Data Collection Procedures for Cost Data Integrity Project

A. Purpose – In order to ensure high quality data in this project, it will be necessary to follow a standard set of procedures. The goal is to make sure that sufficient detail cost data is captured to gain a solid understanding of root cause issues that are creating distortions in the Project Management System. Since the Project Management System is a stand-alone application, it does not represent the primary source for much of the data. Where practical, the sampling of data should “go around” the Project Management System and go directly to the related sources of the cost data. 
1. Data Needed – All actual costs data incurred on IT developmental projects. 

2. Data Usage – Compare this data against the actual costs that are getting reporting in the Project Management System. Determine the accuracy level and where major errors are found, develop and implement solutions to reduce the errors.  

B. Types of Data

1. Labor Costs – Includes all employees of the agency that charge time directly to an IT investment.  

2. Expenses – Includes all non-direct labor costs associated with an IT investment. Expense entries include:

i. Voucher Payables – Contract personnel, suppliers, and other vendors

ii. Employee Expenses – Employees submit expense statements for reimbursements due to travel and training

iii. Credit Card Expenses – Various projects may have procurement credit cards which allow small purchases for supplies, food, and other items the project may need. 

C. Source Systems

1. Financial Reporting System (General Ledger) – All expenses will be sampled from this system since this represents the source system for payment of all expense entries.

2. Project Management System – All direct labor costs are entered directly into the Project Management System. There is no other source system involved with labor costs on a project by project basis. Additionally, the Financial Reporting System does not capture any detail labor cost records and access to the direct payroll files is restricted to System Administrative personnel.  
D. Sampling Rules to Follow
1. Where practical, select all developmental projects in the IT portfolio. As of August 1, 2007, the complete listing of developmental project numbers is:

	Project ID

	D001139HT03

	D001196QC02

	D001893SG01

	D002743LB02

	D002784NC01

	D002784NC02

	D002889YL02

	D002965YL02

	D002977BA01

	D002981BR02

	D003671MT03

	D006122YV02

	D007566MJ03

	D008632JS02

	D008763VM01

	D009441GS02

	D018322HE01

	M005912LQ02

	M005912LQ03


2. Since most cost data is captured and processed on a monthly basis, one-full month should be selected for data analysis. The period January 2007 will be considered the baseline period for sampling data since this period falls in the current annual reporting period and all source documents should be fully filed and processed as of the review date. 

i. Automated Extracts for Labor Costs – System Administrators will be used to pull labor costs from the Project Management System. They can easily design custom reports to extract and test data. 

ii. Automated Extracts for Expenses – Expenses will be extracted directly from the Financial Reporting System using a query program that selects all projects listed above. A formal system request is required for this extract.  
3. Since timesheets are processed once every two weeks, certain measurements must be taken during a “live” two week period when timesheets are processed. This would include:

i. Testing to see how many timesheets were submitted on time within the Project Management System.

ii. Testing to see how many timesheets were submitted without errors, such as accounting for all hours and using the correct charge codes.
4. Standard Check Sheets should be used where applicable for capturing the measurement data. A set of Check Sheets are listed below:
	Measurement Check Sheet E.1 – Base Pay Rates within 1% 

	Appraiser Name: 
	 * Period Covered:

	Observation
	Pay Rate per PMS
	Pay Rate per Adm Source
	% Variance
	Is Variance more than 1%?

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	

	6
	
	
	
	

	7
	
	
	
	

	8
	
	
	
	

	9
	
	
	
	

	10
	
	
	
	

	11
	
	
	
	

	12
	
	
	
	

	13
	
	
	
	

	14
	
	
	
	

	15
	
	
	
	

	16
	
	
	
	

	17
	
	
	
	

	18
	
	
	
	

	19
	
	
	
	

	20
	
	
	
	

	Comments and Notes:

	* period covered must match-up for a correct comparison


	Measurement Check Sheet E.2 – Fringe Benefit Rates within 1% 

	Appraiser Name: 
	 * Period Covered:

	Observation
	Fringe Benefit Rate per PMS
	Fringe Benefit Rate per Adm Source
	% Variance
	Is Variance more than 1%?

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	

	6
	
	
	
	

	7
	
	
	
	

	8
	
	
	
	

	9
	
	
	
	

	10
	
	
	
	

	11
	
	
	
	

	12
	
	
	
	

	13
	
	
	
	

	14
	
	
	
	

	15
	
	
	
	

	16
	
	
	
	

	17
	
	
	
	

	18
	
	
	
	

	19
	
	
	
	

	20
	
	
	
	

	Comments and Notes:

	* period covered must match-up for a correct comparison


	Measurement Check Sheet E.3/E.4 – Timesheet Processing 

	Appraiser Name: 
	 * Period Covered:

	Employee
	Employee Submitted TS?
	If Yes, was TS complete
	If Yes, did Time Sheet (TS) use correct codes?
	Foot 
Note*

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	

	6
	
	
	
	

	7
	
	
	
	

	8
	
	
	
	

	9
	
	
	
	

	10
	
	
	
	

	11
	
	
	
	

	12
	
	
	
	

	13
	
	
	
	

	14
	
	
	
	

	15
	
	
	
	

	16
	
	
	
	

	17
	
	
	
	

	18
	
	
	
	

	19
	
	
	
	

	20
	
	
	
	

	Comments and Notes:

	* attach separate sheet of footnotes to describe coding errors where applicable. 


	Measurement Check Sheet E.5 – Vendor Invoice Processing

Up to 10 Invoices are Sampled over entire Jan 2007 Extract

	Appraiser Name: 
	 * Period Covered:

	Invoice Entry
	Was this entry posted?
	If Yes, is the amount correct?
	If No, is the amount off by more than 1%?
	

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	

	6
	
	
	
	

	7
	
	
	
	

	8
	
	
	
	

	9
	
	
	
	

	10
	
	
	
	

	Comments and Notes:

	* period covered should be January 2007 in both systems – Financial Reporting System and Project Management System. The source documents may relate to past service periods since invoices are processed approximately one month late. 


E. Operational Definitions – Seven operating definitions will be measured with the sample data:
1. Base Rates of Pay used in the Project Management System are within 1% accuracy of the source pay rates that are found in the Monthly Payroll files as provided by System Administrators. 

2. Fringe Benefit Rates used in the Project Management System are within 1% accuracy of the source fringe benefit rates that are found in the Monthly Payroll files as provided by System Administrators.

3. Timesheets have been submitted in a timely manner by all personnel assigned to the IT Project. Testing of this sample data may require that you test during the two week “live” period when people are required to submitted timesheets. 

4. Timesheets have been submitted in an accurate manner:

i. Account for all hours during the two week period

ii. Hours coded to appropriate work codes for the two week period

5. Vendor Invoices have been properly posted to the Project Management System:

i. Timely posting of vendor invoices to the appropriate reporting month and year.

ii. Amounts posted are within 1% of the total invoice amount per the vendor invoice documents

F. Attribute Measurement System Analysis – The operating definitions that get measured must be validated through Measurement System Analysis or MSA. Validation will be based on two factors:

1. Repeatability – The measurement observations by the observer or appraiser are the same with each measurement.

2. Reproducibility – The measurement observations across different observers or appraisers is the same with each measurement.   

A 95% confidence level be used for validation. The measurement attributes are gaged as “Yes or No” per the operating definitions defined above. Two trials are made per each appraiser to gage repeatability. Three appraisers will be used to gage reproducibility: Sherry Minzer, Robert Bowers, and Jamin Musului. Once everything has been measured and validated, a baseline level of performance will be established to facilitate measurement going forward using Statistical Process Control or SPC.   
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