
Annexure-I

(Format in which Report is to be prepared)

Government of NCT of Delhi

(Name of the Department)

(Address of the Department)

(Part-I)

	1. 
	(Project Title)

	2. 
	Contact Person  (Project Incharge)

Name

	3. 
	Designation: 

	4. 
	Address: 

	5. 
	Telephone:

	6. 
	Fax:

	7. 
	E-mail: 

	8. 
	Name of IT Nodal Officer email, telephone.

	
	Designation & Address

	
	Email address

	
	Telephone

	
	Fax


Chapter -1

History, Functions, Critical Issues -

	Para
	Topic

	1.01
	Department History, Description, Functions performed, Role played, Activities performed, services rendered

	1.02
	Key functions/processes at macro and micro level 

	1.03
	Formats in which information is kept today

	1.04
	Formats in which processed information is stored

	1.05
	Department’s strategies, priorities

	1.06
	Department’s critical issues and pain areas

	1.07
	Department’s Internal Strengths and weaknesses 

	1.08
	Department’s Key requirements

	1.09
	Key strategic issues having significant impact on running of process within the department

	1.10
	Boundaries of the information systems 

	1.11
	Department’s organizational chart & manpower

	1.12
	Key information needs (MIS reports etc)


*      Photo copies of all forms, registers etc being used should also be annexed with the   report, if their number is large and can’t be incorporated in the report.

Chapter -2

Mission, Vision, Key  Success Factors 

	Para
	Topics to be covered

	2.1
	Department’s  Mission &  Vision

	2.2
	Goals and objectives of Department

	2.3
	Detail the factors which will be critical to the success of the project. Key success factors that will be used to assess the success of the department planned goals and objectives. For example training of the operational/ administrative staff who are going to use the new application is very critical to the success of the project.


This stage involves setting goals based upon the vision and mission of the department in line with the overall vision and mission of the Delhi Government. Further the planning process involves setting the Information Technology Plans to achieve these goals. Once the goals are defined we need to arrive at the success criteria based on which we are going to assess the achievement of the planned goals and objectives.

For example 

· One of the objectives of e-Governance as defined above is “to improve government, citizen interface” the department vision could be same as above.

· The goal derived from this could be – Making SC Certificate Application Receipt online. 

· An Information Technology Plan would be prepared to achieve this goal. 

· Success criteria for assessing the achievement of the planned goal could be

· 3 clicks – that is in how many clicks is the application form accessed by citizen

· 3 minutes - that is how long does it take to submit the online application for the certificate

Chapter-3

Present Status of Automation/ Information Processing of the Department

	Para
	Topic

	3.01
	Present role of Information Systems i.e. the existing computerization.

· What are the Activities/Processes automated ?

· What is the Level of automation ?

· Are the complete processes mapped in the automated system?

	3.02
	 Details of existing Hardware and Software Platform etc. (Operating System, Database, Tools used etc.)

	3.03
	Is the automation 

· For the report generation

· For automating the internal processes

· To facilitate decision making

· For public sharing of information

	3.04
	 Details of current application software,  in use, if any, along with information 

· about the vendor who developed it, 

· approximate cost of development & up gradation,

· time duration since in use, 

· current limitations/problems with the application,

· System Software currently in use along with details of the number of installation copies, hardware and networking details.

	3.05
	Existing network design in brief

	3.06
	Financial summary – Give details of the cost incurred in the computerization projects carried out till date.

Hardware Cost

system Software

Packaged Software

Networking cost

Manpower Cost

Cost of Application/software Development

	3.07
	Total number of Working Computer

 at Head Quarter - 

at Division/Branch offices 

	3.08
	Availability of LAN at Head Quarter and number of computer connected/Port capacity of the existing LAN setup at HQ

	3.09
	Availability of LAN at Divisional/Sub-divisional offices

	3.10
	Number of computers connected at each divisional/sub division office/port capacity.

Sub Department : 1

Sub Department : 2 … so on  (for all sub offices)

	3.11
	List out the websites running for the department.

	3.12
	Detailed list of Existing Technical manpower along with their   designation, skills and expertise available with the department.

	3.13
	What is the department’s preparedness to take on computerization, based on present usage, trained manpower availability, etc.

	3.14
	What is the interaction with other branches/divisions of the department (sharing of data with other branches, if any) ?

	3.15
	What is the interaction with other departments? Explain how the data is shared with other departments.  Here use of data of other department, if any, even manually, should be indicated giving details of such information. Also indicate data of your department being used by other government offices.


Chapter 4

Process Study - As Is Status – Present Processs  

	Define the existing processes with process chart for that particular selected departmental activity/ service/ application processing etc. along with detailed workflow, department hierarchy, timelines etc.  This is required to be done for each activity.

[This is related to the process that is  being taken for the application software development]




An example of the process chart for preparation of SC Certificate in Dy. Commissioner’s office is given on next page. Similar process chart or flow chart needs to be prepared for each activity of the department which is to be automated. All such flow charts are to be made part of this chapter.  A small note on each such activity before the flow chart will make it easier for the valuers to understand the same.

Example Issue of SC Certificate – As Is Process


[image: image1.wmf] 


Note:  Similar Process Chart is required to be prepared for each activity.

Chapter-5

About the Project Planned – Determine Department’s Direction/ Future Plan - To Be Process Study 

	To be Process Study

	Define the modified/proposed process with process chart for that particular selected activity/ service/ application processing etc. along with 

· detailed workflow, 

· department official who is responsible at each sub process level based on department’s  hierarchy, 

· timelines at each sub process level, 

· proofs required etc. 

[While defining this make use of the properties of IT which allows sharing of data by many and collaborative processing. Search on past data, performance etc. are possible in computerized environment, unlike the paper based environment.  Modified process as it will be in the future and is required in the application software has to be detailed. This has to be done with new ‘process chart’ for that particular selected department activity/ service/ application processing etc.]


For illustration purpose, the improved or modified process flow chart for issue of SC Certificate is given on next page. In this case the process has been changed and some new sub processes have been added in the modified process. The proposed process has been depicted as it will be after automation. The changes from the present process have been marked in grey. 

Under the manual process the acknowledgment receipt, enquiry slip, deficiency memo, rejection slip and the certificate itself are prepared manually. In the computerized system all these can be generated from the computerized system.

This exercise is required to be done for each activity identified for computerization.  For whom ‘as is process chart’ has been prepared in the previous chapter.
Example Issue of SC Certificate – To Be Process
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Chapter 6

Gap Analysis - Determine gap from present to future process 

	Define the Gaps between the “As Is Process” and the “To Be Process”. 

Gap analysis should also contain new formats in which data is to be kept (both raw data and processed data). 

Formats of new reports required to be prepared by the system should also be clearly defined. 




Note:

While conducting this exercise also identify changes, if any, which     will be required to be made in the law or executive orders.  All    such  changes will have to be done before new system gets operational.  Many Acts   do     not have provision for data keeping in electronic format.  All such cases need to be identified and action taken to ensure that no   legal hurdles   are  faced when system gets automated.

                                                   Chapter-7
Project Justification 

	Para 
	Topics

	7.1
	Project Objectives

A brief about Project development objectives and immediate objectives

	7.2
	Project Scope

A brief but complete description of the current state of development of the information technology which the proposed project intends to support

	7.3
	Problems Addressed by the Project

The perceived problems and/or constraints, which the project intends to address, including the causes and evidences of these problems/constraints.

	7.4
	Project Beneficiaries

Relevant information on how the intended beneficiaries will directly or indirectly benefit from the project, including the direct and indirect benefits, which the project may have on the supporters as well.

	7.5
	Modified, Improved Process etc.

A brief description of the likely situation after project has been completed (i.e., contributions, impacts, and/or changes brought about by the project).

	7.6
	Project sustainability

The strategies/measures to be done to ensure project sustainability after project completion.

[Project itself could be generating some revenue which could sustain it in the long run or it could be on Public Private Partnership model.]


Objectives - The project proposal should present two types of objectives, namely:        (a) development objectives; and     (b) immediate objectives. 

Development objectives represent the achievement of a broader development goal to which the project is intended to contribute. These should also pertain to various performance indicators such as increased productivity, improved efficiency, improved time line for delivering License/certificate/approval to citizen or business organizations, reduction of work load, close monitoring of projects, better selection of beneficiaries etc.

The immediate objectives should be able to indicate what the project itself is expected to achieve, including the desired impacts of the project on the principal beneficiaries, the project area, and the IT sub-sectors involved. They must also in turn collectively contribute to the achievement of the development objectives. These may be elaborated into a project objective tree to provide an overview on how the desired project impacts are transformed into developmental gains.

Scope - This refers to the magnitude of work to be done under the project within the activity, resource and time boundaries of the project. It should be able to indicate the specific activities to be undertaken over a specified time frame and schedule, and detail the resources required to undertake such activities.

Beneficiaries - Depending on the objectives of the project, the beneficiaries should be classified into primary (direct) and secondary (indirect) beneficiaries. These could be all citizens or particular category of citizens or businesses or departments/officials who would be directly or indirectly benefited by deployment of this project.

Chapter-8          

Options, Strategies, Information Flow 

	Para
	Topic

	8.1
	Vision of computerized working (explain the Department’s organization and functioning after the project is implemented) It should clearly explain the scenario after implementation

	8.2
	Role of the proposed system in the Department’s vision

	8.3
	How the proposed computerization will be an improvement on existing systems. It should clearly explain the scenario after implementation


Part -II

	Feasibility Study


Chapter-9

Project Planned – Basic  Details

	Para
	Topic

	9.1
	Type of Project

a) Hardware Procurement

b) Software Development

c) Purchase of Application Software

d) Hardware Purchase/ maintenance

e) Software maintenance

f) Hiring of data entry operator

g) Website Development and monitoring

h) Major infrastructure development or enhancement projects, such as the deployment of a major Local Area network or a department wide system upgrades.

i) Existing product upgradation.

j) Hiring manpower for IT.

k) Professional IT Trainings.

[Please select the type of project from (a) to (k) and write in simple,  language about the Project.]



	9.2
	Whether the project is covered under any scheme: YES/NO

[For example the project could come under National e-Governance Plan – Mission Mode Projects]

	9.3
	If YES, 

Name of Scheme:

Name of the Contact Person

Address of the organizations

Any other details available

	9.4
	Coverage

a. Location:  where the project will be implemented and also locations which will be impacted on implementation.

[indicate if state wide, district wide, etc and specify particular regions, municipalities etc.]

	9.5
	Project covers

IT Product or Software/ Infrastructure – Hardware / Technical Assistance / Training

	9.6
	Expected Time frame for completion of Project

[Indicate the month and year of the project implementation schedule]

	9.7
	Whether the IT Action Plan has been prepared: Yes / No 

[attach the report as annexure if already prepared]

	9.8
	Existing Status and use of IT resources in the department 

[attach details as per Table annexure]



	9.9
	Funding requirement – give details of one time fixed cost (capital expenditure) and project ongoing, continuous, recurring - operation and maintenance cost (operational expenditure)

[Please give Phase wise details of fund requirement]

	9.10
	Likely benefits/ improvements from the project

· Inside department

· Outside department

· Govt-citizen-interface

	9.11
	Likely yearly savings after the full implementation of the project

[Example : The project could replace an existing infrastructure which was requiring continuous maintenance cost or it is an outsourcing project and hence will save the cost of doing the activity in house.]

	9.12
	Ratio of Hardware / Software and Human ware cost

	9.13
	Whether the project involves creation of any new technical posts or only the retaining/ redeployment / conversion of existing post is involved.

[If no then how will the system be run and maintained.]

	9.14
	Whether the project is self sustaining after one time support. 

[If not justification for the same.]

	9.15
	Likely recurring expenditure and life cycle cost of the project.


A brief overview of the proposed project should be presented here. This section should also indicate the type of project to be implemented. 

The benefits of projects may include the following: estimate of increased value of output; improved efficiency, saving of some other charges, quality improvement; changes in location and reduction of time of service delivery to citizen/business; changes in processing; cost reduction; higher revenue collection; gains from infrastructure development and mechanization; reduced transportation costs; avoidance of losses.     

Budgetary Requirements - Indicate the budgetary/fund requirements (on an annual basis) of the project using the performance budgeting, or by breaking down the project into initial one time investment/capital expenditure and on regular, periodic ongoing /recurring expense. 

Performance budgeting is based on the assumption that presenting performance information alongside budget amounts will improve budget decision-making by focusing funding choices on program/project results. It indicates grouping of budget accounts into categories that are related to a particular product or service produced and the revolution of product-cost measurements of these activities.

Financial and Economic Analysis - Identification of costs and benefits.

Comparing Costs and Benefits - The fundamental reason for undertaking a financial analysis of projects is to ascertain the benefits against costs of such projects and then decide which alternative will give the greatest return on investment.
Economic Analysis - The main reason for undertaking an economic analysis of projects is to determine whether or not the project would result in an efficient use of investment and resources from an economic point of view.

The costs and benefits of the proposed project should be identified. Some of the important costs for project financial analysis purposes may be identified as follows: physical goods, computer, printer and peripherals, internet installation, internet regular expense, LAN setup, site preparation, furniture, and other goods, services like - manpower, consultancy, software development, process study, contingency allowances, taxes, debt service, subsidies, etc.  

Chapter-10         

  Project Planned – Feasibility Study

	Para
	Topic

	10.1
	Options explored for achieving the desired outcome, goal or future to be status. 

[Options weighed for achieving the desired objectives]

	10.2
	Advantages & Disadvantages of the Options and the final option selected.

[Please give details of options considered, critically weighing pros and cons, cost benefit analysis of the options.]

	10.3
	Inputs and Outputs of the System/Project

	10.4
	Interaction with other departments 

[This should explain how the data will be shared with other departments.]

	10.5
	Flow of information between various units of the department

	10.6
	Administrative, Manpower, Technology and Infrastructure Requirements of the project

	10.7
	Digitisation of Historical Data 

This section should explain the digitization requirements – quantum of data, data entry process and its status.

[The project/ application or part of the application (one component or process) may require data entry of historical records. This may be input to the system/project or a component/activity.]

Also indicate how much in past you will go for data digitization.  More you go for historical data, more complexity arises in making the system operational.


Organizational and Administrative Requirement - The key project users, implementers and contributors/cooperators/coordinating entities including their respective roles and availability should be described in detail. This may be done through a functional department structure chart highlighting the relationship between the responsible unit and the cooperating/coordinating units within and outside the project set-up. In the case of relationships with outside organizations, the institutional arrangements in line with project implementation should also be defined.

Location - This section should indicate the advantages and disadvantages of locating the project in the proposed site/office. It should further specify the influence area of the project, or the magnitude of the geographic area where project impacts will be directly and indirectly felt.

Chapter-11

Project Planned – Components, Activities, Resources, Timelines 

	Para
	Topic

	11.1
	Major project components, indicating - resource requirements, and time frame per project component. Resources required include - funding, manpower, supplies and equipment, vehicle, etc

[ Please describe the hardware and networking that is likely to be required for the proposed solution along with a brief rationale behind the same.]

	11.2
	Activities are to be detailed component wise indicating - resource requirements, and time frame for each activities.

[Components are to be broken into activities. Activities consist of the substantive tasks to be carried out in order to produce a specified project output.] 

	11.3
	Outputs from each activity are to be detailed.

[Outputs are planned outcomes of project activities that, taken together, should achieve the immediate objectives.]


Some of the components of the feasibility study report are detailed below. 

Components - The immediate objectives of the project should be transformed into major project components, indicating among others, 

· the specific outputs, 

· activities, 

· resource requirements, 

· and time frame of activities per project component.     

Outputs are planned outcomes of project activities that, taken together, should achieve the immediate objectives. 

Activities consist of the substantive tasks to be carried out in order to produce a specified project output. 

Resources required include, but are not limited to, funding, manpower, supplies and equipment, etc. For example if the Project is “Setting up of LAN” at an office. The major components for this project could be

1. Assess Requirement of Users

2. Project Report Preparation

3. Project Report Approval

4. Purchase of Equipment

5. Setup and Configuration of Equipment

6. Training of Users

7. Commission of LAN

Now under the Component 4 - Purchase of Equipment there could be series of activities. Against each component and activity resources are to be allocated and timelines for completion of that component and activity has to be defined. The output of this component would be LAN Equipment.

Strategies - The operational strategies/schemes to be employed in the conduct of specific activities to attain the desired outputs during project implementation should be presented and thoroughly discussed in this section. This should include how the project benefits will be delivered by the supporters to the intended beneficiaries. The proposal should also clearly define how the project can be transformed from an investment project into a self-reliant / self sustaining project, wherever applicable, especially in case of citizen service delivery areas.

Chapter-12

Project Planned – Project Deliverables 

	Para
	Topic

	12.1
	Expected deliverables that need to be included in the contract.

[Deliverables are commitment made by the vendor based on the project components or activity.]

	12.2
	Methodology for determining the quality of deliverables of the proposed system

[Process for validation. How will the deliverables be verified?]

	12.3
	Process for approval of deliverables of the proposed system

[How will the deliverables be approved has to be mentioned here along with the time lines for approval by department HOD/ nodal officer or project task force.]


Chapter-13
 Implementation Schedule

 Sample Implementation Schedule 

	Activities
	Year 1
	Year 2
	.....Year N

	
	1 
	2
	3
	4
	1
	2
	3
	4
	1
	2
	3
	4

	Project Component #___
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	    Activity 1
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	   Activity 2
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	   Etc....
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Project Component #___
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	    Activity 1
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	    Activity 2
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	    etc....
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


Project Schedule - The proposed project implementation schedule giving broad time frame for various activities necessary for successful implementation of the project should be defined. This would be further finalized after the detailed system study, and project approval in association with the vendor/service provider/software developer etc.

A Bar Chart of activities on a quarterly or monthly basis (project component wise) should be presented. 

Chapter-14

Project Planned –Data Issues

	Para
	Topics

	14.1
	Data security 

[ Please explain what are the critical data for the system and how their authenticity & confidentiality will be ensured.]

	14.2
	Data Archival and back-up methodology


[This section should explain how important data will be archived and backed up.]

	14.3
	Disaster management and data recovery mechanisms.

[This section should explain how the data will be managed and recovered in case of an disaster/eventuality. Important data will be archived and backed up or all data will be backed up. Also detail plans for the same.]
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