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Mission Statement
The Mission of the BDD is to create a collaborative environment, sharing our knowledge & skills, to deliver timely and efficient business solutions to the agencies and the State.  
Accomplishing our mission requires sufficient and properly trained professional staff with access to standard information technology principles and practices, working with the business community through collaborative meetings and forums, and our individual commitment to the success of our Department and the State. 
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DOIT Business Development Divisions
There are three Business Development Divisions (BBD) within DOIT.  Their goal is to create and foster a collaborative environment where knowledge and skills are shared to facilitate efficient and timely delivery of innovative IT services to the agencies and the State.  Each is a fusion of three essential service roles:
· To work in partnership with the agencies to help meet short term and day to day requirements - from procurement processing to service needs
· To meet the agencies’ long term needs, including identifying and helping to develop new applications to solve business problems.  
· To promote further synergy and leveraging across agencies
Each business division consists of groups of agencies with common business needs.  This approach enables staff to develop expertise on the business needs within similar agencies and identify and leverage solutions within each group, helping these agencies to employ their financial and staffing resources more effectively.

The BDDs augment the talent within the agencies and are an important conduit through which our relationships with client agencies are strengthened.  DOIT IT managers work with and manage IT staff, instill best practices for technology development, and ensure DOIT’s technology strategy is aligned with business objectives. 

The BBDs support a total of six units  – Regulatory, General Government, Healthcare/Human Services, Education, Safety/Judicial, and Government Administration. 

Upon the arrival of new staff, each agency within the units will be serviced by an IT manager, either exclusively assigned to the agency or a shared manager who will assist with multiple agencies.  Major project initiatives, such as the Connecticut Education Network (CEN) and the Criminal Justice Information System (CJIS) will be managed within these units.  In addition, ‘Portal e-Business’ will promote e-government solutions across the state, establish standards to more effectively integrate information and promote a common look and feel for online state publications. 
DOIT BDD IT Manager role and responsibilities
DOIT IT managers work within the three BDDs and 
oversee existing agency IT staff.  They are the primary point of contact between DOIT and the agency for all IT issues affecting their agency. They oversee application development efforts and provide application developer support where necessary with five major objectives in mind:
· Provide cost-effective technology solutions to agency business problems 

· Leverage solutions across the State of Connecticut resulting in cost savings and standardization
· Ensure IT standards are consistently applied
· Implement IT practices across the State, especially the SDM and IT controls
· Manage consultant costs

· 
DOIT IT Managers work at the agency site to support their IT needs and ensure provided services are adding value.  Their presence puts them in an environment where they are better able to understand the agency’s business issues, can help to integrate business and IT strategies, and can articulate the business needs of the agency to DOIT in priority order. Their presence also gives them the ability to assist with procurement requests. 

DOIT IT Managers attend regular meetings at DOIT so that they can frame technology issues, help formulate DOIT responses and articulates these to their assigned agency. They also:
· Assist the Agency in managing IT expenses, and where applicable, in managing the agency's IT resources (staff and hardware/software)

· Assist the Agency in ensuring sizable ROI for IT spending

· Connect DOIT staff with appropriate business opportunities in the Agency

· match the right DOIT services to the customer needs

· educate the customer

· guide the customer to do what makes sense

· Act as the Agency area's advocate

· Deliver a consistent message to the Agency about IT strategies

· Assist DOIT by ensuring standards are applied by the Agency

· Assist the State of Connecticut by leveraging information and opportunities across the state through DOIT staff and Agency Staff 

Agency IT Manager role and responsibilities
The Agency IT Manager handles agency IT needs and is DOIT's primary point of contact. He/she works to develop a close and effective customer relationship with the agency to better understand and identify their business and technical needs, and to recommend IT solutions that offer value and are cost effective.  
The Agency IT Manager, moving toward true collaboration, assists DOIT in developing the best IT solutions for the agency.  Their goal is to establish and constantly improve Customer Relationship Management, further IT/Business communication, and measure performance.
Agency IT Managers offer long-term value to the agencies they support, and to the State of Connecticut by assisting with business and IT planning, project management, application development, RFP development, evaluation, and managing project implementation schedules and costs.  They work initially with agency managers and directors on current issues and projects providing accountability for the IT Manager, resulting in their ability to better track responsiveness and work load management.  All of the business and technical needs/requirements are communicated to DOIT who collaborates with the IT Manager and Agency. 


The composite picture of agency needs is critical to DOIT decisions in standard development, purchasing, and prioritizing resources.  The Agency IT Manager develops cost benefit analysis to show the benefits of consolidating and standardizing by improving efficiencies of scale.  They 
are responsible for a collaborative and symbiotic relationship with agencies, and should act with discretion to attenuate or avoid any potential negative situations.
The business bond between the DOIT IT Manager and the agency IT manager achieves value through:
· Agility – ability to respond to legislative and administrative changes

· Clarity of focus – continual refresh of where and when to invest resources, assessment of value, tradeoffs

· Clear communications between DOIT and the Agency

· Clear communications within DOIT

· Increased awareness – educating business partners

· Improve Public Relations – publish IT success (e.g. strategic plan, quarterly)
Working with managers, DOIT will help to improve the delivery of solutions. 

Good faith efforts will be made by BDD directors and managers to hire or promote affirmative action goal candidates as opportunities arise and to encourage sound affirmative action and diversity principles within the agency.  
BDD directors and managers shall educate and manage staff to comply with all ethical rules.
Organization
· 




Business Development: Healthcare & Human Services and Education (Steve Casey, Director)
Healthcare & Human Service Agencies 

	Child Advocate

	Children and Families

	Deaf and Hearing Impaired

	Education and Services for the Blind

	Health Care Access

	Medical Examiner

	Mental Health and Addiction Services

	Mental Retardation

	Psychiatric Security Review Board

	Public Health

	Social Services

	Soldiers', Sailors' and Marines' Fund

	UConn Health

	Veterans' Affairs


Education Agencies 

	Community Tech Colleges

	CSU

	Education

	Education Services for the Blind

	Higher Education, Department of 

	State Library

	Teachers' Retirement Board

	UConn


Enterprise Programs 

HIPAA Program Office
Connecticut Education Network
Business Development: Safety & Judicial and General Government (Charlie Dew, Director)
Safety & Judicial Agencies

	Children’s Trust Fund

	Correction (including Parole and Pardons)

	Criminal Justice

	Emergency Management and Homeland Security

	Environmental Protection

	Environmental Quality, Council on

	Fire Prevention and Control

	Firearms Permit Examiners

	Judicial

	Marshal Commission, State

	Military

	Motor Vehicles

	Police Officer Standards and Training Council

	Properties Review Board

	Public Defender Services Commission

	Public Safety

	Public Works

	Transportation

	Victims' Advocate


General Government Agencies 

	Agricultural Experiment Station

	Agriculture 

	Comptroller

	Culture and Tourism, Commission on 

	Economic & Community Development

	Insurance and Risk Management

	Revenue Services

	Special Revenue

	Treasurer


Enterprise Programs 

Criminal Justice Information System (CJIS)
Core-CT
Geo-Spatial (GIS)

Business Development: Regulatory & Government Administration (Chuck Hoadley, Director)
Regulatory Agencies

	Banking

	Consumer Counsel, Office of

	Consumer Protection

	Gaming Policy Board

	Human Rights and Opportunities

	Insurance

	Labor

	Managed Care Ombudsman, Office of 

	Protection & Advocacy for Persons with Disabilities

	Public Utilities

	Siting Council

	Workers Compensation


Government Administration Agencies 

	Administrative Services

	Accountancy

	Attorney General

	Auditor Of Public Accounts 

	Claims Commissioner

	Elections Enforcement

	Ethics

	Freedom of Information

	Governor

	Information Technology

	Insurance and Risk Management Board

	Legislative Management

	Lt. Governor

	Policy and Management

	Secretary of State

	Workforce Competitiveness


Enterprise Programs 

Portal e-Business
Procedures
The BDD directors and managers work in a collaborative effort with agency business sponsors and other IT directors and managers to identify business needs and develop technological solutions.  
Agency IT managers should improve communications between necessary parties and get the appropriate people to discuss projects and issues. Large meetings are usually not the most effective method to understand projects and issues. 

The BDD directors and managers need to work effectively with the directors and managers of: 

· Network, and Desktop Services (NDS),

· Operations (Ops), 

· Architecture and Standards (ASD), 

· Administration, and

· Program Management Office (PMO).

As the PMO develops and publishes tools for easy and effective access to services, BDD directors and managers should 

· become familiar with PMO methods and tools, 

· utilize PMO methodology,
· utilize the Tool Box,
· utilize training and mentoring opportunities for DOIT and agency staff,
· assist with the agency portfolio, and

· assist the PMO in the prioritization of projects.

Systems and Templates
DOIT Toolbox 

The DOIT Toolbox is an online reference  for DOIT Employees.  DOIT employees can access new DOIT procedures as they are formulated and rolled out. This page is a resource for IT managers as DOIT continues to work on process improvements that add value to the services DOIT provides to its customers.  To access the site click on:

http://www.ct.gov/insidedoit/cwp/view.asp?a=935&q=299382&insidedoitNav=|&insidedoitNav=|
As of the latest version it included 

· Escalation Procedure 

· Who to Contact on Products and Services
· Agency Liaison Assignment List
Service Requests

To access service requests from DOIT, please go to:   http://www.ct.gov/doitservices/cwp/view.asp?a=1200&q=257978
These include

Internal Forms (for DOIT employees only) 
Planning Forms
	Project Profile Template (130kb) 

Project Profile Instructions (114kb)
	Word
	The Project Profile initiates every project. This form allows agencies to define their business needs to facilitate approval of each project.

	Network

	CEN Installation Request 
(Internal Use Only - Login Required)
	HTML
	Request move/change to existing circuit/router or new installation of circuit/router within the CT Educ. Network

	DOIT Installation Request
(Internal Use Only - Login Required)
	HTML
	Request move/change to existing circuit/router or new installation of circuit/router within the DOIT Network.

	VPN/RNAS Access Request
	HTML
	Request remote access to the DOIT network via VPN/RNAS.

	Access Request
	HTML
	Request additional access to and from specific existing IP addresses.

	FTP Access Request
	HTML
	Request to get FTP access to and from existing IP addresses.

	IP Address Request
	HTML
	Request new IP address.

	Circuit/Router Request
	HTML
	Request move/change to existing circuit/router or new installation of circuit/router within the DOIT network.

	Printer Request
	HTML 
	Request add/change/delete to Printers.

	Mainframe VTAM Request
	HTML
	Request mainframe VTAM changes.

	Switch Port Request

HYPERLINK "http://eww.catalog.state.ct.us/Forms/ENS/circrouter.htm"
http://eww.catalog.state.ct.us/Forms/ENS/circrouter.htm
	HTML
	Request modification to a switch port.

	Help Desk

	Report a Problem
	HTML
	Submit a Problem to the Help Desk.

	Impact Request
	HTML
	Request Access to Impact.

	LAN Support

	Change Request 
	HTML
	Submit a Move/Add/Change request.

	Technical Support 

	CA-SPOOL Printer
	HTML
	Request to change or add to CA-SPOOL printer.

	CICS File Description
	HTML
	Request to Add CICS Resources.

	CICS DADS Batch Interface Class
	HTML
	Request to Add CICS Resources.

	CICS Program/Transaction/Mapset
	HTML
	Request to Add CICS Resources.


	Internet Services 
	
	

	Public FTP Server Account Request 
	
	


Help Desk – Impact System
The DOIT Help Desk uses Impact to receive, manage, resolve and report problems. This centralized repository is reviewed regularly for trending analysis so that proactive steps can be taken to eliminate future problems and issues. 
The system can be accessed by going to the Client Services Web Site at: 
http://www.ct.gov/doitservices/site/default.asp  and click on “log in” at the bottom left of the screen.  You will then need to enter your user ID and password. If you need these, please contact your director. The business owner is Mauro Carducci. You will need the problem ticket number for tracking purposes.   
Project Profiles 

The Project Profile initiates every project.  This form allows agencies to define their business needs to facilitate approval of each project.  Project Profiles are completed by agency IT managers or liaisons and submitted to the Director of the Program Management Office, Peter Sullivan, with a cc to Lee Verrone and the IT Manager’s Director. The PMO  reviews and distributes the profiles at twice weekly meetings..  The directors and their teams may ask pertinent questions and if the answers are acceptable, profiles are approved..  For the template and instructions please click on: http://www.ct.gov/doitservices/cwp/view.asp?a=1200&q=257978
They are stored in proposed and approved versions (with other pertinent documentation) on the group drive at DOIT found under G:\DOIT Agency\DOIT-SHARED-Liaisons\Individual Agency Files -  CURRENT\<Agency>\<Agency initials Year\Projects\
Project Monitoring Application

All projects reviewed by DOIT are entered into the Project Tracking System to inventory projects, generating project numbers and issue management.  This system will soon be retired and replaced.  The tracking system is a shared MS Access database on the G Drive under G:\DOIT Agency\DOIT-SHARED-Liaisons/Tracking DB/PMO PT/ Production.  This application was used to track the status of projects through each stage of the project deliverables and milestones.  A User ID and Password are required to access the system.  Please contact Steve Casey (steve.casey@ct.gov or 860-622-2489) if you need access.
DOIT Contracts and Procurement Paperless System (DCP2S) 
The DCP2S allows for initiating, processing, approving, tracking and reporting of all IT requisitions prior to the issuance of the Purchase Order.  To enter, click on http://eww.cdpdoit-10.state.ct.us/ , enter your User Name and Password and then click Log In. Agencies can use this for internal procurement processes also.  An agency administrator can be assigned to manage IDs and passwords.  The Chief Administration Officer (CAO) owns this system.  Vinnie Morris is the administrator.
Scope, Analysis and Recommendation (SAR) 

The purpose of this document is to ask questions that relate to specific information provided in the Project Profile when DOIT Services will be needed. These questions are an integral part of the SAR process and allows DOIT to make determinations on how to most effectively provide the services required for this project.  

All of the questions may not need to be answered, but DOIT requests that IT Managers provide as much information as possible.  When answering these questions, please select all responses that apply. In addition, if there are other documents such as a system overview diagram or network diagram, they may be included as well. 

DOIT uses the information in this questionnaire to determine any costs that may be associated in providing support and maintenance for the application/system in question.  If, requirements change by the time the application/system goes into production, the costs may also change accordingly.  In order to prevent this from happening, it is best to fill out this questionnaire as accurately as possible for the production application/system.
There is a SAR for Hosting Services and both Application Development and Hosting Services. (See attached)
Memorandum of Understandings (MOUs) and Service Level Agreements (SLAs)
Much of DOIT funding comes from the Revolving Fund for which most DOIT services are paid for by agencies through rates or dedicated charges.  A rate is established in conjunction with OPM (e.g. mainframe CPUs), dedicated charges are agreed upon costs between agencies and DOIT. 

MOU and SLA templates are available on the shared Outlook under “Public Folders.”  A checklist of the major steps in the MOU process is also on the shared G drive/Customer Relations Division/Liaisons/Procedures and forms/MOU and SLAs/MOU Checklist.  Please contact Steve Casey (steve.casey@ct.gov or 860-622-2489) if you need assistance. 

MOUs and SLAs are drafted by IT managers with input by product and service owners, especially for estimated costs.  After acceptance of the owners and agency, the draft MOU and SLA is sent to BDD Director, Steve Casey, for review.  He then forwards it to Agency Counsel, Gus Cavallari, for legal review and distribution to the directors.  The process allows for a five day review.  Upon the deadline if there are no issues, or at a later point upon resolution of issues, Casey presents two hard copies for review and approval by the CIO.  Casey then returns it to the IT Manager who presents it to the Agency Commissioner and returns one copy to Administration.  
The agency should keep one signed original and return the other to the MOU originator who shall send the original to Gus Cavallari, a copy to Mark Smith, Ashley Russell,  Frank Arute, all the impacted owners of the products and services and retain as many copies as necessary for their own distribution.
It is the responsibility of the MOU originator to ensure that billing information is given to Frank Arute in fiscal services in a timely manner.  Otherwise no billing will be generated and the work will not be compensated appropriately.
Rates for many DOIT products and services are in development and will not require MOUs and SLAs.  The PMO has drafted processes and will be assuming responsibility for the process.





Issue Management 
An issue can be one of two things:  1.) a service request that has not been resolved within a reasonable amount of time or  2.) an urgent matter that needs to be brought to the attention of the Directors.  Before something is escalated to an issue, two things need to happen
· If it is an outstanding service request, the IT Manager should communicate with the product/service owner and let them know that there is a possibility the service request will need to be escalated, OR
· The BDD Director needs to be in agreement that the information in question really is an issue.

CoreCT Time and Labor Self Service
Time & Labor Self Service allows employees to enter their own time into Core-CT.

· Employees access Core-CT via their own login and password 

· Employees enter their time on an exception basis

· Exception time reporting:  only report changes/updates to your scheduled time

· Employees view their leave accrual balances on their online time entry page

· Leave balances displayed on the Weekly Elapsed Time page are not updated real time (They are done overnight)

Most DOIT employees use the CoreCT Time and Labor system for time entry.  To read more about Self-Service, you are welcome to go to the Core-CT Home Page:  http://www.core-ct.state.ct.us/ and the Core-CT 
User Training Home Page at http://www.core-ct.state.ct.us/user/training/  .

To Request time off
· Go to Outlook/Calendar

· Make Appointment for the time period you will be away

· In Subject line: Write Time Off Code, Name, Time (e.g. Vacation Bryant 4 hours 12-4)

· Click on the “Show time as” dropdown and choose “Free.” Click all day event if you will be gone for the full day

· Hit “Scheduling” Tab and invite Supervisor and Send 

· He or she will reply and accept or reject

· Change to “Busy” if all day or add new appointment to block out the time as “Busy”
If you do not have Outlook, email your supervisor.
