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1.0
introduction

The purpose of this document is to outline what requirements are considered within the scope of the e-Payroll Project and what requirements are considered out of scope.  Undecided scope items are also be identified along with a plan for addressing each.  A draft set of design and operational performance measures are also identified. This document also outlines a high-level schedule and budget information for the e-Payroll Project.  Finally, any known significant assumptions and issues that need to be addressed are identified.

2.0
Project scope

The NASA e-Payroll Project will consolidate NASA’s payroll service utilizing a system operated and maintained by the Department of Interior (DOI).  This e-Payroll capability is an element of the OPM e-Government initiative mandated by the President’s Management Agenda.  The e-Payroll Project will implement DOI’s Federal Personnel and Payroll System (FPPS) focusing on those functions that allow NASA to replace the NASA Personnel and Payroll System (NPPS).  The system will provide payroll functionality, Human Resources (HR) transactional functions, and automated workflow for SF 50/52 processing.   

Marshall Space Flight Center (MSFC) has been selected to formulate a project and to implement an Agency solution that meets NASA's payroll and human resource processes and requirements.  NASA has conceptualized a future state for Integrated Human Capital Management (IHCM) that represents opportunities to reorganize and reenergize key IHCM activities to provide effective, efficient, and economical benefits.  The future state envisioned for Payroll under the IHCM effort will be bounded since process reengineering and legacy system rework will be tightly constrained on a cost effectiveness basis.  The e-Payroll initiative, however, has the potential to improve service, reduce costs, and establish a new framework for IHCM operations.  In order to reap the comprehensive benefits of the e-Payroll effort, it is essential that NASA take advantage of opportunities that move the Agency closer to an integrated system that can support its near-term goals and government-wide initiatives.

In accordance with the Service Level Agreement (SLA) between NASA and DOI, the e-Payroll Project will use the FPPS system in its native form and not seek to have the system modified.  During the Formulation Phase, a gap analysis will be performed to determine any requirements not met by the software.  The gaps may be addressed by:

· Policy or Process Change – A NASA policy or process change that is made in order to adapt to the business process supported by the DOI software.

· Bolt-on – A third party software product that can be “plugged in” to fill the gap.

· Extension – An extension to the baseline software that is typically developed using tools provided by the software provider.  Extensions do not involve modification to the baseline software code.

· Modification – A modification to the baseline software (NOTE:  One of the Program's First Principles is to use COTS software in its native form and not seek to have the COTS modified.  Such actions require approval by the IFMP Steering Council).

· Other Detailed configuration and Implementation Issues – Day-to-day implementation issues related to detailed configuration of the software or other implementation details will arise that require an interpretation of a requirement or process.

The e-Payroll Process Team will work with DOI to configure and test the software, to include any required interfaces and reports.  Employees will be trained in both the software and the new processes.

3.0
functional drivers and performance measures

Within the 2003 NASA Strategic Plan, IFMP is directly aligned with the Plan’s first Implementing Strategy, which is “IS-1.  Achieve management and institutional excellence comparable to NASA’s technical excellence”.  Specifically, IFMP is an enabler of the following elements within this Implementing Strategy:  Human Capital, Financial Management, Budget and Performance Integration, Electronic Government, and Institutions and Asset Management.  IFMP also works closely with the Agency CIO in supporting the Plan’s second Implementing Strategy, which is “IS-2.  Demonstrate NASA leadership in the use of information technologies”.

Agency and Enterprise Strategic Plans act as a catalyst for assessment of business processes.  To accomplish its mission and support the crosscutting activity, IFMP has identified five (5) business objectives that are characterized as Agency Business Drivers (IFMP Level I requirements).  Functional Drivers are those Level II requirements that materially contribute to achievement of the Agency Business Drivers.  Key success measures are defined for each of the Functional Drivers.  Thus, there is a continuous flow of accountability from the mission support objectives identified in NASA’s Strategic Plans to the applicable financial and human resources management process and technological improvements to be provided by IFMP in support of those objectives, and ultimately to the functional objectives to be achieved by the individual IFMP Projects.

Various performance measures will be employed to gauge the e-Payroll Project’s success, both during implementation and during operations (post-implementation).  During the implementation phase, performance measures are segregated into (a) project measures focusing on cost, schedule, and risk, and into (b) design measures, which target how well the acquired solution meets the basic functional needs.  After implementation, (c) operational measures will gauge the improvements resulting from the new solution.

Design measures are simulated during software testing and are used to measure the effectiveness of functional driver satisfaction during the design and implementation phases.  With operational measures, data concerning e-Payroll and HR functionality will be gathered from current systems to compare existing process performance to the new software performance during implementation.  It is the responsibility of the e-Payroll Project Office to determine what data is compiled and when this activity will take place.

Tables 1 below identifies the Agency Business Drivers, the e-Payroll Functional Drivers, and the associated Design and Operational Performance Measures.

Table 1.—Functional Drivers and Draft Performance Measures

	Business Driver
	e-Payroll Functional Driver
	Design Performance Measure
	Operational Performance Measure

	Provide timely, consistent and reliable information for management decisions 
	Provide intuitive displays and reports containing timely and accurate payroll related information which facilitates management analysis, decision making, and reporting
	Demonstrate intuitive displays and reports containing information which supports management analysis, decision making, and reporting
	TBD

	Improve NASA’s accountability and enable Full Cost Management 
	Not Applicable
	Not Applicable 
	Not Applicable 

	Achieve efficiencies and operate effectively
	Improve efficiency of payroll operations through consolidation of processes and procedures, self service input and verification of data, automated work flow, faster processing of transactions, and consistent data quality
	Demonstrate a single Agency system for the timely capture and processing of employee pay and benefit data.

Demonstrate the ability of the system to deliver data to the time and labor system for additional processing and delivery to the Core Financial module.
	TBD

TBD

	Exchange information with customers and stakeholders
	Enhance self-servicing of employee and management related actions throughout NASA

Provide accurate and timely data to NASA's stakeholders and customers
	Demonstrate the automation of key payroll and personnel activities at various organizational levels using standardized templates, processes, and data controls.

Demonstrate the ability to provide reports and data sets, required for legacy systems and timely, accurate data to Core Financial and external Agency interfaces.
	TBD

TBD

	Attract and retain a world class workforce
	Provide intuitive displays, reports, and self-servicing capabilities that advance NASA’s use of computing technologies.

Provide a capability that facilitates integrated and timely personnel actions.
	Demonstrate the use on intuitive displays for data capture and employee self-service transactions.

Demonstrate the ability to process personnel actions.
	TBD

TBD


4.0
requirements

This section identifies the e-Payroll high-level requirements (IFMP Level III requirements), separating the in-scope items from the out-of-scope items.  Requirements are categorized into five areas:  User, Functional, Integration, Technical, and Reporting.

Table 2.—Requirement Line Items

	Category
	In Scope
	Out of Scope

	User
	The system must allow employee access to certain self-service options or interface with OPM's Employee Express System.
	

	Functional
	The system must support paperless transactional processing (i.e., pay and leave changes, retroactive adjustments).
	

	Functional
	The system must perform automated retroactive pay and leave adjustments.
	

	Functional
	The system must perform e-mail messaging for routing functions
	

	Functional
	The system must process and perform final editing of Time & Attendance (T&A) data uploaded from T&A systems 
	

	Functional
	The system must derive cost associated with project codes during the payroll calculation process
	

	Functional
	 The system must have the capability to process special, supplemental, and emergency payments out side of the normal payroll cycle.  
	

	Functional
	The system must perform debt management functions (salary overpayments, collection actions garnishments, and legal actions) 
	

	Functional
	The system must have the ability to record cash payments for group health, life insurance, military deposits, or other indebtedness.
	

	Functional
	The system must be able to maintain individual retirement data, including service history for each employee.  Maintain separate records for military (post-1956) and civilian (re-employed annuitant) deposits.  
	

	Functional
	The system must allow processing, balancing, and reporting of payroll by NASA Center.
	

	Functional
	The system must have the capability process time off awards.
	

	Functional
	The system must be able to calculate deductions for NASA Employee's Benefit Administration (NEBA).
	

	Functional
	The system must support the automation of Unemployment Compensation for Federal Employees processing and responding to ES 931 Requests for Wage and Separation Information – UCFE request.  
	

	Functional
	The system must provide the capability to accommodate electronic funds transfer payments, (e.g., TSP, savings bonds, life insurance) as well as other methods of payments, including off-cycle and third party payments.
	

	Functional
	The system must compute various types of awards and incentives allowed by law including cash awards not documented with a personnel action such as military awards for non-NASA personnel.
	

	Functional
	The system must be able to receive, record, and report taxable extended TDY for tax purposes.
	

	Functional
	The system must have the capability to support mass rate changes.
	

	Functional
	The system must have the capability of making child support payments via EFT
	

	Functional
	The system must preclude duplicate data entry by automatically accessing position and employee information already residing within the system.
	

	Functional
	The system must process (with both current and future effective dates) the full range of individual and mass personnel actions such as appointments, reinstatements, transfers, promotions, separations, retirements, terminations, furloughs, change to lower grades, reassignments, pay changes (including locality and national adjustments, allowances, differentials, premium pay, movement between pay plans or schedules, and pay and grade retention), and details.
	

	Functional
	The system must fully document the associated personnel action with all regulatory required information such as legal authority and nature of action citations.
	

	Functional
	Incumbent-related information such as date of hire, service computation date, retirement service date, severance pay date, Civil Service Retirement System, Federal Employees Retirement System, Federal Employees Group Life Insurance and Thrift Savings Plan eligibility dates, Federal Employee Health Benefits enrollment date, step increase and prior military service information must also be recorded.  There is also a need for the capability to correct or cancel these actions, and provide the necessary audit trail.
	

	Functional
	The system must provide for the performance of all activities associated with determination of proper leave balances for all types of leave, leave advances, accruals, usages, forfeitures, limitations, and transfers.
	

	Functional
	The system must apply current period leave accruals and leave charges to each employee’s available leave balances, leave transfers, donations to leave banks or individuals, and adjustments to leave balances for restored leave, EEO settlements, and similar after-the-fact situations.
	

	Functional
	The system must process leave forfeitures and carryovers for each employee.
	

	Functional
	The system must accumulate cost information for use in budgeting and controlling costs; performance measurement; determining fees and prices for services; assessing programs; and management decision-making.  Labor costs are an integral part of determining the cost of doing business.
	

	Functional
	The system must accumulate work units by cost object (e.g., organization and activity), and responsibility center and be provided to other systems performing cost accounting functions.
	

	Functional
	Information Management Services: The system must provide access to data for reporting, reconciling, and retaining records to accommodate a number of requirements.
	

	Functional
	The report processing aspect accesses and formats data as required to satisfy regulatory, managerial, and accounting information requirements.

	

	Functional
	The system must provide the capability to manually override calculated deductions, employer contributions, and earnings when processing an employee's pay.
	

	Functional
	The system must have the capability to make salary payments, cost of living allowances, and compute deductions for employees who are stationed outside of the continental US, but not in foreign country, e.g., Hawaii.
	

	Functional
	The system must perform automated notification of health insurance enrollment data to carriers.
	

	Functional
	The system must have the ability to make payments and update payroll records (includes taxes) for the Home Marketing Incentive.
	

	Functional
	The system must update leave history each pay period to include current-period and prior-period adjusted leave information for each employee.
	

	Functional
	The system must provide the capability to process and update employee pay records based on permanent change of station (PCS) data.  
	

	Functional
	The system must perform Automated workflow (i.e., SF 50/52 processing)
	

	Functional
	The system must process Human Resource transactions needed to calculate employees’ pay, deductions, and employer fringe benefits.  
	

	Functional
	The system must provide for the SF50/52 processing including RTD, Retirement, Resignation, Death, Termination Appointment In, Accessions, Replacement in Non-pay Status, Changes in Pay, Term Expiration of Appointment, Promotions Not-to-Exceed, Reassignments, Change to Lower Grade, Change in D, Name Change, Data Elements, Name Change, Tickler Dates, Awards (Performance, SSA, Time Off, FAST), Service Computation Dates (Leave, Reduction In Force (RIF), New Hires, Review of OPFs)
	

	Functional 
	The system must provide the capability for modification to data elements for Change in Tenure, Realignment, Reorganizations, Accessions of Non-Paid, Change in FEGLI, NASA Special Program Indicator (data element to be populated upon accession action, or changed upon conversion).
	

	Functional
	The system must provide the capability for processing corrections to Personnel Actions, Inter-Center Transfers, ICB Awards, Auto generated updates FEHB, TSP, Home Marketing Incentive, Performance data, cancellations, Physician Comparability Allowance (PCA), Coop Tracking, Bonuses/Allowances.
	

	Integration
	The system must have the capability to export actual costs of Labor including benefits and earnings at the conclusion of a pay cycle in a format that can be imported into external Labor Distribution systems.
	

	Integration
	The system must track the sources of changes (audit trail of transactions) to employee profiles from either self-service, payroll input, or interfaces.
	

	Integration
	The system must have the capability to export leave balances and employee attributes, periodically during the pay period, in a format that can be imported to external T & A systems.
	

	Integration
	The system must have the capability to export Labor cost by Center at the conclusion of a pay cycle, in a format that can be imported into NASA’s Labor Systems.
	

	Integration
	The system must provide the capability to receive uploads from external systems for processing and Performance Awards and Performance Ratings.
	

	Technical
	The system will provide a Web-based user interface.
	

	Technical
	The system must generate data in required electronic format for transfer to Federal Reserve for issuance of Savings Bonds.
	

	Technical
	The system must generate data in required electronic format supporting the TSP record keeping system rules and for transmitting Thrift Savings Plan (TSP) contributions, TSP loan repayments, and employee status codes to the Federal Retirement Thrift Investment Boards.  
	

	Technical
	The system must generate new hire data in required electronic format for transmitting to Office of Child Support Enforcement (OCSE) via SSA on a pay period basis.
	

	Technical
	The system must generate data in required electronic media format for transfer of dues withheld for life insurance [NASA Employee's Benefits Association (NEBA) payments].
	

	Reporting
	The system must generate reports needed to monitor leave data.
	

	Reporting
	The system must provide reports for tax reporting and reconciling to federal, state, and local/city taxing authorities on a bi-weekly, monthly, quarterly, and/or yearly basis.  The reports should designate what portion of taxes are PCS taxes.
	

	Reporting
	The system must make information available to other functions to generate internal and external payroll reports not created directly in the Pay Processing function.
	

	Reporting
	The system must generate Employees Leave and Earnings (L&E) Statements detailing the composition of gross deductions, net pay and adjustments for the pay period, year-to-date and cumulative amounts (for the purposes of tracking total NASA retirement contributions).  The L&E Statements must also include a detail of all leave balances used, donated, or forfeited for the pay period and year-to-date.  


	

	Reporting
	The system must have ability to produce Individual Pay Record (IPR) with a pay history.   Reports for all employees must show gross compensation (including allowances by type and amount), deductions (including allotments) by type and amount, and net pay for each pay period.
	

	Reporting
	The system must have the capability to produce reports documenting rates and units of pay, time in pay status, and entitlements for operational and audit needs.
	

	Reporting
	The system must have the capability to run reports for prior pay periods.
	

	Reporting
	The system must be able to provide a report of Employee debt, caused by prior-period adjustments or current-period computation, to be used in administrative collection.
	

	Reporting
	The system must generate SF 2806 and 3100, Individual Retirement Records; SF 2807 and 3103, Register of Separations and Transfers for OPM.
	

	Reporting
	The system must generate SF 1150, Record of Leave Data, to provide to the gaining Agency.
	

	Reporting
	The system must provide the capability to generate reports needed to support human resource transactional processing.
	

	Reporting
	The system must generate current and historical reports on the status and composition of the civil service workforce
	

	Reporting
	The system must provide the capability to do ad hoc reporting on current and historical employee data
	

	Reporting
	The system must provide the capability to report SF-52 status and SPO workload-in-progress distribution."
	

	Reporting
	The system must provide the capability to enable ad hoc extraction of transaction data and status snapshot data
	


 4.1
Undecided Requirements

This section lists high-level requirements that are undecided.  For each undecided item, there is a plan for resolving the question of whether or not it belongs within the scope of the project.  As issues are resolved, the items will then be entered into Table 2 above as either in-scope or out-of-scope.  This Scope Document represents the initial baseline of the project and will be updated as issues are resolved.  The Project Plan will eventually subsume this document and at that time it should contain no outstanding undecided issues or the issues may be transferred to the Project Plan.

Undecided high-level requirements are listed in the order they should be addressed for possible implementation.  

Table 3.—Undecided Requirements Line Items

	Category
	Undecided
	Plan for Resolution

	Technical
	On-line correction of HR historical data
	Pursue alternatives with Department of Interior’s National Business Center during e-Payroll Formulation Phase.

	Technical
	Use of DOI Data Mart solution
	Evaluate requirements, cost, benefits, and risks of utilizing the DOI data mart solution compared to NASA solutions during the e-Payroll Formulation Phase (e.g., for queries, analyses, charts, existing canned reports, etc.).  At the end of formulation, a recommendation will be made concerning use of the DOI data mart.     

	Technical
	Use of EAI Architecture
	Evaluate specific requirements, costs, benefits, and  risks of the IFM Enterprise Application Integration (EAI) architecture during the e-Payroll Formulation Phase.  Explore and compare other areas including hybrid and current best practices as interim solutions.  At the end of formulation, a recommendation will be made as to the extent of the use of EAI architecture for e-Payroll.

	Technical
	Labor Distribution
	Assessment of the feasibility of leveraging the DOI system capabilities to produce standardized Labor Distribution processing will be accomplished during the formulation phase.  At the end of formulation, a recommendation will be made as to the advisability of incorporating functionality associated with standardized Labor Distribution processing within the e-Payroll implementation effort.  


5.0
Implementation issues

This summarizes any known implementation issues surrounding the project. Once a Project Plan has been completed for this module, this section of the Scope Document should reflect no outstanding issues.  (Note:  The resolution of issues of any type must be documented, dated, and filed as part of the project file.)  Resolution of issues will typically produce new or revised requirements.

ISSUE 1

Utilization of the EAI architecture requires analysis and re-development of all interfaces for Centers having data requirements from DOI’s FPPS.  The full cost, schedule, and operational impact to Centers are not fully known at this time.

Plan for Resolution:
During the formulation phase of the project, an evaluation of the cost, benefits, and risks of utilizing the EAI architecture and rewriting Center interfaces will be performed by a task team that will include the IFMP Integration Project Office.  The EAI architecture as well as other solutions will be analyzed, and a technical strategy will be recommended at the end of e-Payroll formulation.

ISSUE 2 

NASA has a wide variety of data requirements from Payroll/HR systems to support operational, management, and other customer needs.  These data needs are currently satisfied with standard reports and query capabilities performed by users familiar with Payroll and HR data.  Use of DOI’s Data Mart as a solution for Payroll and HR report/data requirements cannot be fully determined at this time.
Plan for Resolution:

The use of the DOI Data Mart capabilities to support Payroll and HR report/data requirements will be analyzed during the formulation phase of this project. DOI has used its Data Mart to incorporate the best practices of its customers, providing over 200 data sets and formatted reports for their consumption. It is anticipated that many of these reports and data sets will replace existing reports relied upon by the Consolidated Payroll Office and Centers.  A recommendation concerning the use of the DOI Data Mart will be made at the end of e-payroll formulation.

6.0
resources

This section presents schedule and budget information particular to the e-Payroll project.
Table 4 summarizes high-level schedule information, separated by project phases including expected completion dates.  Table 5 summarizes high-level budget information.

Table 4.—Schedule Summary

	Project Phase
	Schedule

	Project Formulation
	March 2003 – August 2003

	Agency Design
	September 2003 – May 2004

	Migration
	June 2004 – August 2004


Table 5.—Budget Summary (in thousands)

	
	FY03
	FY04
	FY05
	FY06
	FY07

	Program
	$676,790
	$5,103,789
	
	
	

	Enterprise
	$310,500
	$2,836,108
	
	
	

	Civil Servants
	$324,846
	$213,610
	
	
	

	O&SS
	
	$612,234
	$3,735,852
	$3,799,361
	$3,863,950


The costs in Table 5 show the implementation as well as the Operation and Sustaining Support (O &SS) costs for e-Payroll.  In FY 03, the project costs include project formulation (includes activities of Process Review teams) and the initial implementation (primary activities include Requirements Analysis and Gap Analysis).  In FY04, the project costs include various implementation activities, including:  interface development, data mart planning and set up, data conversion, training, and cutover planning.  FY05 and beyond are for operations and sustaining Support.

7.0
deviations from program plan

This section presents any responsibilities and activities that are unique or of particular relevance to the Project.

7.1
Roles and Responsibilities Deviations

Defining the technical requirements and the NASA technical architecture necessary to implement and operate the DOI system will be the responsibility of the Integration Project Manager, who coordinates with the Agency and Center Chief Information Officers.

7.2
Other Deviations

None 
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