
  

FY 2019-20 COIT Budget Process Overview 
 

 
  Stage 1 

Intake 
Stage 2 
Dept Interviews 

Stage 3 
Budget Hearings 

Timeline  December - February  February - March  March-April 

Objective  Identify Projects  Analysis  Develop Recommendations 

Tools  SharePoint (link)  Scoring Rubric  Member Scoring Form 

Partners  --  - Mayor’s Budget Office 
- Dept of Technology 

- B&P Subcommittee  
- COIT Members 

Evaluating the Business Case 
Each project is analyzed under the following criteria before further consideration: 

- Problem Definition - What is the problem that needs to be solved? 

- Strategic Alignment & Project Benefits - How will this project support City priorities? 

- Development Plan & Change Management - What is the Department’s plan to ensure 
success? 

- Architecture Review - How have technical considerations been incorporated into the 
project plan? 

- Department Capacity - Is the department ready to execute the project plan?  

Information on all projects is collected via the COIT Budget & Performance SharePoint site and 
in-person interviews. Projects are scored via a standard rubric with the criteria listed above, 
including also regulatory requirements and any financial match by the department.  

Key Change to COIT Budget Intake Forms 

Previously, the COIT intake form treated all projects equally. It was a one-size fits all approach. 
However because projects have different objectives and often are at different stages in the 
Project Lifecycle, many of the fields were not useful. The updated COIT forms better reflect 
relevant information per stage. 
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https://sfgov1.sharepoint.com/sites/ADM-COIT/SitePages/COITBudgetPerformanceSystem.aspx


 

Budget Intake Paths 

 
Typically, COIT receives around 80 project requests in a non-ICT Plan year, and about 120 in an 
ICT Plan year. The range of requests varies widely, and as a consequence the type of information 
we collect should differ. 

The blue boxes in the flow chart above illustrate the locations where collection of different 
information is required. There are 5 total budget forms. 
 
COIT Budget Forms Overview 
 

Budget Form:  Basic  Operations 1  Operations 2  Residents 1  Residents 2 

Total Number 
of Questions: 

22  34 (+12)  47 (+25)  46 (+14)  51 (+29) 

Audience:  Enterprise Dept 
NGF Projects 
GF Projects 

General Fund Requests ONLY 
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FY 2020-21 PROPOSED BUDGET FORM 

Section 1: Project Overview  Op1 Op2 Res2 Res2 

1. Project Title  x x x x 

2. Department  x x x x 

3. Executive Sponsor x x x x 

4. Product Owner / Business Lead  x x x x 

5. Project Manager  x x x x 

6. Is General Fund support needed from the COIT 
Allocation? [Y/N] 

x x x x 

 

Section 2: Project Details  Op1 Op2 Res2 Res2 

7. Using layman terms, what is the objective of this project 
including short-term and long-term outcomes?  
[Open Text] 

x x x x 

8. Is this your Department’s highest priority project? [Y/N] x x x x 

9. Will the proposed project provide resident facing 
services? [Y/N] 

x x x x 

10. What type of request? [4 option dropdown]  x x x x 

11. Choose Theme [9 options dropdown]  x x x x 

12. Select which ICT Strategic Goal the technology project 
most supports. [4 option dropdown] 

x x x x 

13. How would the proposed project support citywide 
strategic goals? [Open Text] 

x x x x 

14. Please identify any specific Department strategic goals 
or objectives this project is aligned with? [Open Text] 

x x x x 

15. Have you consulted with Department of Technology 
staff about project requirements? [Y/N] 

x x x x 
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Section 3: Funding Requirements   Op1 Op2 Res2 Res2 

16. What stage in the project lifecycle are you in? [3 option 
dropdown] 

x x x x 

17. Project Timeline. [FY Start/End] x x x x 

18. Five year Costs and GF budget requests for COIT 
funding. 

x x x x 

19. FTEs: What are the existing and new FTEs (0.1 decimal) 
and their classifications? 

x x x x 

20. Anticipated annual ongoing maintenance and support 
costs. 

x x x x 

21. What are the consequences of not doing this project? 
[Open Text] 

x x x x 

22. If you would like to provide any additional justifications, 
please describe below. [Open Text} 

x x x x 

 

Section 4: Business Justification  Op1 Op2 Res2 Res2 

23. What is the problem you are trying to solve? (descriptive 
only) [Open Text] 

x x x x 

24. Please provide the most significant quantitative metrics 
that illustrate the problem (s) [Open Text] 

x x x x 

25. What will be the scale of impact once implemented? [3 
options] 

 x  x 

26. Have you conducted any user research? [Y/N]    x x x 

27. Have you mapped out the current business process? 
[Y/N] 

x x x x 

28. Will the planned technology be a critical system for 
department operations?  [Y/N} 

Definition: A critical system is essential to the continued 
function of your department, even in the event of an 
emergency. When it fails or is interrupted, business 
operations would be significantly impacted. 

x x x x 

29. Are other departments potentially interested in using 
your technology? [Y/N]  

 x  x 
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30. Does your department require resources for a planning 
and scoping phase, separate from product development ? 

x  x  

31. If available, would you be interested in additional support 
to help conduct user research and business mapping if 
available? 

   x 

32. Matching Funds : In order to support a wider range of 
projects, COIT encourages departments to help pay for a 
portion of total project costs. How much of the total 
project costs is your department willing to support and 
what are the sources?  

x x x x 

 

Section 5: Project Planning  Op1 Op2 Res2 Res2 

33. Describe how you plan to evaluate technology solutions 
before initiating procurement and design of the new 
system? [Open Text] 

 x  x 

34. With what you know now, what alternatives are there to 
address the problem? [Open Text] 

x x x x 

35. How do other departments inside the City address this 
problem? Please also identify any agency you plan to talk 
to. [Open Text] 

x x x x 

36. How do organizations outside the City address this 
problem? Please also identify any organization you plan 
to talk to.  [Open Text] 

x x x x 

37. Please select and share details on the groups of people 
who will participate in user research. [4 options] 

  x x 

38. Describe where and when  you anticipate user research 
will be conducted. [Open Text] 

   x 

39. Does your user-testing plan include people with 
disabilities? [Y/N]  

   x 

40. Do you plan to build or purchase prototypes to test 
potential solutions? [Y/N] 

x x x x 

41. [If NO] Should resources be available, would you be 
interested in getting assistance to develop and evaluate 
prototypes before initiating final design and 
procurement? 

 x  x 

42. Based on your initial assessment, please identify the 
primary efficiencies you expect to gain. [8 options] 

x x x x 
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43. Describe how you will measure the efficiency gains / 
financial savings. [Open Text]  

 x  x 

44. Once implemented, what are the anticipated financial 
savings relative to the current system/process? 

 x  x 

45. What is the project management methodology?  
[3 Options] 

 x  x 

46. Describe your plans to account for equity and 
accessibility impacts. [Open Text] 

 x  x 

47. What are some potential risks or issues that may impact 
the successful implementation of this project? [Open 
Text] 

 x  x 

 

Section 6: Risk Profile  Op1 Op2 Res2 Res2 

48. Is this project needed to meet a new legal requirement? If 
yes, please explain. [Y/N] 

x x x x 

49. Identify the highest classification of data that your 
system will contain. Please refer to the  City’s Data 
Classification Standard for details on each level. 

 x  x 

50. Will your system have any of the following data types?  
[8 options]  

 x  x 

51. What’s the expected life of the system? [Open Text]  x  x 

52. What’s the anticipated upgrade cycle and cost?   x  x 
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