December 12, 2001

Version 2.0

INSTRUCTIONS

MISSION ELEMENT NEEDS STATEMENT (MENS)

AND

QUICK LOOK ANALYSIS 

BACKGROUND:  The Mission Element Needs Statement (MENS) and Quick Look Analysis is the first step in Information Technology project approval and prioritization for new initiatives at Defense Supply Center, Columbus (DSCC).  

The purpose of this document is to provide the user and DSCC-B with a standard format for documenting and identifying mission deficiencies and/or new processes that appear to be solvable by using Automated Information System (AIS) solutions or hardware purchases.

The document is designed to provide the user (submitter) an opportunity to present their ideas, and for DSCC-B, Directorate of Corporate Information, to determine the size of the project, and to have the necessary data and documentation to prioritize projects. 

PROCESS:  The questions in Section A ask the user (submitter) to describe the current system or process, and the questions in Section B ask the user (submitter) to describe their idea and/or to request a solution.  It is not necessary for the user (submitter) to answer all the questions in these two sections.  It is more important for the user (submitter) to get their thoughts on paper and continue with the process. DSCC-B will appoint a project leader who will lead the effort to complete the Quick Look Analysis and feasibility study outlined in Section C.  

The user (submitter) Directorate forwards paper (hardcopy with signature) and electronic copies of the document to DSCC-B after completing Sections A and B, and coordinating through their directorate and appropriate functional council, if applicable.  The Directorate must assign a champion to work with DSCC-B during the quick look analysis.  The Directorate Champion must be empowered to serve as a technical lead and decision maker for the request. 

The appointed DSCC-B project leader will contact the Directorate Champion, and begin the process to complete the Quick Look Analysis. This team will present the completed MENS to the Program Steering Working Group (PSWG) for their review and approval.  The project will be presented to the Information Technology Program Steering Group (ITPSG) for final approval and priority ranking.  When the project is officially approved, the information on the MENS document is used to begin the development of the project plan.  

Mission Element Needs Statement (MENS)

	MENS Number:
	MENS-YY-XX

{Input by DSCC-B}
	Date Received by DSCC-B:
	DD MM YYYY

{Input by DSCC-B }

	Summary Information: MENS Sections A & B

{Completed by the user/submitter}

	General Information

	Project Name
	     {Type name, define all acronyms}

	Directorate Champion:
	     {Type name}

	Office Symbol:
	     {Type office symbol}

	Directorate Submitter’s Signature & Date

{Signed by Director or Deputy Director}
	[image: image1.wmf]DSCC Costs when Initiative is Implemented

Costs to  Implement Your Initiative 

Cost Element

2002

2003

2004

2005

2006

2007

Total

Project Development Costs (by LCM Level)

-

             

 

Concept/Proj Oversight

-

             

 

Requirements

-

             

 

Design

-

             

 

Development

-

             

 

System readiness

-

             

 

Implementation

-

             

 

Equipment

-

             

 

Purchased Software

-

             

 

ADP Hardware

-

             

 

Telecommunications

-

             

 

Other (please specify)

-

             

 

Contractual Services and Supplies (specify)

-

             

 

Other, if needed (specify)

-

             

 

Total

-

           

 

-

           

 

-

           

 

-

           

 

-

           

 

-

           

 

-

             

 

Present Value (Discounted) Total

-

           

 

-

           

 

-

           

 

-

           

 

-

           

 

-

           

 

-

             

 

@ Discount Rate of

3.2%

Discount Base Year

2002

Operating/Acquisition Costs --  DSCC's costs 

after Initiative is Implemented

{Do not duplicate any costs already covered in the table just above}

Cost Element (describe below).                   

Example descriptions provided below

2002

2003

2004

2005

2006

2007

Total

Labor

-

             

 

Material

Contracts 

Maintenance

…

-

             

 

Total

-

           

 

-

           

 

-

           

 

-

           

 

-

           

 

-

           

 

-

             

 

Present Value (Discounted) Total

-

           

 

-

           

 

-

           

 

-

           

 

-

           

 

-

           

 

-

             

 

@ Discount Rate of

3.2%

Discount Base Year

2002

Grand Total

-

           

 

-

           

 

-

           

 

-

           

 

-

           

 

-

           

 

-

             

 

Present Value (Discounted) Grand Total

-

           

 

-

           

 

-

           

 

-

           

 

-

           

 

-

           

 

-

             

 

[image: image2.wmf]MENS #/Proposal Title

MENS-yy-##/Project Title

Project Manager

John Doe, DSCC-BB

Customer(s)

DSCC-A

Baseline Operating/Acquisition Costs --  DSCC's Costs When Initiative is 

NOT

 Implemented 

Cost Element (describe below).                   

Example descriptions provided below

2002

2003

2004

2005

2006

2007

Total

Labor

-

             

 

Material

Contracts 

Maintenance

…

Total

-

           

 

-

           

 

-

           

 

-

           

 

-

           

 

-

           

 

-

             

 

Present Value (Discounted) Total

-

           

 

-

           

 

-

           

 

-

           

 

-

           

 

-

           

 

-

             

 

@ Discount Rate of

3.2%

Discount Base Year

2002

{Note:  Discount rate provided in DLAI 7041.1, Economic Analysis.}

{Signature}                              

Typed or Printed Name                                     Date



	Description of Request

	Summary of Proposed Project:                           

{Briefly describe, in 2-3 sentences, the requirement.  This should clearly describe the purpose of the effort in layman’s terms; define all acronyms.}


	Summary Information: MENS Sections C

{Completed by the DSCC-B with assistance from user/submitter}

	Receipt and Acceptance

	Date Received by DSCC-B:
	     

	DSCC-B Project Lead:
	     

	DSCC-B Project Lead’s Office Symbol:
	     

	Suspense Date--MENS Section C:
	     

	PSWG Chairperson’s Signature & Date

{Signed by DSCC-B Director/Deputy Director}
	[image: image3.wmf]Calculation of Value Created for Stakeholders, Net Present Value (NPV)

Government Fiscal Year

2002

2003

2004

2005

2006

2007

Total

A. Present Value of Costs When Initiative is 

Implemented

-

                 

 

-

           

 

-

           

 

-

           

 

-

           

 

-

           

 

-

             

 

B. Present Value of Baseline Costs -- No Initiative

-

                 

 

-

           

 

-

           

 

-

           

 

-

           

 

-

           

 

-

             

 

Net Impact on DSCC Funding      (B minus A)

-

                 

 

-

           

 

-

           

 

-

           

 

-

           

 

-

           

 

-

             

 

C. Marginal Investment

-

                 

 

-

           

 

-

           

 

-

           

 

-

           

 

-

           

 

-

             

 

D. Marginal Benefits

-

                 

 

-

           

 

-

           

 

-

           

 

-

           

 

-

           

 

-

             

 

E.  Cumulative Benefit - Cumulative Investment

-

                 

 

-

           

 

-

           

 

-

           

 

-

           

 

-

           

 

-

             

 

Value Created for Stakeholders

NPV

 (Total D minus Total C)

-

             

 

                              

Signature                                                           Date

	Summary of Quick Look Analysis

	Value Created for Stakeholders:

{MENS, Sec C, Table 1--Recommended Alternative}
	$     

	Representative check appropriate box and initial. (YES = Approval, NO = Disapproval)  

	DSCC-BB  Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 

	Information Assurance   Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 


	Directorate Champion (User/Submitter)  Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 



	Final Review—PSWG & ITPSG

	Representative check appropriate box and initial. (YES = Approval, NO = Disapproval, NA = Not Applicable)

	DSCC-BD  Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 

	DSCC-BE  Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 

	DSCC-BP  Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 


	For PSWG Chairperson’s (DSCC-B) Use:   FORMCHECKBOX 
Approved   FORMCHECKBOX 
Disapproved  FORMCHECKBOX 
Cancelled

	PWSG Chairperson’s Signature:
	Date:

	For ITPSG Chairperson’s (DSCC-DD) Use:   FORMCHECKBOX 
Approved   FORMCHECKBOX 
Disapproved  FORMCHECKBOX 
Cancelled

	ITPSG Chairperson’s Signature:
	Date:


User/Submitter completes Sections A & B

A.  CURRENT SYSTEM/PROCESS:

1. Provide a brief narrative of existing system/process.

2. Identify the users of the current system/process.

3. Identify the current system interfaces.

4. List any security requirements with the current system/process.

5. List all or any available reference documents on the current system/process.

6. Describe the problem with the current system/process and its impact.

7. Identify required delivery date.  Please justify.

B.  PROPOSED SOLUTION:

1. Describe the proposed change or recommendation.

2. Describe how your proposed solution will improve the current procedure.  Does it automate manual workload or improve productivity?

3. Estimate anticipated savings.  Savings may be in dollars or manhours.  List both quantifiable and non-quantifiable benefits.
DSCC-B, in coordination with the user, will complete Section C:

C. QUICK LOOK ANALYSIS:
1. Project Management Approach

a. Identify required staff to complete the project.

(1) Assign the responsibility either to DSCC-BD, DSCC-BP, DSCC-BE or to DSCC-BB.

(2) Assign a Project Leader to lead the completion of the Quick Look Analysis.

(3) Assign a Development Team member(s) who can assist with the Quick Look Analysis.

(4) Communicate and coordinate with the user’s Directorate Champion.

b. Determine Top Level Requirements and Project Scope.

c. Identify Technical Solutions and any existing alternatives that will satisfy the user’s needs.

d. Estimate the Project Complexity. 

(1) Determine Development Architecture

(2) Determine Database Architecture

(3) Determine Scalability

(4) Identify Alternatives

(5) Identify System Interfaces of the alternatives.

e. Determine Estimated Duration.  Use the project Life Cycle Management (LCM) schedule template, first level WBS, located in the project library file as a guide

f. Define System Criticality and the acceptable risk for the system in meeting the mission responsibilities.  Identify if the system is mission critical, mission support, or administrative.  Identify the length of time this application could be unavailable before mission failure, and identify what old/manual processes still exist.

g. Complete the Benefit Cost Analysis with assistance from DSCC-BB.  Use the format provided in Table 1, and document the assumptions used in formulating the business case analysis.

h. Determine the System Development approach.  Describe whether the development will be organic or contractor development. 

i. Confirm Budget.

j. Identify other projects impacted.  Determine if the resources for this new initiative are in direct competition for the same resources being utilized on top priority initiatives.

k. Report outcome to Division Chief and PSWG, and obtain signatures.

Table 1

Paste results from MS Excel spreadsheet:


Prepare the above for every alternative evaluated.  Recommended alternative should be identified in paragraph C 1.k.

The following data is used to calculate the values in Table 1.  




