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REQUEST

1. Project Name:  [commitment name]

______________________________________________________________________________________

Commitment Level: _ Request
_ Speculation
_ Offer
_ Commit
_ Declined
_ Complete

Business Unit: 

Project’ Executive Sponsor (Business Unit Head): 

Working Clients: 

IT Project Director:

Project Management Office Representative(s): 

Products/Services/Systems/Application Name(s): 

2. Commitment Type

	_ Proprietary
	_ Commercial
	_ Hybrid
	_ Platform

	
	
	
	


3. Business Priority Assignment

	_ Enterprise
	_ Line of Business/Knowledge Center

	_  High                         (Critical for [Enterprise]’s business continuation)
	_  High   (Competitive opportunity; legal/industry requirement; provides significant economic or customer satisfaction benefits)

	_  Medium      (Broad-based economic benefit to [Enterprise])
	  _  Medium                      (High payback potential; major contributor to customer satisfaction goals)

	     _  Low                          (Benefit to [Enterprise], or is a specific mandated legal 

 requirement)
	  _  Low                                (Key contributor to customer satisfaction goals)


4. Brief Statement of Business Problem or Opportunity

SPECULATION

5.
Business Value Statements

	Business Improvement
	Major
	Minor
	None
	Business Value Statement (in support of the improvement)

	1. Increase Revenue
	
	
	
	

	2. Decrease Cost
	
	
	
	

	3. Avoid Cost
	
	
	
	

	4. Increase Productivity
	
	
	
	

	5. Improve Time-to-Market
	
	
	
	

	6. Improve Customer Service/Value
	
	
	
	

	7. Provide Competitive Advantage
	
	
	
	

	8. Reduce Risk
	
	
	
	

	9. Improve Quality
	
	
	
	

	10. Other (Describe)
	
	
	
	

	
	
	
	
	


6.
Commitment Tie to Strategic Business Initiative

7.
Project Business Definition

Delivery

Essential (must be delivered):
Desirable (delivery will be accepted without this functionality):
Optional (nice to have if it can be included within projected time and cost):
Exclusions

8.
Critical Success Factors - Conditions of Customer Satisfaction

Scope – 

Quality – 
Cost –
Time –

9. Impact Statement

Indicate all other applications that require changes as a result of this Commitment. List any other Commitments this project is dependent upon for successful completion. 

10.
Sunset Statement

List the application(s) to be sunsetted as a result of this Commitment. Estimate life span of this application.

1. Sunsets:

2. Life span of this Commitment’s deliverables:

11. Assumptions, Constraints and Open Issues:

Assumptions:

1. This project will adhere to established Information Technology and Application Architectures (If this is not true, see the section 12 - Risk.) and will strive towards open, standards-based I/T solutions.

2. The PMO Project Engineering Framework will be used to build the project plan.
3. The PM O’s standard project resource and time management tools will be employed by the project team to manage this project, to assign and account for resource utilization, and to report on project deliverables.
Constraints:

1. .

2. .

Open Issues:

1. .

12.
Risk

	_  Breakthrough
	_  Platform
	_  Derivative
	_  R&D
	_ Support


Risk Management Matrix (updates to this continue throughout life of Commitment.)

	Potential Risk
	Description of Risk
	Resolution

	Technology
	
	

	Financial
	
	

	Security
	
	

	Data Integrity
	
	

	Business Continuity
	
	

	Regulatory
	
	

	Business Requirements
	
	

	Operational Readiness
	
	

	Other (explain)
	
	

	
	
	


Will this Commitment introduce any new technology that is not currently part of Information Technology Architecture?  (An answer of “yes” requires review and approval by the CIO.)  

Approved by CIO:__________________________________  date: _______________

13.
Statement of Position 98-1

 (Instructions: State whether the cost of this project will be expensed or capitalized.)

_  Expensed in current fiscal year

_  Capitalized over five (state how many) years
14.
Preliminary Estimate of Cost, Duration and Effort

Preliminary Estimated Cost:

Best Case: ____________
Planned:
Contingency: 

Preliminary Estimated Duration (lapsed time in weeks or months):

Best Case: ____________
Planned:
Contingency: 

Preliminary Estimated Effort (total project plan resource hours required – Associates and contractors):

Best Case: ____________
Planned: ____________
Contingency: ____________

Confidence Level: 
_  Low 
_  Medium
_  High

Maintenance Estimate (per year): 

15.
Roles and Responsibilities

(List the roles and responsibilities for this Commitment.)

	Role
	Name of Associate
	Responsibility

	NEU Team:

	   Executive Sponsor
	
	provides funding and ultimately responsible for overall project delivery

	   Working Client(s)
	
	works closely with IT team to ensure the proper synchronization between end user requirements, project plans, and IT delivery

	   Project Director 
	
	oversees IT delivery and ensures working client satisfaction

	   Project Manager(s)
	
	ensures adherence to best practices in the overall administration and delivery of the project(s) 

	   Business Analyst (EO)
	
	coordinates IT delivery and ensures both internally synchronization of IT resources and the synchronization of IT delivery with Physical plant requirements

	   Project Analyst (EO)
	
	assists in project delivery documentation, measurement, and reporting

	   Application Lead
	
	

	   Systems Lead
	
	

	   Data Management Lead
	
	

	   Infrastructure Lead
	
	

	   Customer Services Lead
	
	

	Internal and External Partners:

	Vendor-based Project   Management Support
	
	

	   Technical Architect(s)
	
	

	   Business Process   Architect(s)
	
	

	   Creative Development/UI
	
	

	    Development
	
	

	   Training/Documentation 
	
	

	   QA/Testing
	
	

	   Infrastructure
	
	

	   Security
	
	

	Other Partner Provider(s) – Hardware/Software:
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


16.
Partner-Provider Signature

(Instructions: Hold a review of sections 1-12 with your partner-providers and obtain their agreement to participate. Each partner provider’s signature represents his or her agreement to participate in this effort.)

	Partner Providers - Agreement to Participate
	
	

	Organization / Rep
	Signature
	Date

	_________________________________
	__________________________________________
	______  /  ______  /  _______

	_________________________________
	__________________________________________
	______  /  ______  /  _______

	_________________________________
	__________________________________________
	______  /  ______  /  _______

	_________________________________
	__________________________________________
	______  /  ______  /  _______

	_________________________________
	__________________________________________
	______  /  ______  /  _______

	_________________________________
	__________________________________________
	______  /  ______  /  _______

	
	
	


OFFER

17.
Offer Expiration Date

Offer expiration date:   

18.
Commitment Offer Review

	Review Participants – Signature Approval
	
	

	Review Par ticipant
	Signature
	Date

	Information Technology’s Customer Relationship Executive: [name of CRE]
	__________________________________________
	______  /  ______  /  _______

	IT Business Operations: [name of business  officer]
	__________________________________________
	______  /  ______  /  _______

	PMO: [name of PMO Director]
	__________________________________________
	______  /  ______  /  _______

	
	
	

	
	
	


COMMITMENT

19.
Signature Approval or Disapproval

	Signature Approval of Commitment
	
	

	Organization / Rep
	Signature
	Date

	Business Unit Sponsor:

_________________________________
	__________________________________________
	______  /  ______  /  _______

	Working Client (Business Rep):

_________________________________
	__________________________________________
	______  /  ______  /  _______

	Working Client (Business Rep):

_________________________________
	__________________________________________
	______  /  ______  /  _______

	Working Client (Business Rep):

_________________________________
	__________________________________________
	______  /  ______  /  _______

	Working Client (Business Rep):

_________________________________
	__________________________________________
	______  /  ______  /  _______

	
	
	


Signature if Business Unit Declines to proceed at this time.

	Signature
	
	

	Organization / Rep
	Signature
	Date

	Business Unit Sponsor:

_________________________________
	__________________________________________
	______  /  ______  /  _______

	Working Client (Business Rep):

_________________________________
	__________________________________________
	______  /  ______  /  _______

	Working Client (Business Rep):

_________________________________
	__________________________________________
	______  /  ______  /  _______

	Working Client (Business Rep).

_________________________________
	__________________________________________
	______  /  ______  /  _______

	PMO, Project Manager:

_________________________________
	__________________________________________
	______  /  ______  /  _______

	PMO, Director:

_________________________________
	__________________________________________
	______  /  ______  /  _______

	
	
	


Explanation:

20.
Revision History

(Instructions: Any changes to the information in this document must be itemized below. To validate the change, signature approval must be obtained.)

Description of Change:

	21.
Signature Approval of Change
	
	

	Organization / Rep
	Signature
	Date

	Working Client (Business Rep).

_________________________________
	__________________________________________
	______  /  ______  /  _______

	PMO, Project Manager:

_________________________________
	__________________________________________
	______  /  ______  /  _______

	PMO, Director:

_________________________________
	__________________________________________
	______  /  ______  /  _______

	IT Business Officer:

_________________________________
	__________________________________________
	______  /  ______  /  _______

	
	
	


	Partner Providers - Approval of Change
	
	

	Organization / Rep
	Signature
	Date

	_________________________________
	__________________________________________
	______  /  ______  /  _______

	_________________________________
	__________________________________________
	______  /  ______  /  _______

	_________________________________
	__________________________________________
	______  /  ______  /  _______

	
	
	


22.
Customer Satisfaction Questionnaire

Name: __________________________________


	How satisfied are you with:


	Very

Satisfied
	Satisfied
	Neither 

Satisfied Nor Dissatisfied
	Dis-satisfied
	Very

Dis-satisfied
	Not Applicable 



	1. Critical Success Factors - Conditions of Satisfaction
	
	
	
	
	
	

	a. Scope: All agreed upon Business Requirements are included.
	5
	4
	3
	2
	1
	0

	b. Quality: The delivered product performs as expected.
	5
	4
	3
	2
	1
	0

	c. Cost: The product was delivered within the agreed upon cost.
	5
	4
	3
	2
	1
	0

	d. Time: The product was delivered on the agreed upon date.
	5
	4
	3
	2
	1
	0

	
	
	
	
	
	
	

	2. Overall Satisfaction
	
	
	
	
	
	

	a. What is your overall satisfaction with the system/service?
	5
	4
	3
	2
	1
	0

	a. What is your overall satisfaction with service provided by IT?
	5
	4
	3
	2
	1
	0

	
	
	
	
	
	
	

	Optional - Completion of the following is optional, however your responses will help us in our quest for continuous product improvement. Thank you!

  

	
	
	
	
	
	
	

	3. System Data
	
	
	
	
	
	

	a. Data accuracy
	5
	4
	3
	2
	1
	0

	b. Data completeness
	5
	4
	3
	2
	1
	0

	c. Availability of current data
	5
	4
	3
	2
	1
	0

	d. Availability of historical data
	5
	4
	3
	2
	1
	0

	
	
	
	
	
	
	

	4. System Processing
	
	
	
	
	
	

	a. Accuracy of calculations
	5
	4
	3
	2
	1
	0

	b. Completeness of functionality
	5
	4
	3
	2
	1
	0

	c. System reliability
	5
	4
	3
	2
	1
	0

	d. Security controls
	5
	4
	3
	2
	1
	0

	
	
	
	
	
	
	

	5. System Use
	
	
	
	
	
	

	a. Ease of use
	5
	4
	3
	2
	1
	0

	b. Screen design
	5
	4
	3
	2
	1
	0

	c. Report design
	5
	4
	3
	2
	1
	0

	d. Screen edits (validity and consistency checks)
	5
	4
	3
	2
	1
	0

	e. Response time
	5
	4
	3
	2
	1
	0

	f. Timeliness of Reports
	5
	4
	3
	2
	1
	0

	6. System Documentation & Training
	
	
	
	
	
	

	a. Accuracy of documentation
	5
	4
	3
	2
	1
	0

	b. Completeness of documentation
	5
	4
	3
	2
	1
	0

	c. Usefulness of documentation
	5
	4
	3
	2
	1
	0

	d. Training
	5
	4
	3
	2
	1
	0

	e. On-line help
	5
	4
	3
	2
	1
	0

	Additional comments or suggestions? (Please use back of form.)
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