (*3.9.3)  

(*1.7.4) 

3 .13.1.1 A r e  t h e s e  new r e q u i r e m e n t s  f o r  ADP sup- 

p o r t  i d e n t i f i e d  i n  q u a n t i t a t i v e  t e r m s ?  

(*3.9.3.1)  (*1.7.4.1) 

. 

( * 1 . 7 . 1 )  Q u e s t i o n s  are s imilar  b u t  are r e p e a t e d  rlere tc:. x o v i d e  s t a n d  
(*1.7.1.1)  a l o n e  answers  f o r  t h i s  s e c t i o n .  
(*1 .7 .4 )  
( * '  -.4.11 
( +  9 . 1 )  
( .  9 . 1 . 1  
\ ' 3 . 9 . 3 )  
' *3.9.3.1) 
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3.14 I d e n t i f y  t h e  P o t e n t i a l  f o r  E x t e r n a l  S u p p o r t  

R e q u i r e  from t h e  head  o f  e a c h  o r g a n i z a t i o n a l  un i t ,  

a l i s t i n g  and i n d i v i d u a l  d e s c r i p t i o n ,  inc1udir.g 

estimated c o s t ,  of ADP s u p p o r t  which  i n  h i s / h e r  

v i e w  may u s e f u l l y  b e  p r o v i d e d  by a n  e x t e r n a l  

s o u r c e .  

3 .14 .1  H a s  t h e  head  o f  e a c h  o r g a n i z a t i o n a l  u n i t  p r e p a r e d  a 

l i s t  o f  ADP a p p l i c a t i o n s  a v a i l a b l e  from a n  e x t e r n a l  

source t h a t  would r e s u l t  i n  i n c r e a s e d  p r o d u c t i v i t y  

or h a v e  some o t h e r  " p a y  o f f "  i f  a c q u i r e d ;  i .e. 

0 from a n o t h e r  g o v e r n m e n t  agency?  

o f rom a commercial v e n d o r ?  
( *1.7.5) 

3 .14 .1 .1  F o r  e a c h  p roposed  e x t e r n a l  s u p p o r t  ADP 

a p p l i c a t i o n ,  is t h e r e  a r e q u i r e m e n t  t h a t  

t h e  e s t i m a t e d  cost  be i n c l u d e d ?  (*1 .7 .5 .1)  

3.15 P e r f o r m  a n  Economic A n a l y s i s  

A t h o r o u g h  economic a n a l y s i s  al lows management t o  

c h o o s e  o n e  p roposed  program o v e r  o t h e r  a l t e r n a t i v e s  

based o n  t h e  s y s t e m s '  p r o j e c t e d ' c o s t s  and b e n e f i t s .  

T h i s  c a n  o n l y  be accompl i shed  when es t imates  for  

a l l  s y s t e m s '  cos t s  and b e n e f i t s  a r e  s t a t e d  i n  com- 

parable  q u a n t i t a t i v e  terms. 

.--- 

( *l. 7.5) 
(*1 .7 .5 .1 )  a l o n e  a n s w e r s  t o  t h i s  s e c t i o n .  

Q u e s t i o n s  are  s imi la r  b u t  are  r e p e a t q d  ,]ere to  p r o v i d e  s t a n d  

c. 
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3.15.1 Is there  a p o l i c y  and guidance  f o r  t h e  performance 

of an economic a n a l y s i s ?  

3.15.2 Do t h e  g u i d e l i n e s  r e q u i r e  

3.15.2.1 i n v e s t i g a t i o n  o f  a l t e r n a t i v e s ?  

3.25.2.2 costs and b e n e f i t s  f o r  each  a l t e r n a t i v e ?  

3.15.2.3 de t e rmina t ion  of t h e  r e l a t i v e  b e n e f i t s  of 

each  a l t e r n a t i v e  through a comparison of 

costs and b e n e f i t s ?  

3.15.2.4 a check t o  v a l i d a t e  c o s t s ?  ... . _- 
3.15.2.5 documentation of 

o methodology? 

o source of c o s t s ?  

o r a t i o n a l e ?  

o assumptions? 

o c o n s t r a i n t s ?  

o p r i o r i t i e s ?  

3.15.2.6 i d e n t i f i c a t i o n  of t h e  key v a r i a b l e s  asso-  

c i a t e d  wi th  t h e  s e n s i t i v i t y  t o  change? 

3.15.2.7 de t e rmina t ion  and v a l i d a t i o n  of t h e  degree  

of r i s k  or u n c e r t a i n t y  i n  t h e  results? 

3.16 Require a R i s k  Assessment  
L 

The a g e n c y  head  s h o u l d  r e q u i r e  t h a t  a l e v e l  of i n -  

v e s t m e n t  risk be assessed f o r  each new s y s t e m  Or 

major r e v i s i o n  p l anned .  T h i s  a s s e s s m e n t  s h o u l d  

i n c l u d e  r i s k  f a c t o r s  f o r  s o f t w a r e  a p p l i c a t i o n s ,  

o p e r a t i n g  s y s t e m  software, and ha rdware  a s  w e l l  

48 



c a s  o v e r a l l  p r o b a b i l i t y  of s u c c e s s  o r  f a i l u r e .  

(One u s e f u l  r u l e  is  t h a t  t h e  p r o b a b i l i t y  of 

a c h i e v i n g  t h a t  p a y  o f f  i s  d i r e c t l y  re la ted t o  the 

degree w i t h  which  t h e  e x p e c t e d  p e r f o r m a n c e  c r i t e r i a  

of  a s y s t e m  is  q u a n t i f i e d . )  ( * 1 . 6 )  

3.16.1 Has t h e  agency  head been provided  w i t h  some as- 

s e s s m e n t  of t h e  r i s k s  a s s o c i a t e d  w i t h  major 

c h a n g e s  or new s y s t e m  developments? 

3.17 P r o v i d e  for  P l a n  I m o l e m e n t a t i o n  ( A c t i v a t i o n )  

f 
. i  
- \  

.. .._- 
.,,&*e>'<. .L - .I 

The t r a n s i t i o n  f rom " p l a n n  to  a c t i o n  n o r m a l l y  be- 

gins w i t h  t h e  a l l o c a t i o n  of f u n d s  as p a r t  o f  a n  ap- 

p r o v e d  a g e n c y  b u d g e t .  A t  t h i s  p o i n t  t h e  agency 

s h o u l d  f o r m a l l y  d e s i g n a t e  a n  o f f i c e  or o f f i c i a l  a s  

r e s p o n s i b l e  and  a c c o u n t a b l e  f o r  these r e s o u r c e s  

, (*1 .10)  ( *2.11) 

3.17.1 Is t h e r e  a w r i t t e n  document which i d e n t i f i e s  and 

h o l d s  r e s p o n s i b l e  and a c c o u n t a b l e  a s p e c i f i c  

o f f i c i a l  or o f f i c i a l s  f o r  p l a n  i m p l e m e n t a t i o n ?  

3.17.2 Does t h a t  document o r  a separate o n e  a l locate  or 

t r a n s f e r  f u n d s  o r  o t h e r  resources for t h a t  p u r p o s e  

to t h e  o f f i c i a l ( s )  i d e n t i f i e d ?  

c 
( * 1 . 6 )  Q u e s t i o n s  a re  s imi la r  b u t  a re  r e p e a t e d  h e r e  to  p r o v i d e  s t a n d  
( *l. 1 0 )  a l o n e  a n s w e r s  to  t h i s  s e c t i o n .  
( '2.11) 
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4 .  CONTROL 

Because planning and control are inseparable, the con- 

trol methods should be an integral part of the planning 

documents. While highly dependent on individual management 

styles, there are, nonetheless, minimum essential elements 

of management control for ADP planning. The most important 

of these essential elements is quantitative performance 

capabilities. Quantitative terms make it easier to maintain 

a focus on the progress toward achievement of the goals and 

objectives contained in both the ADP plan and the mission 

programs that the ADP plan supports. A visible, easy to 

understand, quantitative control method also assures 

effective communication and enhances the organization's com- 

mitment to the goals management has set. The essential ele- 

ments of a quantitative method for management of ADP plan- 

ning are presented in this section. The more specific 

reporting information needed to maintain the control focus 

is covered in section 5. 

4.1 State a l l  Performance Criteria 

A meaningful statement of the conditions expected 

when objectives are achieved should be included in 

the strategy for accomplishment of each ADP goal. 

4.1.1 Is there a description of the conditions expected 

i f  the objectives are met? 
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4.1.2 1s the description in quantitative terms? I 

4 . 2  R e q u i r e  t h a t  P e r f o r m a n c e  C r i t e r i a  b e  Q u a n t i f i e d  

I n  e a c h  set  of e x p e c t e d  p e r f o r m a n c e  c r i t e r i a ;  i o e s u  

~ C I P  e a c h  o b j e c t i v e  and sub-obj  ec t i v e ,  a q u a n t i  ta-  

t i v e  c h a n g e  s h o u l d  be i n c l u d e d  wh ich  c a n  be com- 

pared t o  t h e  e x i s t i n g  p e r f o r m a n c e  to  m e a s u r e  pro- 

g r e s s .  I f  a new o r  r e v i s e d  c a p a b i l i t y  i s  be ing  

d e s c r i b e d ,  i t  s h o u l d  c o n t a i n  some q u a n t i t a t i v e  

i n f o r m a t i o n  wh ich  c a n  be used as a b a s i s  f o r  

a s s e s s i n g  t h e  " p a y  off" of t h e  i n v e s t m e n t .  

4.2.1 

4.2.2 

4.2.3 

For each objective and/or sub-objective in the ADP 

plan, is there an accompanying statement of the 

performance criteria expected when the objective or  

sub-objectives are  achieved? ('1.6.1) 

Where such performance criteria are not included 

with the objectives or sub-objectives, is there 

some other basis in the planning documentation 

which communicates how achievement of the objec- 

tive will be recognized? (*1.6.3) 

Are the performance criteria which describe how the 

achievement of objectives will be recognized, pre- 

sented in quantitative terms? (*1.6.4) 

(*1.6.1) 
(f1.6.3) alone answers to this section. 
('1.6.4) 

Questions are similar but are repeated here to provide stand 

i 
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4.2.4 Can e x i s t i n g  performance c r i te r ia  be  compared w i t h  

expected c a p a b i l i t i e s  s t a t e d  i n  ADP p l a n s  t o  iden- 

t i f y  t h e  g a p  between p r e s e n t  and planned c a p a b i l i -  

t i e s ?  ( *l. 6 . 5 )  -_-.. . 

4.2.4.1 Has a central  planning g roup  focused on  

t h o s e  g a p s  a s  a means of i d e n t i f y i n g  what 

t h e  planned inves tment  i n  ADP resources 
* 

w i l l  buy? ( *1.6.5. I) - 
4.2.4.2 Has a c e n t r a l  planning g roup  reviewed t h e  

impact of t h i s  gap ,  or series of g a p s ,  i n  

ADP c a p a b i l i t i e s  and r e p o r t e d  i n  w r i t i n g  

its assessment  and recommendations to  t h e  

agency head? (*1.6.5.2) 

4 .3  F r o n t  end P l a n n i n g  Should  be Q u a n t i t a t i v e  c 
D e s c r i p t i o n s  of f u n c t i o n a l  u s e r s '  r e q u i r e m e n t s  

s h o u l d  be s ta ted  i n  words t h a t  show a q u a n t i t a t i v e  

gap between e x i s t i n g  manual o r  au tomated  capabi l i -  

t i es  and those t h a t  are' needed. 

4.3.1 Is t h e  e x i s t i n g  system, or c a p a b i l i t y ,  d e s c r i b e d  

i n  q u a n t i t a t i v e  terms? 

4 . 3 . 2  A r e  t h e  b - r f e r e n t  o r g a n i z a t i o n a l  u n i t s  t h a t  re- 

c e i v e  suppor t  from t h e  e x i s t i n g  c a p a b i l i t y ,  or 

system, i d e n t i f i e d ?  c 

(*1.6.5) Q u e s t i o n s  a r e  similar b u t  are r epea ted  h e r e  to  provide  stand 
(*1.6.5.1) a lone  answers to  t h i s  s e c t i o n .  
( *1.6.5.2) 
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4.3.3 Is t h e  s u p p o r t  received by e a c h  of t h e s e  organ-  

i z a t i o n a l  u n i t s  d e s c r i b e d  i n  q u a n t i t a t i v e  or  

o t h e r  terms t h a t  p r o v i d e  a n  u n d e r s t a n d i n g  of i ts  

impact on t h e  d u t i e s  and r e s p o n s i b i l i t i e s  of t h e  

URitS? 

4.3.4 A r e  new r e q u i r e m e n t s  d e s c r i b e d  i n  words t h a t  show 

a q u a n t i t a t i v e  g a p  between e x i s t i n g  c a p a b i l i t i e s ,  

o r  s y s t e m s ,  and t h o s e  p r o p  . c . J ?  - 
4.3.5 D o  t h o s e  o r g a n i z a t i o n a l  u n i t s  t h a t  w i l l  b e  sup- 

p o r t e d  b y  t h e  r e q u i r e m e n t s  f o r  new or r e v i s e d  ADP 

c a p a b i l i t i e s  a g r e e  w i t h  t h e  need e x p r e s s e d ?  

4.3.6 Were all of t h e  r e q u i r e m e n t s  f o r  new or r e v i s e d  

A D P  c a p a b i l i t i e s ,  or s y s t e m s I  w r i t t e n  b y  t h e  

o r g a n i z a t i o n a l  u n i t s  t h a t  w i l l  be s u p p o r t e d  b y  

t h o s e  sys tems?  

4 .4  Q u a n t i f y  t h e  ----- E x p e c t e d  ------ B e n e f i t s  

I f  t h e  e x p e c t e d  c a p a b i l i t i e s  r e q u i r e d  by a new ADP 

system; i .e. ,  a software a p p l i c a t i o n ,  a h a r d w a r e  

c o n f i g u r a t i o n  o r  a m i x  of  b o t h  added  t o  a n  e x i s t i n g  

system, are  a c h i e v e d  t h o s e  r e s u l t s  m u s t  c o n t a i n  

i d e n t i f i a b l e  b e n e f i t s .  S u c h  b e n e f i t s  s h o u l d  be 

documented  i n  terms that p e r m i t  t h e  a g e n c y  h e a d  to  

assess t h e  v a l u e  t o  t h e  o r g a n i z a t i o n  of t h e  i n v e s t -  

men t  p e r f o r m a n c e .  

4.4.1 Is there  a cos t  b e n e f i t  s t u d y  or  s i m i l a r  document 

which d e s c r i b e s  t h e  b e n e f i t s  o f  t h e  sys tem? .- 
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4.4.2 Are quantitative performance capabilities in the 

cost benefit study described for individual 

application programs? 

words like improved, better, faster, ete. We in- 

clude numbers that can be compared with other 

numbers. ) 

(By quantitative we exclude 

4.4.4.2 If the answer is "no", what percentage of 

the existing inventory of application pro- 

grams has its performance Capabilities 

described in quantitative terms? 

4.5 Q u a n - i f y  t h e  E x i s t i n g  ADP S o f t w a r e  Assets 

A l l  computer p rograms  s h o u l d  b e  d e s c r i b e d  in 

simple , c o n s i s t e n t  , r e a l  i s t i c  q u a n t i t a t i v e  terms 

t h a t  are u n d e r s t a n d a b l e  to  a l l  l e v e l s  of t h e  

o r g a n i z a t i o n .  Two s u c h  c r i t e r i a  m i g h t  i n c l u d e  

(1) t h e  t o t a l  number of i n s t r u c t i o n s  o r  l i n e s  of 

code per a p p l i c a t i o n ,  s y s t e m  - or  o t h e r  s t a n d a r d -  

i z e d  componen t ,  and  ( 2 )  t h e  a v e r a g e  cos t  p e r  

i n s t r u c t i o n .  (See t h e  Guide For a Software Inven-  

t o r y  i n  Appendix I.) 

4.5.1 Is there an inventory of all the ADP software 

-- assets? 

4.5.1.1 Is the software inventory accounted €or 

in the same manner as are other capital 

assets? 
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4,S.a Bo t.ie EeCOrdS show that an overview 06 the soft- 

ware inventory was presented to the agency head 

as part of the long-range plan? 

4.5 .2 .1  Does the overview identify the programs in 

use, the users, the total costp the number 

of different languages and other relevant 

items from the software inventory of the 

type illustrated in Appendix I? 

4.5.3 Bo the records show that an overview of the file 

inventory was presented to the agency head as part 

of the long-range plan? 

4.5.3.1 Does the overview identify the files, the 

users whose requirements generated the 

input to each file, the s i z e  and cost of 

the file, its growth trends and other 

relevent information from a file inventory 

such as described in Appendix IP? 

4 . 6  R e q u i r e  - - - - - _ _  t h a t  P r o p o s e d  N e w  or R e v i s e d  
S o f t w a r e  A p p l i c a t i o n s  be Q u a n t i f i e d  

U n l e s s  some o t h e r  basis is used  t o  i n d i c a t e  t h e  

s i z e  of software a p p l i c a t i o n s ,  t h e  e s t i m a t e d  total 

number of l i n e s  of code per a p p l i c a t i o n  and t h e  

e s t i m a t e d  c o s t  per l i n e  s h o u l d  b e  i n c l u d e d  i n  t h e  

P l a n .  

4.6.1 Is the number of lines of code and the cost per 

line for each proposed new or revised application 

est ima t ed 3 
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If estimates are not included, is there 

some other reasonable method of quanti- 

fying the projections for new or improved 

software? 

Is this Other method (4.6.1.1 above) 

consistent with the way software assets 

are quantified and valued for the organi- 

za t ion? 

Where there is no method for quantifying 

projected software applications (as per 

4.6.1 and 4.6.1.21, does the plan contain 

a reasonable method for estimating the 

cost and size of the software applica- 

tions? 

4.6.2 When the planned software applications are 

examined side by side with the existing software 

inventory, is there a year to year visible change 

in the size and value of the inventory? 

4.6.2.1 If the change is one of growth, can that 

growth be correlated with increased or 

new capabilities? 

4.6.2.2 I €  there is no growth in the size of t h e  

inventory, but there is still an increase 

in capabilities, can that increase be 

attributed to enhanced productivity? 

4 .7  O u a n t i f v  t h e  EXiS t inQ ADP Hardware Assets 

All components  of t h e  e n t i r e  ha rdware  c o n f i g u r a -  

t i o n  shou ld  be r e c o r d e d  i n  a n  a s s e t  i n v e n t o r y  so 
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that the total capital investment and other asset  

accounting information can be rnainta.ined up  to 

date 

4 . 7 . 1  Are hardware acquisitions proposed in the plan 

justified on the basis of system capacity? 

4.7.1.1 Have performance monitors been used in 

these analyses? 

4.7.1.2 Is there a historical record of the 

system accounting data which was used in 

this analysis? 

4.7.2 Is there a historical record (at least 3 years) 

which shows the difference between system capa- 

city available and that actually used? 

4.7.3 Is the annual size of the expected overage or 

shortage in system capacity gap estimated for 

the life of the plan? 

4.7.3.1 Are the alternative approaches that were 

analyzed to plan the operating capacity 

shown? 

(These approaches should be in cost 

benefit studies supporting the plan.) 

4 . 7 . 4  Are the studies of capacity overages or shortages 

presented in capability performance terms as well 

as system capacity terms? 

(That is, in terms that can be correlated 

directly with the operational performance re- 

quirements of those who use the system output 

(see section 1 . 2 . 2 ) .  

- 57  - 



. -. 

4.8 R e q u i r e  t h a t  Proposed  Hardware 
A c q u i s i t i o n s  be  Q u a n t i f i e d  

A l l  costs  f o r  p lanned  hardware  shou ld  b e  e s t i m a t e d  

and a g g r e g a t e d  i n  t h e  same q u a n t i t a t i v e  terms a s  i s  

used for t h e  e x i s t i n g  hardware  i n v e n t o r y .  

4.8.1 Has t h e  proposed hardware i n v e n t o r y  been  ana lyzed  

and an e s t i m a t e d  agency-wide p r o f i l e  deve loped  a s  

to who w i l l  u s e  i t ?  

4.8-1.1 Does t h i s  a g g r e g a t i o n  i d e n t i f y  t h e  cos t  

of e a c h  major  u s e r ' s  o u t p u t  as a pe rcen t -  

age  of t h e  proposed sys tem c o s t ?  

4.8.2 Is each  u s e r  r e q u i r e d  t o  acknowledge, i n  w r i t i n g ,  

t h e  pe rcen tage  so a t t r i b u t e d ?  

4 . 9  Q u a n t i f y  t h e  E x i s t i n g  P r o d u c t s  o f  t h e  ADP Systems 

To p r o v i d e  a bas i s  f o r  c o r r e l a t i n g  a g g r e g a t e  c o s t s  

w i t h  s p e c i f i c  t y p e s  of r u n s  ( s u c h  a s  f o r  a p p l i c a -  

t i o n  p r q r a m s ,  ma in tenance  or deve lopmen t )  t h e  o u t -  

p u t  f o r  t h e  e n t i r e  sys t em s h o u l d  b e  i d e n t i f i e d .  

T h i s  i d e n t i f i c a t i o n  s h o u l d  be i n  e a s i l y  u n d e r s t o o d  

terms, s u c h  a s  t h e  number of l i n e s  o f  p r i n t ,  p a g e s ,  

O r  o the r  a c c e p t a b l e  u n i t s  of o u t p u t .  

4.9.1 Is t h e r e  an estimate of t h e  t o t a l  cost  o f  e a c h  

d i s t i n c t  o u t p u t  p roduc t  produced by  t h e  c u r r e n t  

ADP o p e r a t i o n ?  

. 
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4.9.1.1 Can t h e  o u t p u t  of t h e  p r o d u c t s  of e a c h  

d i s t i n c t i v e  ADP a p p l i c a t i o n  s y s t e m  be 

t o t a l l e d  to i n d i c a t e  t h e  cos t  of a l l  

p r o d u c t s  of t h a t  sys t em?  - 
4.9.1.2 I n  terms of t h e  end  u s e r s ,  can t h e s e  o u t -  

p u t  p r o d u c t s  b e  i d e n t i f i e d  so t h a t  t h e  

o v e r a l l  cost  of t h e  ADP a p p l i c a t i o n  sys- 

t e m  c a n  b e  t r a c e d  t o  o n e  or a g r o u p  of 

end u s e r s  who r e c e i v e  t h e  o u t p u t  

p r o d u c t s ?  

4.9.2 What p e r c e n t a g e  of t h e  t o t a l  c u r r e n t  o u t p u t  is 

c o s t e d  ( a s  d e s c r i b e d  i n  4.9.1) a b o v e ) ?  

4.10 R e q u i r e  t h a t  t h e  Proposed  P r o d u c t s  of 
t h e  P lanned  ADP System b e  Q u a m t i f i e d  

I t e m i z e  and d e s c r i b e  t h e  p r o d u c t s  e x p e c t e d  of t h e  

p l a n n e d  ADP s y s t e m s .  These  p r o d u c t s  c a n  t h e n  be 

compared w i t h  t h o s e  o f  t h e  e x i s t i n g  manual  o r  a u t o -  

mated p r o c e d u r e ,  being replaced, and t h e  r e a s o n s  

f o r  t h e  i n v e s t m e n t  made v i s i b l e  in q u a n t i t a t i v e  

terms. 

4.10 .1  Is t h e r e  a n  i n v e n t o r y  of t h e  o u t p u t  r e p o r t s  o r  

s c r e e n s  e x p e c t e d  from e a c h  compute r  a p p l i c a t i o n ,  

c o n t a i n e d  i n  t h e  plaii? 

4.10.1.1 Does t h i s  i n v e n t o r y  show the e x p e c t e d  

U:er of e a c h  s u c h  p r o d u c t ?  
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4.10.1.2 Is t h e r e  a n  e s t i m a t e d  cost  shown for 

e a c h  t y p e  of o u t p u t  i n  t h e  proposed  o u t -  

p u t  i n v e n t o r y ?  

4.10.1.3 Does e a c h  r e c i p i e n t  of t h e  o u t p u t  receive 

t h e  e s t i m a t e d  cost of t h a t  p l a n n e d  o u t p u t ?  

4.10.2 Does a c o m p a r i s o n  of t h e  c u r r e n t  and p l a n n e d  o u t p u t  

i n v e n t o r i e s  show t h e  magni tude  of p l a n n e d  c h a n g e s  

i n  terms of t h e  e x i s t i n g  o u t p u t ?  

4.10.3 Can t h e  p lanned  o u t p u t  i n v e n t o r y  be correlated w i t h  

t h e  user r e q u i r e m e n t s ,  see 1.2.1 - 1.2.2.4, to  pin- 

p o i n t  manag emen t accoun tab il i t y ?  -- 

4.10.4 Does t h e  record show t h a t  t h e  c e n t r a l  p l a n n i n g  

g r o u p  examined t h e  c u r r e n t  and p l a n n e d  o u t p u t  

i n v e n t o r i e s  as p a r t  of t h e i r  work? 

4.10.5 Does t h e  record show t h a t  t h e  s t e e r i n g  committee 

reviewed and approved  t h e  e x i s t i n g  and p lanned  

o u t p u t  i n v e n t o r i e s ?  - - - -  

4.11 R e q u i r e  t h a t  Development R i s k  be Q u a n t i f  - - - - - -  iecl 

Resea rch  and development  i n v e s t m e n t s  and any 

i n v e s t m e n t  for which p lanned  p r o d u c t s  a r e  n o t  quan- 

t i f i e d ,  as d e s c r i b e d  i n  i t e m  4.9 ,  s h o u l d  have a 

Conf idence  l e v e l  a s s i g n e d  and b e  supported by a 

n a r r a t i v e  d e s c r i b i n g  t h e  r i s k s .  (*1.6) ("2.9) (*3.16) 

(*1 .6)  Q u e s t i o n s  are s imilar  b u t  a r e  repeated h e r e  t o  p r o v i d e  s t a n d  
( * 2 . 9 )  alone a n s w e r s  to  t h i s  s e c t i o n .  
(3.16) 

\ 
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4 . l l . l  A r e  t h e r e  a:?y e x i s t i n g  or p l a n n e d  compute r  ap: I _-  
c a t i o n s ,  o r  L' {stems, which  h a v e  n o t  b e e n  q u a n t i -  

f i e d  as  d e s c r i b e d  above? 

4.11.1.1 Has a c o n f i d e n c e  l e v e l  i d e n t i f y i n g  t h e  

r i s k ,  b e e n  e s t a b l i s h e d ?  

4.11.1.2 Is t h e r e  a n a r r a t i w e  e x p l a n a t i o n  o f  t h e  

r i s k  which  i n c l u d e s  t h e  pos i t ion  o f  t h e  

c h i e f  sponsor o f  t h a t  e f f o r t ?  - - -  

4.11.2 Are t h e s e  r i s k  areas r e v i e w e d  by t h e  cen t ra l  p l an -  

n i n g  group? 

4.11.3 Were t h e  r i s k  areas r e v i e w e d  and a p p r o v e d  b y  t h e  

s t e e r i n g  c o m m i t t e e ?  

. .  ' 
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5.  REPORTING 

The reporting system for ADP resource usage should be 

in the mainstream of information used by management to con- 

trol all its resources. The feedback should be described 

in words that show the link to accomplishments projected 

in the plan. 

formance in such key areas as the (a) software that con- 

trols and coordinates the entire system (system software), 

(b) user specific application software that performs 

mission-related functions, (c) hardware components, and 

(d) total dollar resources used by accountable management. 

The use of quantitative criteria as the basis for this type 

of control information was emphasized in the previous 

section. 

It should report actual against planned per- 

In this section some types of reports which can assist 

management to detect deviations from planned accomplishments 

are described. Because most are quantitative, a sample 

graph or table reporting format can be used. They are 

applicable to a l l  ADP systems and are essential for the 

control of ADP plan implementation. 

5.1 Require Organization-wide ADP Resource 
Accounting and Control Y 

The senior financial officer should be held respon- 

sible for providing an organization-wide system of 
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ADP resour'ce accounting and control.  T h i s  system 

should r e g u $ a r % y  p r o v i d e  top manage.m:ent w i t h  a c u r -  

r e n t  record of a l l  ADP resources, v i s i b i l i t y  a s  t o  

t h e i r  s t a t u s ,  u s e ,  u s e  t r e n d s ,  cos t s ,  cost  t r e n d s ,  

and o t h e r  analyses needed for d e v e l o p i n g  p l a n  

s t a r t i n g  p o i n t s ,  p r o j e c t i o n s  and p l a n  progress. I t  

s h o u l d  p r o v i d e  s imi l a r  f e e d  back t o  t h e  head of 
' a !  , 

each o r g a n i z a t i o n a l  u n i t  who u s e s  ADP s u p p o r t .  - l/ 

5.1 .1  Is t h v  senior a g e n c y  f i n a n c i a l  o f f i c e r  r e q u i r e d  to 

m a i n t a i n  a n  o r g a n i z a t i o n - w i d e  a c c o u n t i n g  of ADP 

r e s o u r c e s  ? 

5.1.2 Is t h e  s e n i o r : a q e n c y  f i n a n c i a l  o f f i c e r  r e q u i r e d  t o  

p r o v i d e  a c c o u n t i n g  i n f o r m a t i o n  w h i c h  c a n  be used 

for p l a n n i n g  and control of ADP r e s o u r c e  i n v e s t -  

ments  and  e x p e n s e s  t o  t h e  

o a g e n c y  head?  

o f u n c t i o n a l  manage r s?  
'I 1 

_ .  
-- 

5.1.2.1 Is i n f o r m a t i o n ; p r o v i d e d  o n  c a p i t a l  i n v e s t -  

m e n t s  i n  

o c o m p u t e r  ha rdware?  

o new s o f t w a r e  ( b o t h  a p p l i c a t i o n s  and  

. .  

o p e r a t i n g  s y s t e m s ) ?  

o major c o n v e r s i o n s  o f  e x i s t i n g  s o f t w a r e ?  

o major u p g r a d e s  o f  e x i s t i n g  s o f t w a r e ?  

- 1/ See F e d e r a l  Government  A c c o u n t i n g  Phample t  No. 4 ,  " G u i d e l i n e s  
f o r  Automated Data P r o c e s s i n g  Cos ts ,  I l l u s t r a t i v e  A c c o u n t i n g  
P r o c e d u r e s  f o r  Federal A g e n c i e s "  p r e p a r e d  by  GAO d u r i n g  1978. 
C o p i e s  may be ob tz i ined  f rom t h e  S u p e r i n t e n d e n t  of Documents ,  
Government  P r i n t i n q  O f f i c e ,  W a s h i n g t o n ,  D.C . ,  20402 - S p e c i f y  
S t o c k  No- 020-000-00162-3. c 

- 6 3  - 



' f  L 5.1.3 Does the accounting system maintain records in a 

form that permits the output of each application 

ayatem to be quantified? - 
S.P.3.1 Can the accounting system provide infor- 

mation needed to compute the cost per 

item of output for an ADP application 

system? P 

9.1.3.2 Does the quantitative information main- 

tained by the accounting system provide 

a data base which can be used to assist 

im determining whether forecasted output 

and estimated costs have been achieved? 

5.1.4 fa the manager of each Organizational unit rou- 

tinely charged for all ADP services received or 

is otherwise routinely made awaee of the cost of 

service8 received? 

5.1.5 fs the manager of each organizational unit 

required to prepare a budget for the anticipated 

coats of ADP services? 

5 . 2  Provide Life Cycle Costinq 

The agency accounting system should provide cumu- 

lative sums of actual  costs for the l i f e  cycle of 

each application in t h e  software inventory and the 

major components of the hardware system. 

5.2.1 Are costs accumulated over the l i f e  cycle of ADP 

o applications? 

o systems? 

L 
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o hardware? 

1 -  

5.2.2 Can the agency accounting system provide cost 

accumulation for a single phase (or a single 

year) within the life cycle of an ADP 

0 system? 

o application? 

5.2.3 Can the agency accounting system provide compari- 

sons between cost estimates and actual cost . 

accumulation for each phase (year) of the life 

cycle of an ADP 

o system? 

o application? 

5.2.4 Are the actual ADP resource costs of each major 

organizational unit itemized and reported to the 

heads of those units on a routine basis? 

5.2.5 Are the costs of intradepartmental ADP applica- 

tions or systems accumulated and aggregated across 

all departments to identify the full cost of such 

o systems? 

o applications? 

5.2.5.1 Are the life cycle costs of intradepart- 

mental ADP systems available in the 

financial records? - 

5.2.6 Can the accounting system be used by all levels 

of management to flag excessive costs for a life 
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c y c l e  phase (or some similar e v e n t )  i n  t i m e  t o  

t a k e  c o r r e c t i v e  management action and p rec lude  
u n a n t i c i p a t e d  r e source  expend i tu re s?  - 

5.3 Require Reports on Implementation 
of the ADP Plan 

There should be a formalized reporting system 

which provides to top management, on a regular 

basis, information as to problems, opportunities, 

and deviations between planned performance and 

actual performance. (*1.18) 

5.3.1 Is t h e r e  an a d m i n i s t r a t i v e  procedure  i n  use t h a t  

e x t r a c t s  and t r a n s l a t e s  t h e  p r o j e c t e d  performance 

cr i ter ia  con ta ined  i n  t h e  p l a n  i n t o  t a n g i b l e  g o a l s  

a g a i n s t  which p r o g r e s s  can  be compared? 

5.3.1.1 Is t h i s  i n fo rma t ion  used as a basis f o r  

r e p o r t i n g  p r o g r e s s  toward i t s  achieve-  

ment? 

5.3.1.2 Is t h i s  done f o r  CPU time a c t u a l l y  used 

i n  some accep ted  s t a n d a r d  u n i t ?  For 

example, is c e n t r a l  p rocess ing  u n i t  ( C P U )  

time a c t u a l l y  used r e p o r t e d  and compared 

wi th  a performance g o a l  for  CPU u s e  con- 

t a i n e d  i n  t h e  p l an?  

5.3.1.3 Is i t  done f o r  r e v i s i o n  o f  e x i s t i n g  

( f1 .10 )  Q u e s t i o n s  a r e  s i m i l a r  b u t  a r e  r epea ted  here t o  p rov ide  s t a n d  
a l o n e  answers  t o  t h i s  s e c t i o n .  

: .1. .. . . .  - 66 - 
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a p p l i c ? t i o n  programs? F o r  example,  a r e  

t h e  r e v i s i o n s  p lanned  f o r  a p p l i c a t i o n  

p r q r a m s  t r a n s l a t e d  in to  t a n g i b l e  per-  

--- formance g o a l s  f o r  s p e c i f i c  u s e r s ?  

5.3.1.4 Is it d o n e  f o r  d e s i g n  and use o f  new 

a p p l i c a t i o n  prcqrams? For  example ,  are 

t h e  e x p e c t e d  per formance  c r i t e r i a  f o r  

new a p p l i c a t i o n s  t r a n s l a t e d  i n t o  tang i- 

b l e  per formance  g o a l s  fo r  s p e c i f i c  u s e r s ?  

5.3.1.5 Is .it done  f o r  a l l .  major o b j e c t i v e s  

e s t a b l i s h e d  i n  t h e  ADP p l a n ?  For  

example,  are a l l  major objectives i n  t h e  

P l a n  s i m i l a r l y  t r a n s l a t e d  i n t o  t a n g i b l e  

per formance  g o a l s  f o r  s p e c i f i c  users (o r  

o t h e r  a c c o u n t a b l e  managers )?  

5.3.1.6 Does t h e  s t a t u s  i n f o r m a t i o n  c o n t a i n e d  i n  

p r o g r e s s  reports f o c u s  o n  t h e  t a n g i b l e  

per formance  g o a l s  s u c h  a s  t h o s e  d e s c r i b e d  

above? 

R e q u i r e  a S o f t w a r e  I n v e n t o r y  Report 
. .  

The a g e n c y  h e a d  o r  h i s / h e r  d e p u t y  s h o u l d  h a v e  a 

f e e l  f o r  t h e  scope, c o m p o s i t i o n ,  c o m p l e x i t y ,  a n d  

impact of t h e  t o t a l  ADP r e s o u r c e .  T h i s  report  

i s  a s  i m p o r t a n t  a s  t h e  i n v e n t o r y  r e c o r d s  for a n y  

major corporate asset .  

' * !  5 . 1 )  Q , . . . s t i o n s  a r e  s i m i l a r  b u t  a r e  r e p e a t e d  h e r e  t o  p r o v i d e  s t a n d  
a l o n e  a n s w e r s  t o  t h i s  s e c t i o n .  
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5 .4 .1  Is t h e r e  an inven to ry  o f  s o f t w a r e  a p p l i c a t i o n s ?  _I_ 

( *4.5.1) 

5 . 4 . 1 . 1  Is t h e  i n v e n t o r y  updated on an annual  

b a s i s ?  

5.4.2 I f  a d e c i s i o n  were made to upgrade o r  o t h e r w i s e  

improve t h e  ADP sys teml  would t h e  s o f t w a r e  inven- 

t o r y  c o n t a i n  enough t e c h n i c a l  operational,  and 

cost  d e t a i l  to  be  u s a b l e  i n  t h e  development  o f  an  

i n d u s t r y  R e q u e s t  f o r  Proposal ( RFP)? 

( T o  assist i n  answering t h i s  q u e s t i o n p  see o u r  

s e p a r a t e  g u i d e  i n  Appendix I. I t  lists 29 

items which should be checked.)  

5.4 .3  Is t h e r e  an  i n v e n t o r y  of t h e  f i l e s ?  (*4.5.3) 

5 .4 .3 .1  Is t h e  i n v e n t o r y  updated o n  an  annua l  

b a s i s ?  

5.4.4 If a d e c i s i o n  were made to u m r a d e ,  or o t h e r w i s e  

modify t h e  ADP system, would t h e  f i l e  i n v e n t o r y  

c o n t a i n  enough t e c h n i c a l ,  o p e r a t i o n a l ,  and cost  

in fo rma t ion  to  b e  u s a b l e  i n  t h e  development  of 

an RFP? - 
(TO assist i n  answering t h i s  q u e s t i o n ,  see our  

s e p a r a t e  g u i d e  i n  Appendix I1 on t h i s  s u b j e c t .  

I t  lists 25 items which should be  checked.)  

--- 
(*4.5.1)  Q u e s t i o n s  a r e  s i m i l a r  b u t  a r e  r epea ted  h e r e  t o  provide s t a n d  
( * 4 . 5 . 3 )  a l o n e  answer? to t h i s  s e c t i o n .  

t 
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5 . 5  R e q u i r e  a Hardware System I n v e n t o r y  Report 

The agency  head s h o u l d  r e c e i v e  a n  a n n u a l  hardware  

i n v e n t o r y  report which l ists e a c h  d i f f e r e n t  hard- 

ware component, i ts costp t h e  m a n u f a c t u r e r ,  i t s  

age, its r e l i a b i l i t y ,  and o t h e r  r e l e v a n t  f a c t o r s  

s u c h  a s  t h e  sys t em s o f t w a r e  supplied by t h e  manu- 

f a c t u r e r .  The r e p o r t  s h o u l d  be formated i n  such  

a manner as t o  h i g h l i g h t  (1) t h e  c u m u l a t i v e  changes  

from t h e  p r e v i o u s  y e a r ' s  report  and ( 2 )  any  t r e n d s  

i n  t h e  c o m p o s i t i o n  and o v e r a l l  v a l u e  of t h e  inven-  

t o r y .  ( * 4 . 7 )  

5.5 .1  Is t h e r e  an i n v e n t o r y  of a l l  ADP h a r d w a r e ?  

5.5.1.1 Is i t  k e p t  up - to -da te  o n  a t  l e a s t  a n  

-9- 

a n n u a l  b a s i s ?  

5 .5 .1 .2  Does i t  sh .: c h a n g e s  f rom t h e  p r e v i o u s  

-- - y e a r ?  

5.5.1.3 Does i t  show c h a n g e s  p r o j e c t e d  f o r  t h e  

n e x t  y e a r ?  

5.5.1.4 Does i t  show t h e  a g e  of e a c h  d i f f e r e n t  

Component? 

5.5.1.5 Does i t  show t h e  s y s t e m  s o f t w a r e  s u p p l i e d  

w i t h  t h e  h a r d w a r e ?  

-! Q u e s t i o n s  a re  s i m i l a r  b u t  a r e  repeated h e r e  to  p r o v i d e  s t a n d  
a l o n e  a n s w e r s  t o  t h i s  s e c t i o n .  
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5.5.1.6 Does it c o n t a i n  f i g u r e s  which i n d i c a t e  

t h e  costs of t h e  v a r i o u s  components? 

5.5.1.7 Does it c o n t a i n  one  f i g u r e  showing t h e  

t o t a l  c o s t  of t h e  i n v e n t o r y  t h a t  is 

a c t u a l l y  on board? 

(NOTE: T h i s  is n o t  t h e  d e p r e c i a t e d  

va lue .  ) 

5.5.2 Does t h e  agency head or h i s  depu ty  i n d i c a t e  by 

s i g n a t u r e  or i n i t a l s  on t h e  i n v e n t o r y  r e p o r t  t h a t  

t h e  i n v e n t o r y  r e p o r t  is s e e n  a t  least once  a yea r?  

5.6 R e q u i r e  a Miss ion  - F u n c t i o n  - ADP S u p p o r t .  
R e l a t i o n s h i p  Repor t  

Submi t t ed  a n n u a l l y  by t h e  manager of e a c h  o r g a n i -  

z a t i o n a l  u n i t  t h a t  r e c e i v e s  a s i g n i f i c a n t  l e v e l  of 

ADP s u p p o r t ,  t h i s  r e p o r t  s h o u l d  c o n t a i n  a f o r m a l ,  

e i t h e r  w r i t t e n  o r  t a b u l a r ,  l i n k a g e  between t h e  ADP 

s u p p o r t  and t h e  agency  m i s s i o n  s t a t e m e n t ( s )  = A 

c o n v e n i e n t  form f o r  t h i s  r e p o r t  is a m a t r i x  which,  

i f  s t a n d a r d i z e d ,  c a n  b e  t h e  b a s i s  f o r  a n  agency- 

wide p i c t u r e  of how A D P  s u p p o r t s  t h e  e n t i r e  agency.  

5.6.1 Is there  a w r i t t e n  document t h a t  i d e n t i f i e s  the 

s p e c i f i c  a p p l i c a t i o n  programs t h a t  s u p p o r t  each  

o r g a n i z a t i o n a l  u n i t  t h a t  r e c e i v e s  s i g n i f i c a n t  ADP 

suppor t ?  
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5.6.1.l Is the principal user of each application 

program identified as suggested in item 6 

of Appendix I, the software inventory 

form? 

5 .6 ,2  Is there a written document that identifies the 

mission-function(s) that is being supported by 

each application in the inventory? 

5.6 .2 .1  Each ADP application is supposed to con- 

tribute to the performance of some 

specific task or subtask that stems 

directly, or indirectly, from the organi- 

zation's missions and functions. Are 

such functions or tasks identified for 

each application? 

5.6.3 Is a report identifying the mission -.function - 
ADP support relationship report submitted to the 

agency head oe his deputy annually? 

5.7 Show t h e  Cost of ADP by Mission and.  
F u n c t i o n  S t a t e m e n t s  . I  

The a g e n c y  c o n t r o l l e r  ( o r  a n  e q u i v a l e n t  o f f i c i a l )  

s h o u l d  b e  r e q u i r e d  t o  a c c u m u l a t e  t h e  a n n u a l  cos t s  

of each ADP a p p l i c a t i o n  and  r epor t  t h e s e  cos ts  t o  

t h e  a g e n c y  h e a d  i n  a f o r m a t  s imi l a r  t o  t h a t  de-  

s c r i b e d  i n  5 . 6  above .  By c o r r e l a t i n g  s u c h  cos ts  

w i t h  m i s s i o n - f u n c t i o n  s t a t e m e n t s  ( a s  i n  5 . 6  a b o v e )  

t h e  a g e n c y  head  w i l l  b e  made aware o f  t h e  s p e c i f i c  

m i s s i o n  d e p e n d e n c i e s  on  ADP. 

. ,- , . .I. * 

..vi-?- 
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5.7.1 Does t h e  cost  account ing  sys t em.cap tu re  and aggre-  

g a t e  t h e  to ta l  cost of each  ADP a p p l i c a t i o n  i n  t h e  

inventory?  

Is t h e r e  an annual  r e p o r t  which shows t h e  

aggrega te  cost o f  e a c h  ADP a p p l i c a t i o n  i n  

t h e  s o f t w a r e  inventory?  

A r e  costs accumulated o v e r  t h e  l i f e  c y c l e  

of t h e  a p p l i c a t i o n ?  (*5.2.1) 

Is t h e r e  an  annual  report which shows t h e  

a g g r e g a t e  cost f o r  ADP s u p p o r t  o f  i nd i -  

v i d u a l  func t ions?  

f u n c t i o n a l  managers r e c e i v e  t h i s  

report? 

Is t h e r e  some o t h e r  way t h a t  func t jn r ;d i  

managers are made aware o f  t h e  ADP su- 

costs o f  each  f u n c t i o n ?  

- '  

5.8 Require a Summary of the Long-Ranqe 
Plan bv Mission - Function 

For each year of the long-range plan, require 

manager of each major organizational unit and 

controller to prepare a projection containing 

information specified in 5.7. 

the 

the 

the 

5.8.1 Is a long-range p l a n  a v a i l a b l e  which c o n t a i n s  t h e  

e s t i m a t e s  of ADP s u p p o r t  r e q u i r e d  f o r  each  func- 

t i o n a l  a r e a  suppor ted  by ADP? 

(*5.2.1) Q u e s t i o n s  a r e  s i m i l a r  b u t  a r e  r epea ted  h e r e  to  p rov ide  s t a n d  
alone answers  to t h i s  s e c t i o n .  

r 
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5.8 .2  Does eash functional. manager review the long-range 

plan for h i s  area and.assuime accountability for 

the ADP SUPPOP~ estimates? 

5.8.3 Does the controller combine the ADP support esti- 

mates f 0 6  each functional area im the long-range 

plan and provide summaries for  the agency head or 

hie/her deputy? 

5.8.4 Does the agency head or the deputy review and 

make the decision to request funds for these 

long-range projections? 
- 

5 . 9  Require Auditor Review and Report on ADP Plans 

The internal audit s taf f  should review the planning 

structure, the completed and proposed planning de- 

cisions, and provide an evaluation report to the 

agency head or his deputy. This report should 

provide an assessment of the degree to which plans 

support mission requirements. 
1 

5.9.1 A r e  t h e  i n t e r n a l  a u d i t o r s  r e q u i r e d  t o  r e v i e w  and 

v a l i d a t e  a n y  portion of t h e  ADP p l a n  f o r  t h e  

a g e n c y  o n  a r e g u l a r  bas i s?  

5.9.2 A r e  t h e  reports of s u c h  a u d i t s  a v a i l a b l e ?  

5.9.3 Does a g e n c y  head  or t h e  d e p u t y  r e v i e w  t h e s e  a u d i t  

reports pr ior  to  making t h e i r  d e c i s i o n s  on t h e  

c o n t e n t  of t h e  l o n g - r a n g e  ADP p l a n ?  

c 
- 73 - 



.. 

. , .  . ,  
,- I .  

5.9.4 Does t h e  agency  head or h i s  d e p u t y  have  some o t h e r  

methods f o r  a s s u r i n g  t h a t  t h e  estimates f o r  ADP 

s u p p o r t  are r e a s o n a b l e  and based on f a c t u a l  i n f o r -  

m a t  i o n ?  

5.9 .5  Does t h e  a u d i t  report a d v i s e  t h e  agency  head or 

h i s  d e p u t y  whether  t h e  p r o j e c t e d  ADP s u p p o r t  i s  

d i r e c t l y  o r  i n d i r e c t l y  s u p p o r t i v e  of s p e c i f i c  

m i s s i o n  t a s k s ?  

c 
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INSTRUCTIONS FOR PROVIDING SOFTWARE INVENTORY INFORMATION" 
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t 

A p p l i c a t i o n  Program I n f o r m a t i o n  - T h i s  i n f o r m a t i o n  
b 

s h o u l d  be o n  r e c o r d  f o r  e a c h  computer program ( m o d e l ,  
&-&@ 

7 u t i l i t y  program, program s y s t e m ,  special  p u r p o s e  program 

ete.) which  i s  s t o r e d  i n  t h e  l i b r a r y ,  c u r r e n t l y  o p e r a t i o n a l ,  

or u n d e r  d e v e l o p m e n t .  

(1) - N a m e  - t h e  name of t h e  program. 

( 2 )  Mnemonic - N a m e  - t h e  mnemonic name of Program. 

c 

( 3 )  C u r r e n t  S t a t u s  - t h e  s t a t u s  of t h e  program 

s y s  t e m  

( 4 )  P r o j e c t  N a m e  - The m i s s i o n  r e l a t e d  p ro jec t  o r  

a g e n c y  program u n d e r  which  t h i s  p rcg ram s y s t e m  

is b e i n g  u s e d ,  d e v e l o p e d ,  o r  p l a n n e d .  

* The i n f o r m a t i o n  i n  t h i s  a p p e n d i x  is i n t e n d e d  a s  a n  i l l u s -  
t r a t i v e  g u i d e .  The p u r p o s e  i s  t o  i n d i c a t e  t h a t  t h e  soft- 
ware i n v e n t o r y  c o n t a i n s  a number o f  s i g n i f i c a n t  d e t a i l s  
wh ich  m u s t  b e  documen ted ,  k e p t  up  t o  d a t e ,  a g g r e g a t e d ,  
and examined  a t  i n t e r v a l s  a s  is  d o n e  f o r  t h e  e f f e c t i v e  
management of  a n y  i m p o r t a n t  resource. I t  s h o u l d  n o t  b e  
e x p e c t e d  t h a t  t h e  s o f t w a r e  i n v e n t o r y  w i l l  comform to  t h i s  
i l l u s t r a t i v e  g u i d e .  However, t h e  p r o c e d u r e  i n  u s e  s h o u l d  
be c o m p l e t e  enough  t o  p r o v i d e  management w i t h  enough 
i n f o r m a t i o n  t o  m a i n t a i n  e f f e c t i v e  management a w a r e n e s s  
and c o n t r o l  o f  t h i s  r e s o u r c e .  
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( 5 )  Project Accountinq Number - The p r o p e r  a c c o u n t i n g  

number of t h e  agency program under  whish t h i s  

a p p l i c a t i o n  program is be ing  used ,  d e v e l o p e d ,  o r  

p lanned  

(6) - USER - Name-of t h e  p r i m a r y ? c u s t o m e r  who sponsored  

t h e  program. List a l l  o t h e k s  as  s e c o n d a r y  u s e r s .  

( 7 )  Documentat ion - The t i t l e ( s )  of t h e  program docu- 

m e n t a t i o n  which may be u s e f u l  i n  a c o n v e r s i o n  pro- 

cess ( i . e .  f l o w c h a r t s ,  l i s t i n g ,  e tc . ) .  The degree 

of c o m p l e t e n e s s  of t h i s  documen ta t ion  and t h e  c u r -  

r e n t n e s s  w i t h  r e s p e c t  t o  t h e  program as i t  now 

e x i s t s .  This i n f o r m a t i o n  s h o u l d  be g i v e n  i n  terms 

of t h e  f o l l o w i n g  r a t i n g s :  E x c e l l e n t ,  Good , Aver- 

a g e ,  Poor. A l s o  t h e  number of pages i n  t h e  

appropriate documents  shou ld  be shown. 

( 8 )  Program Components - t h e ' n a m e s  of subprograms 

t h a t  make up t h e  sys tem.  

so i n d i c a t e .  

I f  o n l y  o n e  p r G r a m ,  

( 9 )  I f  o p e r a t e d  o u t s i d e  of t h e  agency ,  show l o c a t i o n .  

( 1 0 )  Computer (s )  Used - L i s t  t h e  c o m p u t e r ( s )  u sed  - 
t o  r u n  t h e  program. I f  i n s t a l l e d  on more k h a n  

_ _  

o n e ,  for  c o n c u r r e n t  deve lopment  and ope ra t ion ,  
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i n d i c a t e  t h e  o p e r a t i o n a l  computer .  

Equipment Requi rements  - f o r  each program l i s t e d  

i n d i c a t e  t h e  c u r r e n t  equipment  requirements  f o r  

o p e r a t i n g  t h e  programe 

Unique Program Dependency - on C u r r e n t  Hardware 

and S o f t w a r e  - program dependency on  hardware 

and c o n t r a c t o r  p rov ided  s o f t w a r e  shou ld  be shown. 

- 

For  example,  i f  t h e  program r e q u i r e s  t h e  u s e  o f  a 

s p e c i f i c  v e n d o r ' s  package ,  t h e  name of t h e  pack- 

age  s h o u l d  be  shown: 

( 1 3 )  Language -- of t h e  P r o g r a m  - The l a n g u a g e ( s )  of t h e  

program and t h e  a p p r o p r i a t e  number of machine 

i n s t r u c t i o n  and /o r  fiumber of p r o c e d u r e  o r i e n t e d  

lamguage i n s t r u c t i o n s  ( i . e . ,  FORTRAN, PL1,  B A S I C  

COBOL, ASSEMBLY e tc ) . 
- 

( 1 4 )  F i l e s  Used - If a program is u n d e r  deve lopment ,  

i n d i c a t e  t h e  name( s) of t h e  f i l e (  s )  , number of 

r e c o r d s ,  and number of c h a r a c t e r s  p e r  r e c o r d  

e x p e c t e d  t o  be used. F o r  o p e r a t i o n a l  programs,  

i n d i c a t e  t h e  name( s )  of t h e  f i l e (  s )  , number of 

records and number of cha rac t e r ( s )  p e r  r e c o r d  

used.  

.. .. . . b  
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DMS/DBMS - I f  t h e  program requires t h e  u s e  of a 

Data Base Management System (DBMS) or  Data Man- 

agement System ( D M S )  , i d e n t i f y  t h e  DBMS o r  DMS. 

Opera t inq  System - The name .and release of t h e  

o p e r a t i n g  sys tem c u r r e n t l y  used  e I n d i c a t e  t h e  

number of l i n k a g e (  s) i n s t r u c t i o n s  r e q u i r e d .  

A l s o ,  t h e  mode of o p e r a t i o n  c u r r e n t l y  employed 

( i . e .  Batch ,  On-Line, I n t e r a c t i o n ,  etc.)  

shou ld  be  shown. 

(17) Frequency - of O p e r a t i o n  - Number of times program 

is o p e r a t e d  per month s h o u l d  be  shown. 

(18) Average -- Run Time - T h e  a v e r a g e  r u n  t i m e  f o r  t h e  

program system. If t h e  program s y s t e m  c o n s i s t s  

of more t h a n  one  program, a l l  of which are  n o t  

r u n  a t  one t i m e ,  i n d i c a t e  t h e  a v e r a g e  r u n  t i m e  

for a r u n  r e g a r d l e s s  of t h e  number of programs 

used .  

( 1 9 )  L i f e  Expectancy  - The y e a r  t h e  r e q u i r e m e n t  f o r  

t h e  program i s  e x p e c t e d  t o  e x p i r e  o r  change  

s u f f i c i e n t l y  t o  w a r r a n t  a new program. If 

requirement a p p e a r s  i n d e f i n i t e  or unknown, 

t h a t  i n f o r m a t i o n  shou ld  be shown. 
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(20) I n p u t  V o l u m e  - The  number of ca rds ,  t a p e  s i z e  

( c h a r a c t e r s ) ,  o r  o t h e r  f a c t o r s  t h a t  desc r ibe  

t h e  i n p u t  volume t o  t h e  program s y s t e m .  

( 2 1 )  O u t p u t  Volume - The number of c a r d s ,  t a p e  s i z e  : 

( c h a r a c t e r s )  I l i n e s / p a g e  of ' p r i n t o u t ,  or  o t h e r  

f a c t o r s  t h a t  d e s c r i b e  t h e  o u t p u t  volume o f  t h e  

p r q  ram sys t e m .  

(22) E s t i m a t e d  C o s t  of Program Development  - The c o s t  -- 
and  man-months r e q u i r e d  f o r  d e v e l o p m e n t  of t h e  

prcgram. If program was d e v e l o p e d  b y  c o n t r a c t o r  

P 

OK in -house ,  or i f  a c o m b i n a t i o n  p e r c e n t  of 

e f f o r t  f o r  e a c h  s h o u l d  be shown."  

(23) Estimated C u r r e n t  O p e r a t i n g  Cost  P e r  Year - --- 
The estimated cost i n  t e r m s  of c o m p u t e r  hours 

and p rogra rnmer / ana lys t  man-months r e q u i r e d  

for  o p e r a t i o n  o f  t h e  program. 

( 2 4 )  R e v i s i o n  - of P r o g r a m  - The number of r e v i s i o n s  and 

man-months expended on  t h e  r e v i s i o n s  f o r  each . 3  

y e a r  of t h e  l i f e  of t h e  program.  Also, a n  es t i -  _. 
i mate o f  t h e  number and man-months r e q u i r e d  for 

r e v i s i o n s  f o r  t h e  n e x t  1 2  months .  

- 79 - 
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(25) Programming R e s p o n s i b i l i t y  - N a m e ,  o r g  a n i  za t i o n  

and phone number. I f  program i s  m a i n t a i n e d  under 

c o n t r a c t ,  i n d i c a t e  t h e  contractor  and t h e  respow- 

s ib l e  i n t e r n a l  s t a f f  member e 

(26) A v a i l a b i l i t y  - and Location - o f  Source  -- Deck and 

L i s t i n g s  - Show who m a i n t a i n s  t h e  c u r r e n t  s o u r c e  

d e c k  and l i s t i n g .  If located w i t h  a c o n t r a c t o r ,  

i n d i c a t e  name and l o c a t i o n  o f  c o n t r a c t o r .  

( 2 7 )  Program F u n c t i o n  - A d e s c r i p t i o n  o f  t h e  ope ra -  

t i o n a l  f u n c t i o n  s u p p o r t e d  by t h e  program. 

( 2 8 )  O t h e r  Comments - A d d i t i o n a l  da ta  or comments  

which c o u l d  assist i n  t h e  c a l c u l a t i o n  of t h e  

cos t  o f  c o n v e r t i n g  t h i s  prcg ram t o  t h e  hardwar e 

o f  a d i f f e r e n t  m a n u f a c t u r e r  s h o u l d  be p rov ided .  

( c o n t i n u e d  on n e x t  page)  

c 
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( 29) OVERVIEW SUMMATIONS 

T o t a l s  f o r  s e v e r a l .  of t h e  a b o v e  items c a n  

p r o v i d e  a f a i r l y  c o m p r e h e n s i v e  o v e r v i e w  of t h e  

s o f t w a r e  i n v e n t o r y .  From t h i s  o v e r v i e w  t h e  

a g e n c y  head  c a n  o b t a i n  a q u i c k  a s s e s s m e n t  of t h e  

scope, c o m p l e x i t y  p e r v a s i v e n e s s  I irnpae t ,  and  - 
cost  o f  t h e  s o f t w a r e  i n v e s t m e n t  r e q u i r e d  for 

a g e n c y  o p e r a t i o n s .  L i s t i n g s  a n d / o r  t o t a l s  are  

s u g g e s t e d  €or t h e  be low items t o  p r o v i d e  t h i s  

o v e r v i e w :  

Does t h e  r e c o r d  show t h a t  s u c h  a n  o v e r v i e w  was 

p r e s e n t e d  t o  t h e  a g e n c y  h e a d  at l eas t  o n c e  a 

y e a r ?  

. .. . -  
. . 1  

-c)...FII 
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INSTRUCTIONS FOR PROVIDING FILE INFORMATION* 

F i l e  I n f o r m a t i o n  - T h i s  i n f o r m a t i o n  is  r e q u e s t e d  f o r  

e a c h  f i l e  s t o r e d  i n  t h e  l i b r a r y  o r  which  i s  c u r r e n t l y  

o p e r a t i o n a l  or unde r  deve lopmen t .  

F i l e  N a m e .  -- 

Mnemonic N a m e .  - 

P r o j e c t  Number - The proper a c c o u n t i n g  number 

a u t h o r i z a t i o n  unde r  which t h i s  f i l e  w a s  e s t a b -  

l i s h e d  and is  b e i n g  used. 

C u r r e n t  S t a t u s  - Act ive  or i n a c t i v e .  

L o c a t i o n  of F i l e  - The l o c a t i o n  where  t h e  f i l e  

is k e p t .  

Computer( s)  u s e d  - L i s t  t h e  c o m p u t e r (  s) which have  

access t o  t h e  f i l e .  

-. 

* The i n f o r m a t i o n  i n  t h i s  a p p e n d i x  i s  i n t e n d e d  a s  a n  i l l u s -  
t r a t i v e  g u i d e .  The p u r p o s e  is to  i n d i c a t e  t h a t  t h e  f i l e  
i n v e n t o r y  c o n t a i n s  a number of s i g n i f i c a n t  d e t a i l s  w h i c h  
m u s t  b e  documented I k e p t  up- to-da te  a g g r e g a t e d  and 
examined a t  regular  i n t e r v a l s  a s  is  d o n e  f o r  t h e  e f f e c -  
t i v e  management o f  a n y  i m p o r t a n t  resource. The me thod  o f  
f i l e  i n v e n t o r y  need n o t  confo rm t o  t h i s  g u i d e .  However, 
t h e  o n e  i n  u s e  s h o u l d  b e  c o m p l e t e  enough t o  p r o v i d e  man- 
agemen t  w i t h  enough i n f o r m a t i o n  to  m a i n t a i n  e f f e c t i v e  
management a w a r e n e s s  and c o n t r o l  o f  t h i s  resource. 

, -! 

J 

i 
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P r i n c i ? a l  Users - The i d e n t i t y  o f  t h e  user who 

r e q u i r e d  t h e  d e v e l o p m e n t  of t h e  f i l e .  S e c o n d a r y  

u s e r s  of t h e  f i l e  s h o u l d  a l so  be i d e n t i f i e d .  

Documen ta t ion  - The'  t i t l e (  s )  of t h e  p r q r a m  

d o c u m e n t a t i o n  which  may be u s e f u l  i n  a c o n v e r s i o n  

process; i .e.  , f l o w c h a r t s ,  l i s t i n g s ,  e t c . )  

I n d i c a t e  t h e  d e g r e e  of c o m p l e t e n e s s  of t h i s  

d o c u m e n t a t i o n  and t h e  c u r r e n t n e s s  w i t h  respect 

t o  t h e  program as it  now e x i s t s .  T h i s  i n f o r m a t i o n  

s h o u l d  be g i v e n  i n  terms o f  t h e  f o l l o w i n g  r a t i n g s :  

E x c e l l e n t ,  Good, Average ,  and  Poor .  Also i n d i c a t e  

t h e  a p p r o x i m a t e  number of p a g e s  i n  t h e  document .  

P i l e  S i z e  - F o r  e a c h  f i l e  t h e  number of r e c o r d s  -- 
and t h e  number of c h a r a c t e r s  per r e c o r d  f o r  t h e  

f i l e  used  s h o u l d  b e  shown. . .: . 

P r i m a r y  S t o r a g e  Media - The media  used  f o r  t h e  

primary s t o r a g e  of t h e  f i l e .  

T h e r e  is no number 11. 

E s t i m a t e d  F i l e  Growth - The e s t i m a t e d  f i l e  g r o w t h  

i n  terms of t o t a l  c h a r a c t e r s  f o r  t h e  t i m e  p e r i o d .  



(13) R e q u i r e d  Programs Unique t o  t h e  F i l e  - Show a l o n g  _.-- 

w i t h  t h e  name and l a n g u a g e  o f  t h e  program, t h e  

number of machine i n s t r u c t i o n s  and /o r  t h e  number 

of p r o c e d u r e  o r i e n t e d  l a n g u a g e  s t a t e m e n t s  f o r  

e a c h  program t h a t  is un ique  t o  t h e  u s e  of t h e  

f i l e .  T h e r e  is no need t o  l i s t  t h e  programs 

t h a t  belong to a d a t a  management system. 

(14) DBMS - I d e n t i f y  t h e  Data Base Management 

System or Data Management System used w i t h  t h e  

f i l e s .  

(15) E s t i m a t e d  --- C o s t  o f  F i l e  Development - The a p p r o x i -  

mate cost  and t h e  number of man-months needed t o  

d e v e l o p  t h e  f i l e  s h o u l d  be documented.  

( 1 6 )  - Date O p e r a t i o n a l  - The d a t e  t h a t  t h e  f i l e  became 

o p e r a t i o n a l .  

( 1 7 )  Update Frequency  - How o f t e n  t h e  f i l e  is upda ted  

( hour/day/week/month/qtr  . / y e a r )  . 
( 1 8 )  O u t p u t  Report Frequency  - The f r e q u e n c y  o f  t h e  

o u t p u t  r e p o r t  o f  t h e  f i l e  ( hour/day/week/rnonth/ 

qtr . / y e a r )  

. -. 

( 1 9 )  Query Frequency  - The ad hoc ( u n s c h e d u l e d )  q u e r y  

f r e q u e n c y  o f  t h e  f i l e  ( i f  used t h i s  way) .  

- 84 - 



( 2 0 )  Data P i l e  Used - Programs which use  t h e  --- 
i n f o r m a t i o n  from t h i s  f i l e  s h o u l d  be r e c o r d e d .  

( 2 1 )  - F i l e  F u n c t i o n  - Describe t h e  m i s s i o n  f u n c t i o n  

s u p p o r t e d  by the u s e  o f  t h e  f i f e .  If t h e  

d e s c r i p t i o n  is c o n t a i n e d  i n  a g e n e r a l  c a t a l o g  

of f i l e s  or o t h e r  type r e f e r e n c e ,  t h a t  

i n f o r m a t i o n  s h o u l d  be shown. 

( 2 2 )  O t h e r  Comments - A d d i t i o n a l  da t a  or  comments 

which c o u l d  i n f l u e n c e  t h e  c a l c u l a t i o n  of t h e  

c o s t  o f  c o n v e r t i n g  t h i s  f i l e  t o  t h e  hardware/ 

s o f t w a r e  o f  a n o t h e r  v e n d o r  s h o u l d  be shown. 

(23) Programming R e s p o n s i b i l i t y  - N a m e ,  o r g a n i z a t i o n ,  

and phone number o f  p e r s o n s  r e s p o n s i b l e  f o r  and 

f a m i l i a r  w i t h  t h e  u s e  o f  t h e  f i l e .  
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