Functionality Assessment Charter

Functional Management Review Charter

	Study Request (To be completed by the Program/Functional Manager and Analyst)
  Use the Tab key to navigate from one cell to the next.  To change a pre-filled cell, use the mouse to select a different response from the drop-down menu.  Please see page two for field title definitions.


	Functional Manager:
	     
	Telephone:
	   -     ext.      

	RBO POC:
	     
	Telephone:
	   -     ext.      

	FA Consultant(s):        
	Telephone:             

	Start Date:
	  /  /    
	Due Date:
	  /  /    

	Program Manager:
	     
	Study Type:
	 FORMDROPDOWN 


	Study Name:
	     


	Study Purpose:  
	·      

	Expected Outcome:  
	 FORMCHECKBOX 
 Identify Cost Savings of 20%                   

 FORMCHECKBOX 
 Document Standard Operating Procedures

 FORMCHECKBOX 
 Increase Revenues             

 FORMCHECKBOX 
 Cross-functional Efficiencies
	 FORMCHECKBOX 
 Process Improvement        

 FORMCHECKBOX 
 Organizational Streamlining 

 FORMCHECKBOX 
 Other, please specify…      


	Study Action Summary:  
	·      

	Success Criteria:  
	·      

	Strategic Goal To Be Met:
	 FORMCHECKBOX 
 Customer               FORMCHECKBOX 
 Processes           FORMCHECKBOX 
 Teamwork

 FORMCHECKBOX 
 People                 FORMCHECKBOX 
 Financial

	Objective To Be Met:
	 FORMCHECKBOX 
  Provide value services             FORMCHECKBOX 
  Effective use of facilities

 FORMCHECKBOX 
  Improve QOL/retention              FORMCHECKBOX 
  Training

 FORMCHECKBOX 
  Employee satisfaction/motivation   FORMCHECKBOX 
  Encourage effective leadership

 FORMCHECKBOX 
  Identify/define business processes FORMCHECKBOX 
  Improve workplace environment

 FORMCHECKBOX 
  Benchmarking                       FORMCHECKBOX 
  Implement process improvements

 FORMCHECKBOX 
  Regional prioritization            FORMCHECKBOX 
  Budgets, performance measures

 FORMCHECKBOX 
  Strategic sourcing initiatives     FORMCHECKBOX 
  Reduce energy consumption

 FORMCHECKBOX 
  Optimize facilities footprint      FORMCHECKBOX 
  Cross-functional cooperation

 FORMCHECKBOX 
  Joint services opportunity         FORMCHECKBOX 
  Community partnership

	Internal Impacts:  
	·      

	External Impacts:  
	·      

	Internal Resources:  
	·      

	External Resources:  
	·      


	Tracking of Costs
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	Functional Manager:
	
	Date:
	

	Program Manager:
	
	Date:
	

	RBO POC:
	
	Date:
	

	Business Manager:
	
	Date:
	


COMNAVREGHIINST 5200.8

	Study Purpose
	In one concise paragraph provide a statement of work and objectives to be achieved by conducting a functionality assessment.  Include any known changes that must be achieved as a result of completing this process.

	Expected Outcome
	As an organization, what does the function need or expect to learn and implement during and at the end of the functionality assessment?  What does management presume will be learned from the study?  Choose all appropriate outcomes.  Cost savings for a FA Study is a targeted minimum of 20%.  The cost savings for a FMR will be negotiated.

	Study Action Summary
	High level statement of actions to be taken and items to be achieved to meet the success criteria and complete the FA study.   This must include a Plan of Action and Milestones based upon the eight steps defined in the Regional Functional Assessment Guidebook.  (For FMR studies, develop POA&M for the agreed upon steps).

	Success Criteria
	How will it be known that the study is complete and what products define a successful completion.  Items described in this section should include all tangible (e.g., documentation) and non-tangible (e.g., training) results required to complete the FA.

	Objective To Be Met
	Select COMNAVREG HI goals that pertain to your goals and objectives, which will be achieved by the FA.

	Internal Impacts
	Effects of the study or expected changes to the internal functional organization, both positive and negative, as a result of the FA.

	External Impacts
	Effects to organizations or task areas outside of the primary function which are one of the following:

· Direct supplier of information or services

· Direct recipient of information services

· Partner to the organization in one or more business processes

· Key supporter or funding source of the functional organization

Any area or organization affected by a change in business practices by the function.

	Internal Resources
	Resources required which are internal to the functional organization being studied.  All resources to be used should be identified.

	External Resources
	Resources required which are external to the functional organization being studied.  These resources could be internal or external to the Navy organization.  All resources to be used should be identified along with acquisition responsibility.

	Tracking of Costs
	Post-study reports to CNO require costs to conduct the assessment.  Costs will be tracked on the imbedded spreadsheet and submitted monthly to the Regional Business Office (RBO) Point of Contact (POC) by the 10th day of the following month.
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								FA Study Costs Worksheet

		CLAIMANT:						TOTAL POSITIONS UNDER STUDY:								EST. NUMBER OF IN-HOUSE PERSONNEL DEDICATED TO STUDY

		ACTIVITY:						MILITARY BILLETS:										FULL TIME:

		FUNCTION:						CIVILIAN FTES:										PART TIME:

		STUDY NUMBER:

		FA Steps		Develop FA Action Plan		Analyze As-Is Process		Benchmark		Develop To-Be Process		Determine To-Be Performance Measures		Perform Cost Benefit Analysis		Implementation		Row Totals

		Full Time In-house Workyears                 $$$ and Hours                                           Note 1																$   - 0

																		- 0

		Part Time In-house Workyears                  $$$ and Hours               NOTE 1																$   - 0

																		- 0

		OPNAV Funded Contractor Support $$$ and Hours NOTE 2																$   - 0

																		- 0

		Activity Funded Contractor Support $$$ and Hours NOTE 2																$   - 0

																		- 0

		ColumnTotal In-House Workyears		-0		-0		-0		-0		-0		-0		-0		- 0

		Column Total Contractor Support $$$		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0		$   - 0

		Column Total Contractor Support Hours		0		0		0		0		0		0		0		- 0

		Note 1:  Estimate manhours in monthly reports; upon completion of the study, workyears will be estimated to the nearest 10th (e.g., 20.4 workyears); round dollar estimates to the nearest dollar.

		Note 2: Allocate time and funds spent on contractor support.  If support contractor data is insufficient, estimate using best available information.   Support contractor can be another government activity.
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