Administrative IT Planning Board – Project Submission Form

INSTRUCTIONS: Please fill in as much as you can and submit to your supervisor.

Name: <>

Business Purpose: <>

Key Decision(s): 
· <>

Scope:
Business Area: <>
Customer/Users: <>
Time Constraints: <>

Impact/Risk: <>

Goal(s): <>
· <>

Outcome(s): 
· <>

Cost (If Known): 
<>

Submitter/Contact Name: <>

Date: <>

Description: <>


INSTRUCTIONS: Please focus on the business need and not a particular product.  Product information could appear in the description.
[bookmark: _GoBack]
-------------
Name: Provide a short name;

Business Purpose: One or two sentences explaining the business purpose driving the request;

Key Decision(s): List of decisions the submitter needs the IT Planning Board to make.  E.g.:
· Approval to proceed; 

Scope of Impact:
Business Area: Department/internal stakeholders affected along with measure of impact, e.g. staff affected, hours required to implement, etc.
Customer/Users: User groups affected along with measure of impact if known;
Time Constraints: Time or scheduling dependencies that decision makers should know about;

Impact/Risk: List of significant risks associated with approval or non-approval of the request;

Goal(s): List of SMART goals expected to be achieved if the request is approved;

Outcome(s): List of specific business outcomes expected to be achieved if the request is approved;

Cost (If Known): Include purchase costs, ongoing costs, and costs associated with training and consulting;

Submitter/Contact Name: Name of the primary contact for the request;

Date: Date request was submitted;

Description: Brief description to provide context;
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