



Information Technology Project Request Form



Project Name:

Business Sponsor(s):





Working Client(s):


FYXXXX Funding Request: 
Project Summary: 

Project Deliverables/Milestone Dates:
	Current Quarter:
	Next Three Quarters:

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Summary of Costs:


	Quarter
	IT headcount
	IT Costs
	Vendor Costs
	Hdware/Sfware Costs
	Other IT Costs

	Current
	
	
	
	
	

	Next Qtr 1
	
	
	
	
	

	Next Qtr 2
	
	
	
	
	

	Next Qtr 3
	
	
	
	
	

	Next Qtr 4
	
	
	
	
	

	
	
	

	
	
	

	Project Roles and Headcount Distribution

	Role
	Description
	Headcount

	Working Client(s)
	directly responsible to the business unit sponsor for project delivery/coordination/facilitation
	

	Other Business Unit Representatives
	those parties from across the business unit who participate in project delivery through their contributions of marketplace, customer, business process, and operational knowledge 
	

	IT Customer Relationship Executive (CRE)
	the IT staff member who manages the relations between this particular
	

	Project Director
	the IT manager directly responsible for the delivery of this project for the IT side of the house
	

	Project Manager
	staff to the project director coordinates the day-to-day process of project delivery
	

	Business Analyst(s)
	
	

	Technical Architect
	
	

	Systems Personnel
	
	

	Data Management Personnel
	
	

	Quality Assurance/Release Management Personnel
	
	

	Security
	
	

	Server and Network Services
	
	

	Training
	
	

	Other
	
	

	Total
	
	


· What if any is the number of IT headcount currently associated with this initiative: 
· Confidence Level of Estimates:    Low___       Medium___  
High___

· Explain the confidence rating: ____________________________________________________________________________________________

________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________

Summary of Benefits:

· What is the associated IRR/ROI (attached the appropriate calculation model): 

· What were the benefits based upon (i.e.: expense reduction, increased sales, etc.): 

· Dollar Amount of Benefits Realized in: 

	
	FYXXXX
	FYXXXX+1
	FYXXXX+2
	FYXXXX+3

	1st Qtr
	
	
	
	

	2nd Qtr
	
	
	
	

	3rd Qtr
	
	
	
	

	4th Qtr
	
	
	
	


Strategic Alignment (Y/N):

· Supports increased sales, market share, revenue, etc: 

· Reduces Expenses:


· Supports Demutualization:

· Legal/Mandatory/Compliance: 

· Supports Sales Force Retention:

· Supports IT architecture/blueprint:






Risk Factors (Y/N):    (Note: Mitigation Plans Must be identified for each risk.)

· Strategic Risk (impact to business if application is not delivered, if it fails in production)?

· Financial Risk (soundness of budget, security of funding, actuals in line w/budget)?

· Project Management Risk (scope creep, cost/time overruns, people)? 

· Technology Risk (performance, deployment, support, integration/interoperability, standards, expertise/competencies)? 

· Change Management Risk (change process documented and followed; business requirements stable)?

· Quality Risk (requirements clear, project results traceable to requirements, reviews w/customer in place)?
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