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KING COUNTY INTERNET E-COMMERCE:

POLICY AND PROCEDURES FOR

INCOMING PAYMENTS
PURPOSE: To provide clear and consistent policies and procedures to King County Departments, Offices, Agencies, and Elected Officials regarding justification, review, approval, implementation, and maintenance of E-Commerce Projects involving incoming payments. This provision will ensure that such E-Commerce services will be deployed only when they provide benefit to County residents and their County government.

ORGANIZATIONS AFFECTED: All King County departments, offices, agencies, and elected officials who sell or plan to sell goods and/or services online.

REFERENCES:

RCW 36.29.190: Acceptance of e-payments
http://search.leg.wa.gov/basic/textsearch/ViewHtml.asp?Action=Html&Item=1&X=129112959&X=129113010

K.C.C. 4.100: Electronic Payments 

www.metrokc.gov/mkcc/code/Title04.pdf (scroll to 4.1, at bottom of file)

King County E-Commerce Standards


http://web.metrokc.gov/ecommerce/standards.htm 
DEFINITIONS:

1. Accessible-Service Impact: Measurable change in public accessibility of a service (through E-Commerce).

2. Agencies: King County departments, Agencies, offices, or elected officials.

3. Alternatives Analysis: A document in which viable alternatives are explored, pros and cons are established, a cost/benefit analysis is conducted, and a recommendation is made (see http://kcweb.metrokc.gov/dias/its/itp/itstools/pmmethod/alt_anal/pmmaa.htm).

4. Budget: King County Office of Budget .

5. Convenience Fee: A fee that may be charged to payers for the convenience of making payments via the Internet.

6. Council: The Metropolitan King County Council.

7. County: King County, Washington.

8. E-Commerce: Any Internet-initiated E-payment.

9. E-Commerce Coordinator: Supporting the OIRM (or other identified governance body) and the E-Commerce Steering Committee, the person to which an Implementing Agency submits its Investment Business Case with Fiscal-Impact Statement, Alternatives Analysis, Supporting Documentation, and E-Commerce Requirements Checklist for E-Commerce Steering Committee review. 

10. E-Commerce Funding Criteria: Criteria used to evaluate and fund proposed E-Commerce Projects.

11. E-Commerce Project: Any King County initiative involving Internet-initiated E-Commerce and an Incoming Payment.

12. E-Commerce Steering Committee: A panel convened by and on behalf of the OIRM (or other identified governance body) specifically for reviewing and/or acting upon E-Commerce strategies, standards, and Projects. Includes representatives from Finance, Budget, ITS, PAO, Risk, and OCRE.

13. E-payment: Any electronic-based payment.

14. Executive: The King County Executive.

15. Extraordinary mailing/shipping costs: Anything more than the going rate for a first-class stamp.

16. Finance: Department of Finance.

17. Fiscal Impact: Measurable change in an Implementing Agency’s expenditure and/or savings of dollars and/or time (calculated in dollars) through the development and maintenance of an E-Commerce Project.

18. Fiscal-Impact Statement: A statement describing three-year total estimated fiscal impact of a proposed E-Commerce Project (part of Investment Business Case).

19. Implementing Agencies: Department, Agency, Office, or Elected Official implementing E-Commerce Projects. 

20. Incoming Payment: A monetary transaction in which funds move from an external source into a King County Agency account.

21. Investment Business Case: A document that proposes, describes and justifies an E-Commerce Project and its objectives from a business perspective, including requirements, costs, schedule, risks, and benefits to the County. Includes Fiscal-Impact Statement.

22. OIRM: Office of Information Resource Management.

23. ITS: Information and Telecommunications Services Division, Department of Information and Administrative Services.

24. OCRE: Office of Civil Rights Enforcement, Department of Information and Administrative Services..

25. PAO: Prosecuting Attorney’s Office.

26. Payment: Any monetary equivalent paid to King County regarding a tax, fine, good, service, or other offering.

27. Policies and Procedures for Incoming Payments: This document, as approved.

28. Risk: The Office of Risk Management, Department of Information and Administrative Services.

29. E-Commerce Requirements Checklist: A list of E-Commerce requirements and recommendations as compiled by ITS, Finance, Risk, and other stakeholder Agencies for use by Implementing Agencies, the E-Commerce Steering Committee, and others in evaluating and approving E-Commerce Projects.

30. Supporting Documentation: Aside from Investment Business Case, Fiscal Impact Statement, Alternatives Analysis, and E-Commerce Requirements Checklist, additional materials that provide insight, direction, and/or assistance in evaluating proposed or existing E-Commerce Projects. This would involve a growing and regularly updated body of documentation, including:

· project management documents (http://kcweb.metrokc.gov/dias/its/itp/itstools/pmmethod/pmm.htm)

· budget planning documents (http://kcweb.metrokc.gov/dias/its/itp/itstools/budget/budg.htm)

· project charter (http://kcweb.metrokc.gov/dias/its/itp/itstools/charters/chart.htm)

· teamwork/communications documents (http://kcweb.metrokc.gov/dias/its/itp/itstools/teambldg/team.htm)

· role/risk documents (http://kcweb.metrokc.gov/dias/its/itp/itstools/resource/resourc.htm)

· etc.

31. Transaction Fee: A fee, determined by Finance, that may be charged for the transaction of an E-payment.

32. Transaction Fee Statement: A document showing an E-Commerce Project’s budgeted appropriation for absorbing Transaction Fees for the previous budget year, the actual costs of absorbing Transaction Fee for the previous year, the budgeted funding for the costs in the present budget year, and the proposed funding for the upcoming budget year.

POLICIES:
A. Unless otherwise required by law, Agencies shall not be required to accept e-payments for any service they provide.
B. Implementing Agencies may accept E-payments for a service it offers, only if the person making the payment bears the Transaction Fee in such an amount as determined by Finance in accordance with state law, or as excepted below.
C. Implementing Agencies may accept E-payments for tax payments, including interest, penalties and other amounts associated with taxes, only if the person making the payment bears the Transaction Fee in such an amount as determined by Finance in accordance with state law, or as excepted below.

D. Implementing Agencies may accept E-payments for specified nontax payments, including but not limited to code enforcement fines and penalties, special assessments, school and road mitigation payments, and fines, restitution and interest imposed by courts, only if the person making the payment bears the Transaction Fee in such an amount as determined by Finance in accordance with state law.
E. Implementing Agency accepting E-payments shall include Transaction Fees in its annual budget unless the customer pays the Transaction Fees.
F. Implementing Agencies may absorb the costs associated with E-payments transactions, only if the Council has given its approval to do so and absorption of the Transaction Fees does not conflict with state law, county code, or established county policy, and if the Implementing Agency has existing and sufficient appropriation authority to absorb these costs without resulting in a negative budgetary situation.

G. Implementing agencies may absorb Transaction and Convenience Fees either through line-item budget requests or may recoup the costs through price/rate increases, as permitted by state law, County code, or established County policy. Any requests to absorb fees must have Finance and Budget approval (through their representatives to the E-Commerce Steering Committee) and Council approval. Agencies wishing to absorb such fees must submit a formal request to the E-Commerce Steering Committee via the E-Commerce Coordinator.
H. If an Implementing Agency collects E-payments to be shared with another state or government agency, the Agency may absorb the cost of Transaction Fees, only if the benefits to the county are greater than the Transaction Fees, and if approved by Council. An Implementing Agency that collects those types of payments may enter into negotiation with other state or governmental agencies regarding the sharing of Transaction Fees, unless the share of payment collected to be paid to the other agency is specified by state law.

I. Convenience fees may be added to the price of a good or service purchased in an E-payment. The convenience fee may be calculated to cover any transaction costs borne by the department or agency and may include a fee for expedited transaction processing. A department or agency may not impose a convenience fee unless the director of Finance has approved the fee.
J. An Implementing Agency may not enter into an agreement for credit-card, debit-card, electronic-check, or other such E-payment services without the written consent of the director of Finance.
K. An E-Commerce application will not require the person using the service to accept placement of data or software on the person’s computer without their consent.  The application also will not modify or retrieve data unrelated to the e-commerce application on the person’s computer.  The E-commerce application must not be dependent on County placement of data or software on the person’s computer.
L. No Implementing Agency shall launch an E-Commerce Project, even if the Agency has funds to proceed, unless it has first received E-Commerce Steering Committee or OIRM (or other identified governance body) approval in accordance with the Policies and Procedures for Incoming Payments.

M. No Implementing Agency shall launch an E-Commerce Project requiring a new appropriation or involving the absorption of a Transaction Fee unless it has first received E-Commerce Steering Committee or OIRM (or other identified governance body) approval in accordance with the E-Commerce Policies and Procedures for Incoming Payments, and, if required, the Council’s approval by ordinance. 

N. E-Commerce Projects may be approved only if they fit with the Agency’s overall business plan, as documented in an Investment Business Case.

O. In evaluating proposed E-Commerce Projects, the County must consider each Project’s costs, benefits, and revenue impacts, including the costs of any transaction fees, over at least a three-year period, as documented in the Fiscal-Impact Statement.

P. Implementing Agencies must follow King County’s IT governance procedures to insure regular review and appropriate release of funds by OIRM (or other identified governance body) even if the E-Commerce Project has received the approval of the E-Commerce Steering Committee and Council.

Q. The cost of ITS’ E-Commerce support will be included in the County’s centralized IT infrastructure rates, not in the proposed E-Commerce Project's Fiscal Impact Statement. Support includes managing enterprise service-provider relationships; proposing, implementing, and monitoring standards, policies, and procedures; coordinating activities of the E-Commerce Steering Committee; and providing initial, limited consultant services to Implementing Agencies.

R.  Implementing Agencies will pay for the development and maintenance of their own E-Commerce Projects.

S. All E-Commerce Projects will follow the policies, procedures, and requirements contained in the Policies and Procedures for Incoming Payments and the E-Commerce Requirements Checklist unless the E-Commerce Steering Committee or OIRM (or other identified governance body) finds, after reviewing the Project’s Investment Business Case, including the Fiscal-Impact Statement, and Alternatives Analysis, that a non-standard solution is better for a particular Project and for County government as a whole. 

T. Implementing Agencies may add extraordinary mailing/shipping costs to the price of products or services. To do so, they must develop rate structures that must be approved by the Director of Finance. Such costs must be easily distinguished from the product/service prices at point of purchase.

U. Implementing Agencies may include an additional charge for a rush order placed over the Internet. To do so, they must develop rate structures that must be approved by the Director of Finance. However, the charge must be consistent with charges for similar rush orders placed over the phone (or other settings) and must be easily distinguished from the product/service prices at point of purchase.
V.  E-Commerce Projects will receive approval to proceed toward funding after successfully demonstrating adherence to the following E-Commerce Funding Criteria, listed in descending order of priority (see attached "E-Commerce Project Funding Scorecard”)

I. Project has been reviewed by and received support and buyoff from the E-Commerce Steering Committee or the OIRM (or other identified governance body). This is a minimum condition.

II. Project is founded on a completed business plan that has been reviewed and approved by the E-Commerce Steering Committee or the OIRM (or other identified governance body). This is a minimum condition. The business plan should demonstrate, in descending levels of priority:

1. Alignment with King County goals.

2. Alignment with goals of the Implementing Agency.

3. An estimated net savings and/or quantifiable efficiency for the County and its constituent customers; and/or

4. An estimated increase in revenues for the County; and/or

5. A warranted and expected increase in the accessibility of a service. Improvements in accessibility can be estimated if the Implementing Agency has:

(a) Identified benchmarks for traditional delivery (in-person, phone, and mail) of the service to be e-commerced.

(b) Estimated market share by comparing current benchmarks to those it expects by adding an E-Commerce delivery of the service.

(c) Developed a realistic strategy to attract market share to the new E-Commerce solution.

(d) Developed a plan to regularly measure market share, to determine impact of new strategies and plot any changes in course.

An E-Commerce Project's accessibility value increases if, in descending order of priority, it targets populations:

i. That have measurable difficulty accessing the same services offered via traditional means of delivery (in-person, phone, and mail).

ii. That are in demonstrable need of the King County service and would measurably use the service more if offered through E-Commerce.

iii. Whose use of the E-Commerce service would measurably improve the quality of life in King County.

iv. That have measurable ease accessing the Internet either at home, at work, or at community sites (community centers, libraries, cybercafes, etc.).

v. That have demonstrated an interest in the King County service and would measurably use the service more if offered through E-Commerce.

6. Alignment with goals of other King County Agencies.

III. Project is required by legislative mandate.

IV. Project demonstrates comprehensive awareness of and sensitivity to the needs of County systems that will be impacted throughout its development and maintenance. These may include financial and technical systems, other E-Commerce Projects, or other County services or activities.

V. Project builds upon and adds value to knowledge, infrastructure, and resources of existing King County E-Commerce Projects.

W. In its management of E-Commerce Projects, ITS will support and prioritize E-Commerce Projects based on the following E-Commerce Support Criteria (see attached "E-Commerce Project Support Scorecard"): 
I. Project meets requirements of the Policies and Procedures for Incoming Payments, including E-Commerce Steering Committee approval, Council approval if required, as well as requirements in the E-Commerce Requirements Checklist. This is a minimum condition.

II. Project is required by federal, state, or county directive.

III. Project is fully funded for development and maintenance.

IV. Project meets at least one quarter of all recommendations outlined in the E-Commerce Requirements Checklist.

V. Project is already supported by ITS.

VI. Project is aligned with County and ITS information-technology strategies.

VII. Project's magnitude does not overload existing infrastructure.

VIII. Project does not heavily rely on new technologies.

PROCEDURES: 

A. Submission of Investment Business Cases

I. Action by Implementing Agency

a) Submits Investment Business Case with Fiscal-Impact Statement, Alternatives Analysis, Supporting Documentation, and E-Commerce Requirements Checklist to E-Commerce Coordinator by a date to be determined by Budget and announced no later than Jan. 31 annually. See “Budget Process,” below. (Agencies are advised to submit materials months or weeks earlier, to insure that outstanding issues are resolved long before a budget cycle begins.)

II. Action by E-Commerce Coordinator

a) In consultation with Budget and OIRM (or other identified governance body), and by Jan. 31 annually, communicates to agency web authors, department directors, and others the deadlines to submit Investment Business Cases to the E-Commerce Steering Committee and to submit appeals and other information to Budget and OIRM (or other identified governance body).

b) Distributes Investment Business Case with Fiscal-Impact Statement, Alternatives Analysis, Supporting Documentation, and E-Commerce Requirements Checklist to E-Commerce Steering Committee within one week of receiving materials from Implementing Agency.

B. Response to Investment Business Case with Fiscal-Impact Statement, Alternatives Analysis, Supporting Documentation, and E-Commerce Requirements Checklist submissions

I. Action by E-Commerce Steering Committee

a) Approves, denies, or delays action (pending further information) on proposed E-Commerce Projects within two weeks of receiving materials from E-Commerce Coordinator.

II. Action by E-Commerce Coordinator

a) Alerts Implementing Agency and OIRM (or other identified governance body) of E-Commerce Steering Committee decision within one week of learning E-Commerce Steering Committee action. 

C. Response to E-Commerce Steering Committee decisions

I. Action by Implementing Agency

a) Appeals denial or delay decision to OIRM (or other identified governance body) in accordance with schedule announced by Jan. 31 annually.

II. Action by OIRM (or other identified governance body):

a) Approves or denies appeal in accordance with schedule announced by Jan. 31 annually.

D. Budget Process

I. Action by Budget

a) In consultation with E-Commerce Coordinator and OIRM (or other identified governance body), develops a timeline for submitting an E-Commerce Project documentation for consideration in the annual budget cycle by Jan. 31 annually.

b) Evaluates funding for Agency budgets, including E-Commerce Projects, and forwards prioritized recommendations, along with Implementing Agency’s Investment Business Case, Fiscal-Impact Statement, and E-Commerce Steering Committee (or OIRM or other identified governance body) letter of approval, to Executive Office in accordance with annual budget deadlines.

II. Action by Implementing Agency

a) Submits E-Commerce Project budget requests to department director according to department’s annual budget instructions to staff.

b) Submits E-Commerce Project budget requests, including Investment Business Case, Fiscal-Impact Statement, and E-Commerce Steering Committee (or OIRM or other identified governance body) letter of approval to Budget in accordance with schedule announced by Jan. 31 annually.

c) May be required to defend budget proposals in front of OIRM (or other identified governance body), Budget, and possibly others, upon request.

III. Action by OIRM (or other identified governance body):

a) Reviews appeals to E-Commerce Steering Committee decisions on E-Commerce Projects and forwards recommendations to Budget in accordance with schedule announced by Jan. 31 annually.

b) At its discretion, may review E-Commerce Projects documentation.

IV. Action by Executive Office:

a) Evaluates funding for Agency budgets, including E-Commerce Projects, and forwards formal budget request to Council in accordance with annual budget deadlines.

b) On behalf of Implementing Agency, may request Council approval to absorb Transaction Fees in certain E-Commerce Projects.

c) Includes in all E-Commerce Project appropriation requests and/or requests to absorb Transaction Fees an Implementing Agency’s Investment Business Case and Fiscal-Impact Statement.

d) As part of the annual budget transmittal, submits to Council a list of Agencies offering or planning to offer E-Payment services, including E-Commerce Projects, as well as each Implementing Agency’s Transaction Fee Statement.

V. Action by Council:

a) Amends Executive’s proposed budget, including E-Commerce Projects, and adopts the King County annual budget.

b) As part of annual budget process, reviews Executive Office list of Agencies offering E-Payment services, including E-Commerce Projects, as well as each Implementing Agency’s Transaction Fee Statement.

E. E-Commerce Project Implementation and Maintenance

I.  Action by Implementing Agency:

a) Distributes finalized E-Commerce Project implementation documents to involved parties in a reasonable time frame after budget adoption.

b) Submits updated design-phase and other documents relevant to the E-Commerce Project for review to E-Commerce Steering Committee (via E-Commerce Coordinator) at least one month prior to any development of an E-Commerce Project.

c) Proceeds with development phase only after receiving

1) E-Commerce Steering Committee and/or OIRM (or other identified governance body) approval;

2) Appropriation authority and funding; and 

3) Council approval if required by county code.

d) Submits finalized test site and relevant documentation for review to E-Commerce Steering Committee (via E-Commerce Coordinator) at least one month prior to any public launch of a new or upgraded E-Commerce Project.

e) Proceeds with launch only after receiving E-Commerce Steering Committee and/or OIRM (or other identified governance body) approval, and Council approval if required by county code.

f) Beginning one year after E-Commerce Project launch and annually after that, submits to E-Commerce Steering Committee (via E-Commerce Coordinator) a statement comparing Fiscal, Accessible-Service, and/or other Impacts to those originally expected.

II. Action by E-Commerce Coordinator

a) Reviews and forwards Implementing Agency’s updated design-phase documents, E-Commerce Requirements Checklist, and other relevant materials to the E-Commerce Steering Committee within one week of receiving them.

b) Reviews and forwards Implementing Agency test sites, E-Commerce Requirements Checklist, and relevant documents to the E-Commerce Steering Committee within one week of receiving them.

c) Within one week of receiving them, reviews and forwards to the E-Commerce Steering Committee statements by Implementing Agencies comparing Financial, Accessible-Service, and/or other Impacts to those originally expected.

III. Action by E-Commerce Steering Committee

a) After a two-week opportunity to review Implementing Agency’s updated design-phase documents, E-Commerce Requirements Checklist and other relevant materials, approves continued work on E-Commerce Project, or delays work pending adherence to Policies and Procedures for Incoming Payments and requirements in E-Commerce Requirements Checklist.

b) After a two-week opportunity to review Implementing Agency’s test sites, E-Commerce Requirements Checklist, and relevant documents, approves continued work on E-Commerce Project, or delays work pending adherence to Policies and Procedures for Incoming Payments and requirements in E-Commerce Requirements Checklist.

c) After a two-week opportunity to review Implementing Agency statements comparing Financial, Accessible-Service, and/or other Impacts to those originally expected, approves continued work on E-Commerce Project if original expectations were met or exceeded, or refers case to OIRM (or other identified governance body) and Executive Office with recommendations if expectations were not met. 

IV. Action by OIRM (or other identified governance body)

a) After a two-month opportunity to review Implementing Agency statements comparing Financial, Accessible-Service, and/or other Impacts to those originally expected, along with related E-Commerce Steering Committee recommendations, decides whether to stop, alter, or continue the E-Commerce Project.

V. Action by ITS

a) Performs high-level management, oversight, consulting, plus technical services at charge-back rates, to agencies wishing to pursue e-commerce.

ROLES/RESPONSIBILITIES: 

A. Implementing Agency

I. Develops Investment Business Case with Fiscal-Impact Statement, Alternatives Analysis, Supporting Documentation, and E-Commerce Requirements Checklist for all E-Commerce Projects, even if Implementing Agency already has funding for an E-Commerce Project.

II. Gathers input from ITS, Finance, Budget, and others as needed in development of Investment Business Case with Fiscal-Impact Statement, Alternatives Analysis, Supporting Documentation, and E-Commerce Requirements Checklist.

III. Coordinates with the Finance Department to ensure compliance with financial standards, including business and system integration with countywide financial systems, proper accounting, adequate safeguards against fraudulent card use, adequate internal controls, appropriate reporting for audit tracking, and compliance with county code.

IV. Coordinates with ITS to ensure compliance with technical standards (including usability, branding, security, reliability, privacy, platforms, tools, and system integration), communications with affected Agencies, effective project management, alignment with approved E-Commerce strategies and goals, and adequate estimates on budgeting and other resources for the life of the E-Commerce Project.

V. Coordinates with PAO to ensure compliance with federal, state, and local laws and to reduce risk in contractual agreements.

VI. Coordinates with Risk to limit liability. 

VII. Coordinates with OCRE to ensure compliance with federal, state, and local laws regarding disabled-persons access to online services.

VIII. Coordinates with Budget to ensure adequate appropriation authority exists within the agency’s current adopted budget.

IX. Submits Investment Business Case with Fiscal-Impact Statement, Alternatives Analysis, Supporting Documentation, and E-Commerce Requirements Checklist to E-Commerce Steering Committee via the E-Commerce Coordinator.

X. Submits updated Investment Business Case with Fiscal-Impact Statement, Alternatives Analysis, Supporting Documentation, and E-Commerce Requirements Checklist to E-Commerce Steering Committee via the E-Commerce Coordinator.

XI. Submits annual statements comparing originally expected Fiscal, Accessible-Service, and/or other Impacts with the actually observed impacts to the E-Commerce Steering Committee via the E-Commerce Coordinator.

XII. As part of the annual budget process, submits to Executive Office and Budget the E-Commerce Project’s Transaction Fee Statement.

XIII. Recognizes Council preference that appropriation requests come as part of the annual budget process rather than as supplemental budget requests.

B. E-Commerce Coordinator
I. Serves as a first point of contact for all E-Commerce questions.

II. Staffs E-Commerce Steering Committee meetings, including scheduling, agendas, meeting notices, meeting minutes, contact information, e-mails, and other communications.

III. Creates and retains documents related to E-Commerce Steering Committee deliberations.

IV. Maintains an updated online repository of E-Commerce policies, procedures and templates.

V. Delivers monthly report of E-Commerce Steering Committee activities to OIRM (or other identified governance body).

VI. Provides limited management/consulting and other technical services to agencies wishing to pursue E-Commerce. This includes initial consultations, but not project management or its respective parts (design, coding, testing, etc.).

VII. Whenever possible, distributes relevant information about newly proposed E-Commerce Projects to representatives of affected Agencies.

VIII. Distributes relevant information about E-Commerce Projects in development, including pre-development and pre-launch phases, to the E-Commerce Steering Committee within one week of receiving the materials.

IX. Alerts Implementing Agencies that the E-Commerce Steering Committee has approved, denied, or delayed requests to work on E-Commerce Projects.
X. Notifies members of the E-Commerce Steering Committee when an agency reports that an E-Commerce Project’s Fiscal, Accessible-Service, and/or other Impact falls short of what its Implementing Agency expected.
C. E-Commerce Steering Committee

I. Conducts its work in meetings, telephone calls, e-mails, and other means, as organized by the E-Commerce Coordinator.

II. Responds to requests from the OIRM (or other identified governance body) or E-Commerce Coordinator to develop and/or authorize E-Commerce strategies, policies, and procedures. Approval votes must be unanimous.

III. Reviews proposed E-Commerce Projects against established E-Commerce Funding Criteria and against technical, financial, and other requirements in the E-Commerce Requirements Checklist.

IV. Approves, denies, or delays work on E-Commerce Project proposals because changes or additional information are needed. 

V. Specifies reasons for E-Commerce Project denial, or requests specific information or changes from Implementing Agency, in communications to Implementing Agencies through E-Commerce Coordinator.

VI. Reviews approved E-Commerce Projects at critical milestones identified by King County IT governance procedures, including design (review at least two weeks prior to any development) and deployment stages (after completion of development and testing, review at least one month prior to any launch).

VII. Reviews approved E-Commerce Projects annually to determine actual impact.

VIII. Notifies the OIRM (or other identified governance body), via the E-Commerce Coordinator, of any issues arising from milestone or annual reviews, and makes recommendations.

D. ITS

I. Assists County in determining feasibility, pros, cons, and costs of E-Commerce options.

II. Nominates representative to the E-Commerce Steering Committee

III. Authorizes E-Commerce strategies and Projects from a technical perspective through its representative to the E-Commerce Steering Committee.

IV. Assists in the development and maintenance of the E-Commerce Requirements Checklist from a technical perspective for inclusion in the Policies and Procedures for Incoming Payments.
E. Budget: 

I. Nominates representative to the E-Commerce Steering Committee.

II. Authorizes E-Commerce strategies and Projects from a budgetary perspective through its representative to the E-Commerce Steering Committee.

III. Assists in the development and maintenance of the E-Commerce Requirements Checklist from a budgetary perspective for inclusion in the Policies and Procedures for Incoming Payments.

IV. In consultation with the E-Commerce Steering Committee and OIRM (or other identified governance body), develops a timeline for submitting a E-Commerce Project for consideration in the annual budget cycle, including the deadline for Implementing Agencies to submit Investment Business Cases to the E-Commerce Steering Committee via the E-Commerce Coordinator.

E. Finance:

I. Nominates representative to the E-Commerce Steering Committee.

II. Authorizes E-Commerce strategies and Projects from a financial/electronic payment processing perspective through its representative to the E-Commerce Steering Committee.

III. Assists in the development and maintenance of the E-Commerce Requirements Checklist from a financial perspective for inclusion in the Policies and Procedures for Incoming Payments.

IV. Determines Transaction Fees in accordance with state law.

V. Develops and administers countywide program for credit-card services.

VI. In writing from the department director, provides Implementing Agencies consent to enter into agreements for credit-card services. 

F. PAO: 

I. Nominates representative to the E-Commerce Steering Committee

II. Authorizes E-Commerce strategies and Projects from a legal perspective through its representative to the E-Commerce Steering Committee.

III. Assists in the development and maintenance of the E-Commerce Requirements Checklist from a legal perspective for inclusion in the Policies and Procedures for Incoming Payments.

G. Risk: 

I. Nominates representative to the E-Commerce Steering Committee

II. Authorizes E-Commerce strategies and Projects from a liability/risk perspective through its representative to the E-Commerce Steering Committee.

III. Assists in the development and maintenance of the E-Commerce Requirements Checklist from a liability/risk perspective for inclusion in the Policies and Procedures for Incoming Payments.

I. OCRE: 

I. Nominates agency representative to the E-Commerce Steering Committee

II. Authorizes E-Commerce strategies and Projects from an Americans with Disabilities Act perspective through its representative to the E-Commerce Steering Committee.

III. Assists in the development and maintenance of the E-Commerce Requirements Checklist from an Americans with Disabilities Act perspective for inclusion in the Policies and Procedures for Incoming Payments.

J. OIRM (or other identified governance body):

I. Approves policies, procedures, and strategies for implementing E-Commerce in King County and makes adjustments to policies, procedures, and strategies over time as needed. 

II. Appoints members of E-Commerce Steering Committee based on agency nominations.

III. Examines and approves or denies appeals when agencies appeal decisions made by E-Commerce Steering Coordinator.

IV. Authorizes the release of E-Commerce funds when appropriate.

V. May review E-Commerce Projects as needed. 

K. Executive

I. As part of annual budget transmittals, provides Council with a list of Agencies implementing E-payment services, including E-Commerce Projects, as well as each Implementing Agency’s Transaction-Fee Statement.
II. Requests approval from Council for funding of E-Commerce Projects (preferably as part of the regular budget process)
.

III. Requests approval from Council to absorb Transaction Fees in E-Commerce Projects when justified.

L. Council

I. Reviews and acts on E-Commerce proposals that require appropriation authority via the annual budget process or a supplemental request. 

II. Reviews and acts on E-Commerce proposals when agencies wish to absorb the costs of transaction fees.

III. Reviews Executive’s list of Agencies offering E-Payment services, including E-Commerce Projects, as well as each Implementing Agency’s Transaction-Fee Statement. 

ATTACHMENTS

1. Flow Chart of Above Process

2. Fiscal-Impact Statement template
3. Project Funding Scorecard

4. Information Technology Investment Business Case examples
5. E-Commerce Requirements and Recommendations Checklist (separate)
Attachment 1

Flow Chart of E-Commerce Process:

(Note: “E-Comm” refers to E-Commerce Steering Committee.)
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Attachment 2

King County IT Project Fiscal Impact Statement
Implementing Agency name:

Date:
Prepared by:

Phone #:

Project name:

Project description:

Non-quantifiable benefits:

Cost/Savings/Revenue Analysis (attach additional detailed sheets as necessary)

Costs:
Current Year
1st Year
2nd Year
3rd Year

Finance Dept. services 1





Accounts receivable processing 





Equipment





Software development, licensing & maintenance





Hosting costs





Labor costs 





Training





Documentation





Marketing





Other costs (explain separately)





Total Costs (A)





Savings:
Current Year
1st Year
2nd Year
3rd Year

Finance Dept. services 1





NSF processing costs





Accounts receivable processing 





Billing and collection costs





Other savings (explain separately)





Total Savings (B)











Total Cost (or Savings)

 (A-B=C)











Revenue impacts:
Current Year
1st Year
2nd Year
3rd Year

Increase in revenues (X)





Transaction costs 
 (Y)





Total Revenue Impact

(X-Y=Z)





Annual Impact

(Z-C)





Accumulated Total Impact





1. Change in Finance charges to agency based on applicable rate model (non-enterprise costs). 

2. Transaction costs include all bank and vendor fees associated with individual transactions.

3. Accumulated Total Impact adds Estimated Total Cost/Savings (“C”) numbers and Total Revenue Impact (“Z”), and rolls those sums into later years. For example, “C” in current year must be added to “Z” in current year to learn ATI for current year; that sum needs to be added to “C” in first year and “Z” in first year to learn ATI for first year. And so forth for the remaining years. This calculation shows full impact and helps demonstrate when to expect a return on investment in pure dollars, if at all.

Note: Enterprise E-Commerce support costs, which will be recovered n ITS’ normal infrastructure rates, should not be included in the above.

Attachment 3

E-Commerce Project Funding Scorecard

For use in deciding whether to fund a proposed E-Commerce Project. An E-Commerce Project must have a minimum score of 75 to be approved. However, a score of 75 or more does not guarantee approval.

Criteria
Details
If true, score
Score

E-Commerce Committee: :This is a minimum condition.


Project has been reviewed by and received support and buyoff from the E-Commerce Steering Committee or the OIRM (or other identified governance body).
50


Business Plan: This is a minimum condition.

Project is founded on a completed business plan that, 

in descending levels of priority, demonstrates:


Project aims to meet King County Goals.
10



Project aims to meet Implementing Agency goals.
10



Project would offset costs by breaking even or saving money in the next year (beginning Jan. 1 of the next year).
3



Project would offset costs by saving at least $25,000 over the next two years (beginning Jan. 1 of the next year).
3



Project would offset costs by saving at least $100,000 in the next three years (beginning Jan. 1 of the next year).
3



Project would offset costs by bringing in new revenues in the next year (beginning Jan. 1 of the next year).
2



Project would offset costs by bringing in at least $25,000 in new revenues over the next two years (beginning Jan. 1 of the next year).
2



Project would offset costs by bringing in at least $100,000 in new revenues over the next three years (beginning Jan. 1 of the next year).
2



Project would reach those who have measurable difficulty accessing the same services offered via traditional means delivery (in-person, phone, and mail).
1



Project would reach those who are in demonstrable need of the King County service and who would measurably use it more if offered through E-Commerce.
1



Project would reach those whose use of the E-Commerce service would measurably improve the quality of life in King County.
1



Project would reach those who have measurable ease accessing the Internet either at home, at work, or at community sites (community centers, libraries, cybercafes).
1



Project would reach those who have demonstrated an interest in the King County service and would measurably use it more if offered through E-Commerce.


1



Alignment with goals of other King County Agencies.
1


Legislative Mandate


Project is required by legislative mandate.
15


Dependencies


Project demonstrates comprehensive awareness of and sensitivity to the needs of County systems that will be impacted throughout its development and maintenance. These may include financial and technical systems, other E-Commerce Projects, or other County services or activities.
5


Builds Value


Project builds upon and adds value to knowledge, infrastructure, and resources of existing King County E-Commerce Projects.
5


TOTAL



Attachment 4

Information Technology Investment Business Case Examples

· ITS, LARS, DCFM, KCDC, and KCSC multi-agency case for four E-Commerce applications: http://web.metrokc.gov/ecommerce/ibc_young.doc
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