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Project Proposal




	Project Title: Title here (PLEASE USE THE “MAKE A COPY” OPTION BEFORE USING THIS DOCUMENT)



	Program Title (if applicable): 
	Prepared By: Name of the person completing the proposal
	  Date: 



	* Project Class 
Size (1-5):   
	
	SMT Review? 
(Class 3 & up)
	Required☐
Not Required☐
	  * DRB Review?: 
	Required☐
Not Required☐



	

	Situation/Problem/Opportunity: 
Briefly summarize the problem or opportunity you propose to address. This statement provides a basis for the rest of the document. Write this in terms of the organizational problem discovered, not in terms of the solution needed. 

	Purpose Statement (Goals): 
This is what you intend to do to address the problem or opportunity identified above. This is the solution you propose. A project has one goal that gives purpose and direction to the project. This will be used as a continual point of reference for any questions that arise regarding scope or purpose. This section should be written in language that is easy for everyone to understand. It describes what will be implemented, corrected, installed, replaced or otherwise addressed to solve the problem. 

	Objectives/Deliverables(if known):
· Objectives and deliverables are a more detailed version of the purpose (goals) statement. They outline what will be accomplished in this project.
· Objective statements will clarify the boundaries of the purpose statement and define boundaries of the scope of the project.
· Every objective must be accomplished in order to reach the goal and accomplish the purpose of this project.
· Consider including as objectives / deliverables:
· Your requirements gathering process
· A formal implementation plan
· Service definition work
· Handoffs / recommendations to other teams
· Accessibility incorporation – what is your plan for ensuring accessibility for users with disabilities?
· Analysis and incorporation of User Interface Standards

	Methods/Approach: 
· How will you complete this project? What is your strategy for completion?
· What tools will you use? Will you procure or otherwise acquire hardware, software or people services?
· Will this project change or impact a defined ITS service? If so, what Change Management process will you use?
· How will you identify and address IT security policies and procedures? (Also referenced in Section 3.1 of the Project Charter)
· Are there any implications for people with disabilities? How will you incorporate accessibility in to this project? (Also referenced in Section 3.1 of the Project Charter)
· What options / alternatives have / will you consider for the overall approach? Examples include open source vs. licensed software, extending existing services vs. building from scratch, and collaborations with other campuses.
· [bookmark: _GoBack]Work to incorporate the APM User Interface Standards into client-facing design.

	Success Criteria:
· This is the measurable business value resulting from doing this project.
· What state must exist for the client to say the project was a success?
· Address quantitative and tangible business benefits in terms of what will be improved, what problems will be reduced or what benefit will this be to the organization. 

	Risks and Dependencies:
· Identify any factors that can affect the outcome of the project including major dependencies on other events or actions.
· These factors can effect deliverables, success, and completion of the project.
· Record anything that can go wrong during this project and the probability. 

	Required Consultations: The following consultations may be useful for any project. Identify which consultation should be required for your project:
· Functional requirements from client community
· Budget and Resource Management Group budget review
· Procurement & Business Contracts (Purchasing) - if an RFP or any significant project expenditures are expected, consult with Procurement early in the process
· Technical requirements
· CRM Technical and client impact review
· Design Review Board (DRB)
· IT Security Policy

	Resources:
· People – project staff, participants and those impacted (general classifications OK)technical lead (if necessary) and functional lead (if necessary)
· Time - what is the time frame for this project? How long will it take?
· Dollars - direct and indirect costs, e.g., out of pocket expenses and absorbed overhead
· Other – software, expertise, procured items, outside expertise, etc. 



	Project Duration (est):
	Project Budget (est): 


To Be Completed by Appropriate Manager - Proposals will be reviewed by the sponsor and manager and forwarded to ITS/PMG by the manager. 
	If known, enter the project sponsor’s name.
 
 
Project Sponsor:           
SMT Sponsor (if applicable):   
	If known, enter the project manager’s name.
 
 
Project Manager: 


 
*  Useful project proposal references:
·        Project classification matrix (http://its.ucsc.edu/project-management/docs/pm-docs/class-matrix.pdf)
·        DRB review criteria (http://its.ucsc.edu/ea/drp/index.html)
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