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	Section One – PROJECT OVERVIEW

	ABS have advised that eExpenses will be de-supported from 12/13 and the University will urgently require a replacement for this service. The purpose of this project is to identify the best way forward for the University over the next 3-5 years. Then having identified the solution the project will implement the recommended option. 
The Project will deliver an electronic expenses solution for the University which could be delivered via a number of options e.g. by replacing eExpenses or adopting the ABS software, or purchase of alternative software or in-house solution. 
The scope of the project is to provide an electronic expenses solution which integrates with eFinancials and is supportable over the next 3-5 years. 
Success will be the seamless provision of a new or supportable electronic expenses solution to University staff, students and other visitors from the existing one without having to resort to a paper solution. 

The benefits of an electronic expenses system have already been realised. This project is needed to ensure that these benefits are maintained e.g. payment in 3 working days from authorisation to payment, elimination of paper copies. 



	Section Two – PROJECT DETAILS

	The project should must integrate with eFinancials and validate on the account code rules within eFinancials and provide for separate handling of research account codes for different expense types.  The solution will involve exploring a range of options from purchasing a new eExpenses system, adopting the software in-house, funding ABS to support the system longer term or some other solution identified at the requirements gathering stage. In addition, the scope of the project will include implementing and embedding this in the University. 


	2.1  Business Objectives 
Clearly state the objectives of the project in terms of the business requirements to be addressed.  An objective should be a statement describing what the project is trying to achieve. Each objective should be written so that it can be evaluated at the conclusion of the project.  A well-formed objective will be Specific, Measurable, Attainable/Achievable, Realistic and Timebound (SMART).


	No.
	Description

	1
	To provide a supportable electronic expenses system in the University by July 2013 or thereabouts

	2
	To achieve this without resorting to a paper claim system  

	3
	To deliver the solution in accordance with the ABS timelines for de-support

	4
	To retain payment times of 3 days from authorisation of the claim


	2.2 Project Deliverables 


	No.
	Deliverable 
	Limitation 

	1
	Identification and evaluation of the options for electronic expenses 
	Feasibility of internally supporting eExpenses software

	2
	Implementation of solution 
	Cost/Timescales/Skillsets

	3
	
	

	4
	
	

	5
	
	

	6
	
	


	2.3 Project Timescales – Milestones and Multi Year Projects


	Milestone
Date
	Description (including reason if Milestone Date is hard)
	Hard (Y/N)

	
	Hard milestone is the date for the desupport of the ABS eExpenses module. Currently we are clarifying this with ABS but it is likely to be Spring 2013.
	y

	
	This will be a one year project as a result of these timescales. 
	

	
	
	

	
	
	

	
	
	

	
	
	

	Financial 

Year
	Breakdown of Project Stages/Deliverables by Year

	2011/12
	There may be a requirement to start this early once ABS have confirmed deadlines

	2012/13
	Project work 

	2013/14
	

	2014/15
	


	2.4 Project Stakeholder(s)




	Stakeholder
	Description of stakeholder and role in project
	Informed Y/N

	Finance 
	Owner of process
	Y

	IS 
	Owner of infrastructure 
	Y

	Users
	Claimants and approvers of expenses 
	N 

	
	
	

	
	
	


	2.5 Project Risks 
Risk is the uncertainty that comes from making any change - every project involves risk. A project risk may or may not happen but if it occurs it will have a material impact on the success of the project. Project risks often cannot be eliminated but they can be managed. Identify the most important risks for this project and any management actions required to reduce the negative impact on the project or the probability of the risk occurring. 

For Impact Low / Medium/ High to be agreed between Programme Manager and Sponsor

For Probability  Low = < 10%, Medium = 10%-50% and High = > 50%

Action Type is typically either:

· Monitor - accept the risk but continue to monitor

· Share - share the risk with a third party 

· Reduce – take action to reduce the impact or probability

· Remove - eliminate the risk entirely

· Transfer - move the risk to a third party

For Action Type also provide a short description of the action(s) proposed.



	No.
	Risk Description
	Impact /
Probability 
	Action Type and Description 

	1
	Solution not identified
	Unlikely 
	Paper form 

	2
	Procurement delays if needed
	Possible
	Negotiate with Cedar

	3
	Project resources not available with key skills
	Possible
	Identify and book resources as required in advance 

	4
	Timescales clash with eFinancials upgrade
	Possible
	Plan to reduce conflict 


	2.6 Other Relevant Information 


	There are nearly 4,300 users of the system currently and 86,000 forms have been processed to-date. There are a range of system users from students, staff and casual users. The system currently operates via a series of workflow emails and is one of the most straightforward systems to us. The main complication is around user set up and workflows. 
Expenses reports are available via BOXI and WebFirst and any replacement system would require to provide similar reporting functionality integrated with the rest of the financial reporting toolset. 

Online system is the preferred way to pay expenses as it makes expenses tracking easier, assists in the answering of FOI requests and the analysis of spend. 



	Section Three – PROJECT CATEGORY and STRATEGIC ALIGNMENT

	3.1 Project Category


	Project Category

   
	EC. This project is needed as a result of the de-support notice service by ABS on eExpenses. If the project were to be delayed a year a critical system would be unsupported in the University. 


	3.2 Project Funding



	Funding Source

	CF


	3.3 Strategic Alignment and Other Justification

The project should be aligned to University (or College/Support Group) Strategic Goals, Enablers or Themes as detailed in the current University Strategic Plan published at: 

http://www.ed.ac.uk/schools-departments/governance-strategic-planning/strategic-planning/strategic-plan-2008-12 Other important project justifications may include operational efficiency, cost reduction, income generation and cost reduction.



	Strategic Goal, Enabler or Theme
	Alignment Description 

	Financial Sustainability 
	Management of key expenditure theme via online system 

	Excellence in Research
	Needed to support research grant and contract claims

	Quality Service, People and Infrastructure 
	Expenses payment and tracking online is key part of financial services provided to university staff. 

	
	

	Other Justification
	Description

	
	

	
	

	
	

	
	

	
	


	Section Four – PROJECT BENEFITS, COSTS AND PROCUREMENT  REQUIREMENTS

	4.1  Benefits (over 5 years)
Provide the estimated benefits and costs over a 5-year period on the basis of the information currently available. 
Tangible Benefits – describe the benefit and the method used to calculate the value e.g. for a time saving identify how the financial value has been calculated providing details of any assumptions made regarding the number of staff or students impacted etc.

Intangible Benefits – benefits where there is no associated financial saving are intangible, e.g. increased access to the user community. Describe intangible benefits and associated assumptions.

Benefits Realisation – provide details and timing of monitoring to ensure benefits are realised


	Tangible  - Description and Value
	Assumptions

	
	

	
	

	
	

	
	

	
	

	Intangible – Description
	

	Replacement/Support for current electronic expenses systems removing the need to revert to paper. 
	Funding obtained if external procurement required. 

	
	

	
	

	
	

	
	

	Benefits Realisation

	The benefits on online expenses have been realised but would revert to paper if online system not available. 

	

	

	

	


	4.2  Benefits and Costs Summary (over 5 years) 
This summary and should be taken from the Detailed Benefits and Costs Worksheet completed to accompany this proposal.


	5 Year Summary
	IS 
	CSG 
	SASG
	Colleges inc Students
	External Costs
	Total

	Benefits
	£
	£
	£
	£
	£
	£

	Costs
	£
	£
	£
	£
	£
	£


	IS Apps Days
	

	Benefit/Cost Ratio =
	 0.0

	The costs and benefits are estimated based on a professional assessment of the information available at the time this proposal was prepared. The actual costs and benefits of the resulting projects may vary from these estimates.


	4.3 Funding/Resource Requirements 
The proposal may be dependant on additional funding or resources which have to be secured independently of the annual planning process, e.g. money for hardware/software/consultancy (or other external costs) or additional staff resources. Provide details below of any additional funding/resource requirements and confirm whether or not the sponsor has secured the additional funding/resources required.



	Requirement
	£Value
	Funding Arrangements and Provider(s)
	Secured (Y/N)

	Funding for Procurement/Support 
	TBC
	Bid Submitted 
	

	
	
	
	

	
	
	
	

	
	
	
	


	4.4 Procurement Requirements (including Outsourcing)
Where there are no external costs this should stated as “Not Applicable”. Where procurement activity is required Procurement Office should be informed as early as possible so that they can assist with cost estimation and plan any assistance that may be required for project procurement activities.


	Have you considered outsourcing as a potential source for some or all of the services to be delivered by this project? Please provide details. Guidance on Outsourcing
	Yes – will depend on solution. 


	Total Cost of Goods & Services

(over 4 yrs)
	Description of Goods and Services to be procured 
(All procurement activity must be in accordance with the rules laid out Scottish Procurement Policy Handbook. Guidance on Procurement )
	Procurement Office Informed? 
Yes/No

	< £50 k
	Total cost not know yet. 
	Yes 

	> £50 k
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