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U.S. Small Business Administration
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GENERAL INSTRUCTIONS

This methodology describes the process that OCIO and the program areas will cooperatively work together to deliver successful systems projects.

For additional information, refer to the following U.S. Small Business Administration (SBA) documents:
· SBA Systems Development Methodology
· SBA Project Manager’s Checklist

TAILORING GUIDELINES

Not applicable.
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RECOMMENDED POINT OF CONTACT FOR THIS DOCUMENT: OCIO Point of Contact 

The Point of Contact for the Document coordinates and insures that the document is completed. This individual as well as others in the program areas may also contribute in a collaborative fashion as is often necessary in systems development projects.

I have reviewed that checklist and completed all items as relevant to the project.  This document has been completed in accordance with the requirements of the SBA System Development Methodology.

MANAGEMENT CERTIFICATION - Please check the appropriate statement.

______ The document is accepted. 

______ The document is accepted pending the changes noted.

______ The document is not accepted.

We fully accept the changes as needed improvements and authorize initiation of work to proceed.  Based on our authority and judgment, the continued operation of this system is authorized.

_______________________________
_____________________

NAME

DATE

Deputy ADA or Project Sponsor

_______________________________
_____________________

NAME

DATE

OCIO Point of Contact
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1.0 Background

The engagement methodology is designed to provide specific procedures for the program areas and OCIO to engage to jointly work together in successfully completing systems development projects at the SBA. With OCIO engaging the program areas earlier in their capital planning cycles via program and project partnership agreements, this will result in better understanding the program business objectives and goals. Program staff can then  take advantage of  the experts mentoring and guidance provided by OCIO to utilize best practices in project management. The outcomes will be more successful projects and optimized use of resources at the SBA.

2.0 Engagement Methodology diagram and Procedures

Engagement Methodology Diagram

This following is a high level diagram depicting the engagement methodology used by OCIO
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3.0 Engagement Procedures

The following are the specific engagement procedures:

1. OCIO initiates discussions on forming a partnership between OCIO and each individual program areas 

2. OCIO and the program area jointly complete a Partnership Agreement.

3. Approval of the Partnership agreement is obtained in the form of signatures of key Executive Board members from OCIO and the program area.

4. Program area staff identify key systems projects which are planned for the current fiscal year

5. OCIO and the program area jointly complete a Project Partnership Agreement for each project.

6. Approval of the Project agreement is obtained in the form of signatures of key Executive Board members from OCIO and the program area.

7. The project partnership agreement identifies an OCIO point of contact for the specific project. There are various times when the program areas and OCIO point of contact interact during project execution. To obtain an understanding of those specifics, it is recommended that the program area contact OCIO PMO point of contact and review and discuss together the IT Project Management Guide and Project Manager’s checklist.

3.0 Partnership Agreements

Program Partnership Agreement

The following is the outline of the program partnership agreement:

       Document Purpose

Establishes clear business priorities and partnership opportunities

Establish ground rules for engagement between participating organizations.

Participating Organizations

Office of the CIO

Specific program area

Top 3 Organizational Goals

Organizational Goal 1

Organizational Goal 2

Organizational Goal 3

Partnership Commitments

Identifies intention of OCIO to partnership with program areas on specific named projects.

Governance

This describes the specific management on an executive governance board. Will typically consist of ADA and Deputy from program area and CIO and Deputy CIO from OCIO

The board will be responsible for executive sponsorship and review and approval of any changes to partnership

Communication

Monthly updates be provided to executive board

Quarterly meeting will be held with the Executive Board

Ad hoc updates or meetings will be held to address changes to partnership

Service Level Agreement

OCIO will provide the following

Single point of contact to act as consultant to program area

Project and technical resources as appropriate for primary initiatives

Oversight and technical guidance for major program area initiatives

Program area will provide the following

Program direction and guidance

Project management staff and other subject matter experts as appropriate for primary initiatives

Engagment in BTIC and other IT planning committees such as the Enterprise Achitecture Review Board (formerly known as ITARB, Information Technology Review Board)  to ensure business and IT are aligned

Timely submission of business cases for key projects in order to meet OMB 300 requirements.

Success Metrics

Alignment of requests from program area to stated organizational goals

Successful launch of projects on time and within budget.

Project Partnership Agreement

The following is the outline of the project partnership agreement:

Document Purpose

Establishes formal agreement to

Establish ground rules for governance of the project

Outline expected results, timelines and organizational responsibilities

Participating Organizations

Office of the OCIO

Program area office

Top Project Goals

Project Goal 1

Project Goal 2

Project Goal 3

Etc.

Project Commitments

OCIO will provide appropriate staff to meet project requirements and milestones outlined in this document.

Program area will provide funding and appropriate staff to meet project requirements and milestones outlined in this document.

Project Requirements – List Key Project Requirements

Requirement 1

Requirement 2

Requirement 3

etc

Project Milestones – List Key Project Milestones

Milestone 1

Milestone 2

Milestone 3

etc.

Project Team – List key project team members from OCIO and Program Area

OCIO Lead: 

Program Area Lead: 

Governance

This describes the specific management on an executive governance board. Will typically consist of ADA and Deputy from program area and CIO and Deputy CIO from OCIO

The board will be responsible for executive sponsorship and review and approval of any changes to project

Communication

Project team will meet weekly for half an hour

Weekly updates will be provided by project team by program area lead

Monthly updates be provided to executive board

Quarterly meeting will be held with the Executive Board

Ad hoc updates or meetings will be held to address changes to project agreement






























Engagement Methodology Authorization Memorandum 











Project Manager’s Checklist Authorization Memorandum 











