Resource Commitment Memo

<To>
<Title>
<Agency / Organization / Program Office>
<To>
Thank you for your participation to date with the <Project Name> evaluation phase. After interviews with multiple candidate exchange partners, the project team has concluded its evaluation process and has selected two data exchanges for consideration.
You are receiving this letter as an Executive Sponsor because the agency you represent has been selected to participate in the <Project Name> project, a joint-effort sponsored by the <Department Name> and the <Department Name>. While the effort intends to create an improved information exchange to/from your agency yielding measurable benefits, the effort will require some resource commitment for the duration of the project that should be mutually understood before proceeding with implementation.
While we cannot anticipate the exact amount of time and staffing resource required for this effort, the list below shows our best estimate of the resources required to ensure a successful result. Our intent is to be transparent with the organizational commitment required, including:
· One (1) representative to attend project meetings either virtually or in-person in order to represent their agency and to be able to report in on the status of the project from the participating organization’s perspective. The project team attends these meetings, which occur once every two weeks for two hours.
· One (1) technical representative to support the project team on a not-to-exceed ten (10) hours per week basis (.25 FTE) to accomplish the following:
· Consult regarding the technical interfaces between the data producers and data consumers
· Provide updates to technical documentation that have bearing on project execution
· Consult regarding how best to instantiate a NIEM-compliant data service 
· Optional: Provisioning of computing environment and supporting infrastructure for verifying and validating the functional performance of the new electronic interface (i.e., a suitable ingestion-side test environment).
While resources are always difficult to allocate, especially to activities that involve cross-organizational dependencies, our assessment is that the above is both the minimum level of investment required to ensure success, and that this is a reasonable investment to make given the limitations of the status quo. 
At your earliest convenience, we are looking for confirmation that your organization is committed to the <Project Name> project, and that the associated resource requirements are understood and accepted. We are excited to begin working this strategic data exchange activity in partnership with your organization, and anticipate achieving measurable and significant improvements. 

Sincerely,
Co-chairs, Project Team
