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BUSINESS FOLIO 

QUESTIONNAIRE INSTRUCTIONS
Read this page and you will be able to fill out the online-questionnaire.

1. What is included in the Business Folio online-questionnaire?

   There are four (4) files:

· Annual Instructions – Which you are now reading.

· Deptnnn(1-10) – This identifies the part of the questionnaire that every department must complete.  The preparer should answer the general questions, and if the department plans IT projects for this coming fiscal year, fill in the relevant form(s).  Forms are included for defining up to ten (10) projects.

· Deptnnn(11-30) – This identifies an additional part of the questionnaire that is to be used only if your department plans more than ten (10) projects this coming fiscal year.

· Deptnnn(31-60) – This identifies an additional part of the questionnaire that is to be used only if your department plans more than thirty (30) projects this coming fiscal year.

2. How do I fill out the online-questionnaire?

· First, read the Glossary of Terms on page two for the definitions of words such as: “project,” “business plan,” “knowledge worker” and others that are used in the questions you will be requested to answer.
Then:
· Open the “Deptnnn(1-10)” file.
· Answer the twenty-seven (27) general business questions, and the questions that identify up to five (5) of your department's last year's projects. Use the “Tab Key” to get to the next question.   
· Fill out a form for each project (above the minimum) that you plan for the coming fiscal year.  
· Complete a form for each project over $30,000 as follows:  Fill in the  project name, and answer questions one through eight.  
· Follow the instructions for Note I for each of the individual project forms.
· Use files “Deptnnn(11-30)” and “Deptnnn(31-60)” to record additional projects, if needed.

3.What do I do with the completed online-questionnaire?

· You may either e-mail the information to: gwen_gee@ci.sf.ca.us  or copy the files onto a disk and return it along with any requested hard copy (the "Request/Quote" form, etc.) to COIT by the  "Business Folio Return Date."

The following page contains a GLOSSARY OF TERMS that are found in the review questions.

Questions? Call: 554-4138
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BUSINESS FOLIO
GLOSSARY OF TERMS
ASSET MANAGEMENT–Asset Management for Information Technology (IT) refers to the formal methods employed by a department to track the useful life of hardware and software in order to replace and/or upgrade either within the structure of a predetermined schedule. 

BUSINESS FOLIO–The business-oriented name given to the annual IT general questionnaire and specific project questions to be filled out by the combination of department IT and business management personnel.

BUSINESS PLAN –This term refers to the plan developed by each department to carry on the business that supports that department’s mission.  Such a plan should include specifics related to the current and future responsibilities of IT; its hardware, software, and personnel.

BUSINESS RECOVERY PLAN – This phrase replaces the former use of “disaster recovery plan.”  

COIT-This acronym stands for “Committee on Information Technology.”  This committee is chartered to help define the future policies related to Information Technology within the City and County of San Francisco.

COIT STAFF-The permanent staff currently consists of three people: Deborah Vincent-James (Executive Director), Gwen Gee (Administrative Assistant), Nonie Cardona (Administrative Assistant), and Sandy Rosen (Advisor).

COST/BENEFIT – The Cost/Benefit analysis for a project defines the business case in the most absolute terms.  The preparer should develop dollar benefits (where possible) that justify the project costs.  Where actual dollars cannot be identified, narrate the positive results that will be recognized in other areas (service, personnel attitude, environment, etc.).

INITIAL COST – This refers to the total first-year cost of the project being requested.  It should include and identify the costs related to hardware, software, and outside services.

KNOWLEDGE WORKERS – This term refers to any person working for the City/County of San Francisco who requires a computer to most effectively perform their job description.
PROJECT – The COIT Annual Review uses the word “project” to identify any department IT request involving hardware, software, or outside services over the dollar amount of $30,000.  Each such project must be submitted to COIT by completing the six (6) project questions and following the directions in NOTE I of this online-questionnaire.

SMPG-This acronym stands for “Strategic Management and Planning Group.”  This identifies the working arm of COIT; the group that deals with the day-to-day activities.

STRATEGIC PLAN – This term may also be used (along with “business plan”) to refer to the plan developed by each department to carry on the business that supports the department’s mission.  Such a plan should include specifics related to the current and future responsibilities of IT; its hardware, software, and personnel.

The following page contains information about the COIT Business Folio and should answer questions

you may have regarding the sequence of events.

Questions?  Call:554-4138
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 EXCEPTION SITUATIONS 
1. What is the process followed by COIT in reviewing the Business Folios?

· The online-questionnaire will be made available to all City/County departments, through e-mail, on a diskette, or on the City-Web Site.  Each department will be supplied with a “Business Folio Return Due Date,” depending on the size and complexity of the department’s annual IT requirements.
· A three-person team of COIT IT experts will review the online-questionnaires and any accompanying documents.  A team member may call your department for additional information and/or clarification of data included in the online-questionnaire or the enclosed documents.
· The COIT Team will select a cross section representation of departments to be involved in interview/discussion sessions.  Each department selected will attend an interview/discussion session in which COIT team members will have an opportunity to question and discuss the projects submitted.  Departments are encouraged to bring personnel who thoroughly understand the projects to the session.
· The COIT team members will prepare recommendations to the COIT Strategic Management and Planning Group (SMPG) for approval or rejection of department projects.  Whenever possible, the COIT Team will assist a department in the gathering of information and the building of a substantive business case to avoid having a project rejected.

· A letter of notification will be sent to each department by the COIT staff identifying the approved projects.
· Projects that are not approved in the letter of notification are open for discussion and compromise between the department and the COIT Team.  Such discussions should be carried on as soon as possible (before recommendations are made to SMPG).  If no compromise can be reached, the department may request to have the project put on the agenda and reviewed by SMPG.

2. How does a department report a Multi-Department project in which it may be participating?
· COIT Staff will contact the proper individual(s) to establish the time and parameters of a presentation that a Multi-Department project team will prepare and present to the COIT Policy Making Body. 

3. How does a department report “Minor” projects?

· Projects less that $30,000 will no longer be reported as part of the Business Folio.
· Such projects are to be submitted during the year on the “Supplemental Project Request” form.  These projects will receive more scrutiny than was previously given to interim project requests or “Minor” projects.



4. When is a project referred to the Policy-Making Body or the SMPG?

· A project is referred to the  Policy-Making Body when:
-It is a Multi-Department project.

-It involves a cost in excess of $5,000,000.

-It is an interesting, dynamic, project requested for review by the Policy-Making Body.

· A project is referred to the SMPG when:

-It involves a cost in excess of $2,000,000.

-A COIT Team member requests a review.

-A department requests a review.
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