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	Project Name: 


	Proposed by:                          Date: 


	Planning Item
	Guidelines for developing:

	Customer needs (quantified)
	Define the specific business needs that drive the investment proposal.  Account for both current and future needs of the business.  State how the proposed investment aligns with business and agency/cabinet strategic objectives.



	Market window (schedule driver)
	Estimate the initial delivery schedule and cost of delayed delivery.


	Proposed solution features
	List the features to be included and cite the specific business needs they satisfy.  Present sufficient detail to allow the decision-makers to understand the business solution in order to evaluate it properly.



	Project organizational framework
	Describe how the project will be structured.  Assess:

· Complexity

· Duration

· Project leadership requirements

· Project team skill requirements

· Roles & Responsibilities



	Competitive analysis
	Describe how the proposed solution is competitive in the marketplace.  Assess it against the top three competitors’ offerings, including price, total cost of ownership and quality delivery.


	Risks
	Identify the expected risks to which the project will be exposed.  Assess the likelihood of each risk occurring and its impact on the project.  Outline a plan for managing the risks; include risk-minimization measures and contingency plans for recovery and damage limitation. 


	Return on Investment (ROI)
	ROI benefits may either be incurred once upon the implementation of the proposed solution or recur over the operational life of the solution.  They may yield direct revenue or strategically position the enterprise for market gains.  Identify the ROI benefits and classify them as such.  


	Total Cost of Ownership (TCO)
	Identify all components over the projected length of use of the system. Include:

· Vendor-supplied hardware & software

· Other infrastructure costs (other software, storage, backups, bandwidth, etc)
· Annual maintenance and support
· Expected license and hardware growth
· Project overhead (total cost * 20%)
(Note: Staffing costs are reported elsewhere)


	Critical Success Factors 
	List those factors that must be in place to ensure success of the proposed solution.  Identify both Quantitative and Qualitative success factors.  Be specific.

Quantitative success factors:
Qualitative success factors:
· 

	Criteria for measuring success
	Describe what measures will be applied to measure the success of the proposed solution.

Examples (describe in specific project terms):
· Financial –
· Schedule – 
· Scope - 



	Resource requirements
	Identify the project resources by role and quantity, but not by name, over the life cycle of the proposed project.  State how the resource estimate was calculated.  Include an explanation of the split of effort between in-house and external resources, if appropriate.

Examples of resource needs to consider:
· Technical skills – 
· Management skills – 
· Technology resources – 

· Capital –
· Partnerships, alliances – 


	Business Benefits / Justification
	Identify the benefits that will be resulted from completing the proposed project, and include justification for these benefits.

· Return on Investment –.
· Strategic Impact – 
· Alignment -


	Assumptions
	There are always assumptions that are made when conducting a project proposal.  These assumptions need to be properly documented so that they may be reviewed.

Examples of Project Assumptions to consider:
· Project Funding –
· Project Completion - 

· Regulation Compliance –
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