Information Technology Project Intake Form

	Complete this form for computing or technology requests beyond routine desktop software or hardware purchases that may require setup, configuration or integrations with other systems.  If you have questions, please call the Office of Information Technology at X7971.


	Project Name:

	Owner Name:
	(Name of the individual who is requesting this project and be the primary beneficiary.)

	Date:
	Division/College: 
	Department:

	Description: (Please provide a brief summary description of the project or request)

 

	Objectives
	(What is hoped to be accomplished?)



	Proposed Solution


	(What is proposed to be purchased, implemented or enhanced?)

	Benefits Summary
	(What are the benefits of this initiative?)



	Desired Timeline
	(When do you need this to be in place by?  Is this supporting an incoming cohort, if so, which one?)



	Risk/Impact of Deferral 
	(What will happen if we don’t do this?)



	Funding Source
	Department ID# or Other existing fund source:



	Costs
	Please identify any costs that may be known or expected to be incurred.   Below are some key categories as examples.

Software Purchase or Subscription:

Implementation Fees:

Ongoing costs such as support and maintenance:

Data Migration:

Testing:

Training:

Other Costs for setup, integrations, or preparatory workshops:

	Systems Interdependencies or Other Pre-Requisites
	What other systems might information need to be fed to or drawn from?

	Regulatory Requirements
	What Regulatory requirements must the proposed solution be compliant with?  

Some examples might be FERPA, GDPR, PII, and Sarbanes Oxley.

	Scope and Staff Impacts
	How many people does this impact?

Who might need to be retrained?

Are supplemental staff required?

Is this for one department/division, multiple departments or University wide?

	Discretion – The degree of discretion the University has to implement the initiative.  For example, regulatory requirements have the least discretion while innovative initiatives typically have the most.

	Select the category that best describes your project or request.
	(1) Must Do (Mission Critical – will cause operational outages, Compliance if not done, etc.)

(2) Significant Strategic Value (This will not cause operational outages, but directly supports our strategic plan as a foundational element or an enhancement.

(3) Incremental Benefits (This promotes business process efficiencies or other benefits)
	Enter

#

Here



