
I. Project Identification 
 

 
 
 

 
 
 

 Name Phone Email 
Proposal Submitter    

Agency Head    

Agency IT Director    

Agency CFO    

OPM Budget Analyst    

Project Manager    

Executive Sponsor    

Agency LEAN 
Coordinator 

   

 

 
II. Project Details 

 

A. Project Dates 
 

Proposed Start Date Expected Completion Date Project Duration (months) 
   

 
 

B.   Project Description - Provide a brief high level summary of the project in plain English without technical jargon 
that also includes the purpose and importance of the project. This information will be used for reporting the 
project to the Governor, General Assembly and Connecticut Open Data website. 

 

 

Project Title 

Agency 



C.   Summary 
 

 
 

D. Business Goals. List up to 5 key business goals you have for this project, when (FY) the goal is 
expected to be achieved, and how you will measure achievement, Must have at least one. 
Please use action phrases beginning with a verb to state each goal. Example: "Reduce the 
Permitting process by 50%". In the Expected Result column, please explain what data you will use to 
demonstrate the goal is being achieved and any current metrics. 

 

Business Goal (Action Phase) Target FY for Goal Current Condition Expected Result 
    

    

    

    

    

Summary - Describe the high level summary of what needs to be implemented to complete the project  



E. Technology Goals. From a technical perspective, following the above example, list up to 3 key technology goals 
you have for this project and in which Fiscal Year (FY) the goal is expected to be achieved. Please use action 
phrases beginning with a verb to state each goal. Example: “Improve transaction response time by 10%". 

 

Technology Goal Target FY for Goal Current Condition Expected Result 
    

    

    



F. Priority Alignment. The criteria in this table, in concert with other factors, will be used to determine project 
priorities in the capital funding approval process. Briefly describe how the proposed projects will align with each 
criterion. 

 

Priority Criterion Y/N Explanation 
Is this project aligned with business 
and IT goals of your agency? 

  

Does this project reduce or prevent 
future increases to the agency’s 
operating budget? 

  

Will this project result in shared 
capabilities? 

  

Has the agency performed due 
diligence to determine if a 
solution that is currently being 
used by other state agencies or 
other states can be leveraged? 

  

Is this project being Co-developed 
through participation of multiple 
agencies? 

  



G. Organizational Preparedness. The criteria in this table will be used to determine project implementation capabilities, 
governance and commitment.  

 

Preparedness Criterion Explanation 
Describe the project 
management methodology, 
framework or process be used 
to assure successful delivery 
of the project? 

 

The State encourages agencies to 
consider using an incremental 
value approach for project delivery.  
Please indicate if this approach will 
be utilized and how or why it will 
not be utilized. 
 

 

The State requires an experienced 
project manager be assigned to the 
project. Please explain how the 
agency will meet this requirement. 

 

Explain the key milestones or 
activities that need to be 
completed as part of the project.  

 
 
 

Describe the level of 
commitment that senior 
management will provide to 
the project. 

 

Will, or has, the agency gone 
through a Lean process 
improvement initiative related to 
this project? 

 

How Is the agency prepared for and 
experienced in Vendor 
Management? 

 

Please indicate if the agency has 
provided up to date information on 
the Information Technology Project 
Portfolio and the Information 
Technology Application Portfolio 
SharePoint sites? 

 



Describe what procurement 
vehicles are expected for this 
project such as RFP, use of existing 
state contract, ITB, etc. 

 

How is the agency prepared to 
support this system once 
implemented (post-production 
support)?  Who will host the 
solution? 

 

 
 

H. Project Ramp Up. If capital funds are awarded for this project, how long will it take to ramp up? What are the 
key ramp-up requirements and have any off these already been started? For example, has a project manager 
been identified? Has an RFI been issued? Is a major procurement required such as an RFP? 

 
 

 

I. Post Production Support. Do you have the experienced staff with the proper training to sustain this initiative 
once it’s a production system? Do you anticipate having to hire additional staff to sustain this? What training 
efforts are expected to be needed to maintain this system? 

 

 
 
 

 
 
 
 



J. Financial Estimates. From IT Capital Investment Fund Financial Spreadsheet 
 

Estimated Total 
Development Cost 

Estimated total 
Capital Funding 
Request 

Estimated Annual 
Operating Cost 

One Time Financial 
Benefit 

Recurring Annual 
Financial Benefit 

     
Explanation of Estimates 

 

Assumptions: Please list key assumptions you are using to estimate project development and implementation costs 
 



III. Expanded Business Case 
 
 
 

A. Statutory/Regulatory Mandates. 1) Cite and describe federal and state mandates that this project in intended 
to address. 2) What would be the impact of non-compliance? 

 

 
 
 

 
 
 

B. Primary Beneficiaries.  Who will benefit from this project (citizens, businesses, municipalities, other 
state agencies, staff in your agency, other stakeholders) and in what way?  Please be specific.

 

 
 
 

Important: 

- If you have any questions or need assistance completing the form please contact Jim Hadfield or John Vittner 
- Once you have completed the form and the IT Capital Investment Fund Financial Spreadsheet please e-mail 

them to Jim Hadfield and John Vittner. 
 

John Vittner, (860) 418-6432; John.Vittner@ct.gov 
Jim Hadfield, (860) 418-6438; Jim.Hadfield@ct.gov 

Statutory / Regulatory Mandates: 

Impact of non-compliance: 
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	Project TitleRow1: Timekeeping, Scheduling, and Leave Management Software Solution
	Agency: [Department of Administrative Services]
	NameProposal Submitter: Cindy Butterfield 
	PhoneProposal Submitter: 8605506304
	EmailProposal Submitter: CINDY.BUTTERFIELD@ct.gov
	NameAgency Head: Commissioner Melody Currey
	PhoneAgency Head: 8607135100
	EmailAgency Head: Melody.Currey@ct.gov
	NameAgency IT Director: Mark Raymond
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	Proposed Start DateRow1: 01/01/2018
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	Project Duration monthsRow1: 66
	NameLeanCoor: Cindy Butterfield 
	PhoneLeanCoor: 8605506304
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	PhoneProjectManager: 
	EmailProjectManager: 
	Connecticut Open Data website: DAS seeks to modernize the processes related to timekeeping, scheduling, management of leave requests, FMLA processes and providing front line supervisors, as well as managers, business analytics to allow them to make good decisions and ensure the delivery of services.   Currently State Agencies use a variety of manual and unrelated automated processes for managing complex tasks including scheduling for 24/7 coverage, overtime assignments, FMLA, flex schedules and off site reporting.  These diverse, uncoordinated systems lead to inefficiency in our human resources, errors and a lack of good data to make wise business decisions supporting safety and efficient operations. DAS seeks to acquire funding to implement an off-the-shelf solution to manage processes and to provide business analytics.   These types of solutions have been implemented broadly in both the public and private sector. Implementation would allow staff to spend more time on high level tasks instead of manual lower level tasks, that often reap flawed results. In many State locations the execution of these duties has not changed in several decades although the complexity of the landscape has with the implementation of programs, such as, flex time, bidding of time,  and FMLA.   
	Summary Describe the high level summary of this project in plain English without technical jargonRow1: Over the past two years,  a great deal of preparation work has been completed.   DAS is poised to issue a purchase order to the competitively procured selected system.   The next steps will be the installation of time devices, the vendor performing a business analysis of each location needs, the interface with OSC CORE, and the training of staff with responsibilities for the timekeeping, scheduling, leave, FMLA and data reporting responsibilities as well as the end users of the system.   This will be implemented as Software as a Service. 
	Business Goal Action PhaseRow1: Provide 24/7 operations with a fully automated system to manage scheduling, timekeeping, leave requests, that allows for efficient analysis of needs and acquiring the resources to fill those needs. 
	FY: 
	0: [FY19]
	1: [FY19]
	2: [FY19]
	3: [FY19]
	4: [FY19]
	5: 
	0: 
	0: [FY19]
	1: [Select]



	Current ConditionRow1: Thousands of hours of labor are spent each pay period using manual and unrelated systems, that require constant intervention from highly paid staff to ensure adequate staffing levels, with a high failure rate
	Expected ResultRow1: Timely, efficient and reliable processing of scheduling activities.   Decreasing hours related to these tasks by 50%.
	Business Goal Action PhaseRow2: Timekeeping capabilities that automatically feed time cards, that are sent electronically to CORE for processing.   Reducing hours spent manually entering hours worked into systems and reducing errors.
	Business Goal Action PhaseRow3: A fully automated FMLA system that sends correspondence and allows for real time accounting and evaluation of remaining benefits and appropriate recording of the type of benefits.
	Current ConditionRow3: The processing of FMLA requests and the managing of the leaves is very labor intensive and complex, requiring constant monitoring.  Errors are not found until after the pay period.
	Expected ResultRow3: FMLA will become easier for HR Department's to manage and employees and supervisors will know instantly if leave requests are consistent with the approved leave.  
	Business Goal Action PhaseRow4: Ability for supervisors that do not work the same schedule or location as subordinates to verify time cards they are approving and not to have to wait for third party sign off of time records.
	Current ConditionRow4: Currently supervisors often do not have the same schedule or work in the same location as their employees but must develop systems to verify attendance. 
	Expected ResultRow4: Allows for implementation of programs for other than standard schedules, while ensuring accuracy of records.   Allows for automation of currently manual processes.Reduction in errors and waiting.   
	Business Goal Action PhaseRow5: Access to business analytics for monitoring issues related to staffing, time use and use of resources, at a front line supervisor level.
	Expected ResultRow5: Better decision making and innovation from front line supervisors.   Higher level of engagement and problem solving at the front line level. 
	Current ConditionRow5: Current systems business analytics systems are less likely to be available to front line supervisors for their own assessment and intervention.  
	Business Goal Action PhaseRow8: 
	Current ConditionRow8: 
	Expected ResultRow8: 
	Business Goal Action PhaseRow7: Replacement of automated scheduling systems that currently don't interface with timekeeping or leave modules. 
	Priority: 
	0: [Yes]
	1: [Yes]
	2: [Yes]
	3: [Yes]
	4: 
	0: [Yes]


	ExplanationIs this project reduce or prevent future increases to the agencys operating budget: The annual subscription cost is roughly equivalent to 44 FTEs with fringe benefits in costs supporting 65,000 end user employees.  The results of an ROI indicate an anticipated operational savings of $14M annually after full rollout.
	Explanationhas the agency performed due diligence: Due diligence has been performed and there isn't a system in place that has these capabilities.   
	identified Has an RFI been issued Is a major procurement required such as an RFP: The RFP has been completed and contract negotiations are being completed.   A Project Manager profile has been established and a selection process will commence.  A schedule for the initial phases of roll out has been determined and an Statement of Work has been established.   A return on investment survey has been created and responses from that ROI will assist in securing resources at the independent agency level to participate in the implementation including collecting the business rules, identifying processes, testing and training. 
	Postproductionsupport: We anticipate the need to staff CORE with additional staff to maintain and trouble shoot the interface between the agencies.   The ROI will indicate the FTEs of effort that use the system will alleviate and allow for the transfer of vacant FTEs through attrition from the initial agencies or transfer of positions.  
	Estimated Total Development CostRow1: 25315815
	Assumptions Please list key assumptions you are using to estimate project development and implementation costsRow1: This is an off the shelf solution that requires the vendor complete a Business Analysis of all the business rules for the entire State system to contain costs and minimize rewrites.  This approach causes the majority of the consulting work to stand up this project to be accomplished in the first phase (initial 12-14 months) .   The first phase will also include the majority of work and expenses to be incurred by OSC-CORE.   The interface developed in the first phase will have the effort and expense heavily weighted in Phase 1.  CORE will consume elapsed time and pass to the Kronos system leave accruals.  Kronos has many interfaces with PeopleSoft products.  The implementation will roll out in phases with the initial group of agencies representing the highest users of overtime that have complex 24/7 operations, including DCF, DMHAS, DESPP, DVA and DDS. Subsequent phases will be selected based on the best potential for savings.  The cost for Phase 1, including all the foundation work for the rest of the State, is $15,061,014.  It is assumed that as more users are added during each phase the cost per user license subscription will decrease.  
	Estimated total Capital Funding RequestRow1: 21155812
	Estimated Annual Operating CostRow1: 4400000
	One Time Financial BenefitRow1: 0
	Recurring Annual Financial BenefitRow1: 37281474
	Explanation of EstimatesRow1: The budget for the project is broken down into several different components.   The first set of costs are related to purchasing time devices and the installation of those time devices.  There are three types of consultant costs, including the cost of the vendor's consultants to set up the system for the State of Connecticut's business rules and create the CORE interface, State Project Management and the CORE contracted consultants to ready CORE for the interface and to allow for transfer of information freely between the two systems.   The State Agencies participating in the project will need to secure temporary staffing to assist with the local agency business rules on time and attendance, testing, training,and implementation.  The last component of the expenses is the monthly, on-going license subscription expenses.  Pricing breaks are available for volume discounts.    
	Statutory  Regulatory MandatesRow1: N/A
	Impact of noncomplianceRow1: N/A
	state agencies staff in your agency other stakeholders and in what way: The taxpayers of the State of Connecticut are the beneficiaries.  This is a much more efficient and accurate means of timekeeping and scheduling.   The vast majority of the private sector uses tools such as these because of the desire to be as cost efficient as possible.   The clients served by State Agencies will also benefit by ensured staffing levels that are adequate to meet their needs.  
	ExplanationIs this project aligned with business and IT goals of your agency: This project will standardize activities related to these processes, as well as, increase efficiency and accuracy.   
	ExplanationWill this project result in shared capabilities: The system is to be used Statewide and will potentially include UCONN and the BOR.
	ExplanationIs this project being Codeveloped through participation of multiple agencies: Multiple agencies will be participating. 
	RFPexistingcontractITBetc: 
	0: An RFP has been issued and evaluated.   DAS is in the midst of contract negotiations. 

	Howsupportingonceimplemented: This is vendor hosted solution. 
	Willthisapproachbeutilized: There will be a phased delivery using an iterative approach.   All the business requirements will be collected from all agencies at the commencement of the engagement, as well as designing the CORE API.  Time device installation will occur with Phase 1 agencies.  System testing of business rules will occur. Training of process and end user staff.  Phase 1 will roll out to 10,000 employees.   Phase 2 includes 9,000 employees.   Phase 3 includes 5,000 employees.   Subsequent phases TBD.     
	Describeprojectmethodology: The Project will use an iterative approach with dynamic documentation.  A State Project Director will be assigned.   This is an off the shelf solution, with no customization. The project will include time device installation, the vendor acquiring each agency's business rules, training of both process user and end user staff, and the OSC CORE interface with  a rigorous testing pilot.  There will be a phased roll out to agencies by group. Each phase informing the next.
	Isanexperiencedprojectmanagerassigned: DAS will have an employee with project management experience spearhead the implementation. A desirable applicant will have had experience with the CORE implementation, an understanding of the most complex HR work environments and work rules as well as the ability to manage the physical plant aspects of the project.  
	Explainkeymilestonesoractivities: The milestones will include gathering of business rules, the CORE interface, installation of devices, training of staff, and testing of system.   Although the business rules need to be collected early in the process for all locations at once to ensure the system is set up correctly, the balance of the activities will be occur in a phased approach, following the same path for each phase.   The CORE interface will be rigorously tested for each phase. 
	Levelofcommittmentthatwillbeprovided: The project is supported by the DAS executive team, as well as the executive teams of the using agencies.   
	Hastheagencytriedtoleanthis: The Lean was preformed in November of 2015 in support of this project.   It included participation from DMHAS, DCF, DESPP, DOC, DDS and UCHC, agencies with complex needs.  The benchmarking analysis matched the RFP selected product.  That Lean indicated that thousands of hours were lost each pay period to manual processes between just 2 of the agencies. Process improvements were made in the Good state and implemented.   Implementation of this software is the Great state.   
	HastheagencytriedtoleanthispriortobecomingandITproject: Contract negotiations have allowed for payment based on delivery of milestones. DAS is the agency best suited and most experienced in the area of vendor management. 
	HasuptodateinformationbeenprovidedonITprojectportfolio: Yes.
	Current Condition2: Currently the State uses several methods for reporting time worked that requires manual entry at some point in the process, and it often requires reentry and error checking. 
	Expected Result2: The system will provide an automated match of time worked to schedules. Leave hours will scheduled and automated.  Deviations are easily viewed.Reduction in time card processing hours of 50%
	Business Goal Action PhaseRow6: Introduce an automated solution to many locations that are dependent on manual processes for these activities.  
	Current ConditionRow7: Current systems requires several levels of intervention to make for accurate records being transferred to CORE. 
	Expected ResultRow7: Reduce employee intervention to correct records prior to sending elapsed time to CORE.  
	Expected ResultRow6: Create an automated process to improve efficiencies, that eliminates manual processes.  Reduction in work effort of 50%.  Reduction in administrative effort 10%.
	Current ConditionRow6: There is no automation being used in many State Agencies until the Payroll Clerk enters the employees time for processing by CORE. 


