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Project Proposal Form Template 

Before completing this template please note:
· Text in blue italics is explanatory and must be deleted in completed documents.
· This template forms part of the Information Technology (IT) project approval process and should be completed for any new IT Project being proposed. The IT Project approval process is shown in the diagram on the last page. It has been created by the Programme Management and Quality (PMQ) Office in the Information and Library Services Division at the University of Greenwich. 
· This template should be completed by the individual or organisational unit proposing the project. The Programme Management and Quality Office can help to develop the required content, assist with completion and submission of the template and provide advice and guidance on how to follow the IT project approval process. 
· Please remember to fill in the information on the footer – project code, version and date. 

	Project title
	

	Project code
	ILS [No. assigned by PMQ office]
	Project Sponsor
Project Manager 
	[refer to roles on PMQ website]

	Project start date 
	
	Project end date 
	

	Brief Project Description: 
	· What are you asking the IT Project Board to approve and fund? 
· What are the key benefits to the University and how does this project support the 2012-17 Strategic Plan? 
· Include one or two sentences to summarise the anticipated total cost (staff and non-staff costs) and if relevant, any contractral arrangements with third party suppliers.


	Proposed Steering Group

	Representing the key stakeholders (suppliers and users). Note: a representative from each team listed in this section should receive a copy of the Proposal before it is submitted to the IT Project Board. This ensures that project team members/stakeholders are aware of their time commitment from the outset and can agree to the resource requirement or highlight potential resourcing issues. 


	Project Driver, Importance and Urgency
	DRIVERS
Pick one from the list below and explain:
Strategic: delivers new system to enable major strategic objectives
Enhancement: Improves existing systems to support strategic objectives
Operational fix: Repair or work around to a critical operational system that has failed
Compliance: To comply with business critical changes in legislation or regulations
IMPORTANCE relates to organisational survival/successPick one from the list below and explain:
Must:  Essential for current survival of the university, or for operational/compliance reasons
Should: Essential for future survival of the university or will contribute significantly to current success
Could: Will contribute to the future success of the university
Would be nice: All other projects
URGENCY indicates timing- this year or in the future?


	Sustainability Impact
	Please comment whether the project will have an impact on sustainablity (either positive or negative).


	Outline Business Case:
 
	The outline business case may include high-level information on any of the following that are relevent at this stage:
· Alignment to organisational strategy and/or corporate plan
This section should also include an outline of the problem to be addressed and an indication of the size of the project. 
· Costs
Include total staff time and non-staff costs to the University and if appropriate students. Any costs associated with third party suppliers should also be stated here. Refer to guidance on Staff Costs on the PMQ website (http://...)
· Resources 
Insert a breakdown of the estimates for FTE staff time (in days) including tolerance on time (e.g. + and/or – 10%). 
Department/Team
Project phase X
Ongoing annual support*
Total number of staff days
Staff costs (based on average day rate of £xxx)
Business Analyst (based on x no. of days at £xxx daily rate)
*Ongoing support costs should be based on an average year of operation (not on the first year of launching the product/service where bug fixing and other additional work is inevitable). The IT Project Board needs to understand the ongoing costs to the University if this project is going to go ahead. 
A process which creates/amends an output/deliverable must be documented as a business process map. Process mapping identifies the flow of events in a process as well as the inputs and outputs in each step of a process. It visually shows the complexity of a process and identifies sources of non-value added activities (i.e. rework loops) in a process. The existing process could also be mapped out to show what efficiencies are to be realised. The resource of a Business Analyst to produce process maps should be included in the proposal. 
If the project requires any development resource from Information Systems or integration with other systems a time/resource estimate must be obtained.
Liaise with all relevant Departments/Teams to agree the estimated number of days. A separate table could be insert to include non-staff costs. 
· Benefits (including how measured)
Measurable and/or linked to the Strategic Plan Objectives/KPI’s. If the benefits are challenging to measure state that at the bottom of the benefits section. 
· Rationale and/or justification

· Deliverables
· Options and alternatives 
List at least two alternatives plus a “do nothing” option. Always start by stating the option followed by a short critique of that option. 
· Assumptions 

· Risks

· Dependencies
Please list project dependencies here. The PMQ office maintains a list of systems & dependencies, and will add any new project dependencies you suggest to our records. For further support on completing this section, please contact the PMQ office.

· Constraints (including any fixed deadlines)
· High-level project plan (including key milestones)
There are various ways to display this. Try to include details of the activities and specific date periods.
If further work development work is required to identify the full project costs, resources and benefits, for example a pilot study, then these should be specified.


	Sign offs from Sponsor, any other major resource supplier, IT Programme & Quality Office
	Name 
	
	
	

	
	Signature 
	
	
	

	
	Date 
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