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Project Initiation Form  
Document Purpose
This document is used to request permission to investigate, plan and propose the implementation project.
1. Executive Summary (business specific)
· Project Name: The name should represent the project need / opportunity:         
· Business Need: Describe why it should be done.          
· Is this project in response to regulatory compliance?     FORMCHECKBOX 
 Yes        FORMCHECKBOX 
 No     Please Explain:        
· Does the project involve software that will store student or employee data on the Internet/Cloud?   FORMCHECKBOX 
 Yes        FORMCHECKBOX 
 No       Please Explain:        
· Risk of doing nothing:  Describe the impact to the business if this project is not selected for implementation.        
2. Investigation Project Overview (solution specific)
· Check any activities needed in the investigation:

	1.    FORMCHECKBOX 
Current and proposed process flows and the benefits and risks.

2.    FORMCHECKBOX 
Alternative solutions investigation

3.    FORMCHECKBOX 
Identify user & roles 

4.    FORMCHECKBOX 
Collect basic functional requirements

5.    FORMCHECKBOX 
Estimate analysis, design, and development time

6.    FORMCHECKBOX 
Identify data conversion / data representation plan

7.    FORMCHECKBOX 
Clarify Integration expectations, rules, and level of effort

8.    FORMCHECKBOX 
Clarify reporting expectations, rules, and level of effort 


	9.      FORMCHECKBOX 
 Plan IT, functional and consulting resources

10.  FORMCHECKBOX 
 Plan types and levels of testing

11.  FORMCHECKBOX 
 Identify Funding sources 

12.  FORMCHECKBOX 
 Identify vendors

13.  FORMCHECKBOX 
 Get trial versions and or demos

14.  FORMCHECKBOX 
 Write RFP or collect pricing data from vendors

15.  FORMCHECKBOX 
 Identify software support options 

16.  FORMCHECKBOX 
Clarify security (authentication and authorization) expectations and efforts

17.  FORMCHECKBOX 
Identify hosting options or local hardware needs

18.  FORMCHECKBOX 
Identify training and communications expectations and plans

19. Other:       



· Project Resources Required:  

	#
	Role
	Person(s)
	Number of hours expected for investigation

	1
	Project Sponsor
	     
	     

	2
	Project Manager
	     
	     

	3
	Analyst/technical architect/investigator(s)
	     
	     

	4
	Functional leader/experts
	     
	     


3. Project Schedule: Tentative and approximate project schedule and major milestones for the activities checked above.   
     
4. Implementation Project Preliminary estimates
· Financial Data – estimate capital and operating: These estimates are to give a rough sense of the size of the eventual project, and is not a request to spend funds.
	
	One-Time Cost
	Annual Cost
	Comments

	Hardware
	     
	     
	     

	Software Licenses
	     
	     
	     

	Contractors
	     
	     
	     

	Local tech labor (where 1 FTE = $80K)
	     
	     
	     

	Total
	     
	     
	     

	[Specify low, and high end range, as applicable, for 90% certainty.]
	
	
	


	5. Project initiation Form

	 
	                                   
	 

	Project Requestor / Sponsor

	
	Name:       
	Date:      

	Project stakeholders :

	
	Name:        
	Date:       

	
	
	

	
	
	

	Prepared By
	Name:                                   
	Date:      


Project Initiation form V 1.0 10/2016
Palm Beach State College PMO
Page 1 of 2

