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Technology Project Initiation Request Form

Instructions 

General Information

· The purpose of this form is to ensure that appropriate hardware, software and support resources are available to support the project’s goals resulting in a successful outcome.

· The Technology Project Initiation Request Form is designed to be completed electronically, but must also be printed and signed as necessary to review and/or approve the project.

· To navigate from field to field, use your Tab key.

· Field lengths are set to unlimited, so you can enter all of the relevant information requested.

· Try to complete the form as thoroughly as possible, but not every field will need to be completed for every project.

· The information needed for each field is described below.

Directions for Completing Form Fields

	Initiator Information

	1. Name
	Individual(s) requesting approval

	2. Department
	Department of initiator

	3. Email
	Email address of initiator

	4. Phone
	Phone number or extension of the initiator

	Project Information

	5. Title
	Select an appropriate title for your project

	6. Goals
	Explain the goal or purpose of this project. What functionality will it provide to the target audience? 

	7. Scope
	What groups are impacted by this project: a single individual (no need to complete this form); a department; all students; students in a particular course; all faculty; etc?

	8. Justification
	Briefly explain the rationale for implementing this initiative. What are the anticipated outcomes / impacts of its use? How does the initiative tie to the University's strategic plan?

	9. Challenges & Roadblocks
	Explain any barriers that may be encountered in completing this project (financing, staffing, legal/compliance, etc.).

	10. Desired Completion Date
	What is the target date for completing and implementing the project.

	Technical Resource Summary

	Software Needs

	11. (how to obtain)
	Will this software need to be developed in-house; will it be purchased from a vendor; will it be hosted by a vendor on an external server; or has it already been purchased?

	12. Vendor Name
	Please provide the name of the software vendor(s).

	13. Product Name
	Please provide the name of the software product(s).

	14. Description
	Enter a brief explanation of what the software is designed to do.

	15. System Requirements/ Dependencies 
	What are the hardware system requirements (operating system, hardware specifications, etc) to run the software, and are there dependencies on other software (database or reporting tools).

	16. Vendor Website
	Enter the website URL or other vendor contact details where further technical information can be obtained.

	Hardware Needs

	17. (how to obtain)
	Will this hardware be purchased from a vendor; will it be an upgrade to existing equipment; or has it already been purchased?

	18. Vendor Name
	Please provide the name of the hardware vendor(s).

	19. Product Name
	Please provide the model name/number of the hardware product(s).

	20. Description
	Enter a brief explanation of what the hardware is designed to do.

	21. System Specifications / Requirements
	What are the hardware specifications (operating system, disk space, memory, screen size, etc.) of the hardware, and are there any special requirements (220 volt twist-lock plugs, GB network connection, etc.) necessary to implement it.

	22. Location
	Will the hardware be housed in the University’s Datacenter or within your department?

	23. Vendor Website
	Enter the website URL or other vendor contact details where further technical information can be obtained.

	Resource Utilization Summary

	Start-up Costs

	24. Software Licensing
	Estimated price to procure software. Vendors have many ways of selling software, so be sure to account for one-time perpetual licensing, server license, client licenses (per user or per device), and the first year of any annual license fees.

	25. First-year Software Maintenance
	Costs to maintain software for the first year after purchase. Maintenance fees usually provide free software upgrades and patches during the contract period.

	26. First-year Software Technical Support
	Costs for vendor to provide technical support on the software product. This is sometimes included with licensing or maintenance fees. It is also common to be provided with a basic level of support that may require an additional fee to get an advanced level of support.

	27. Hardware
	Estimated price to procure necessary hardware.

	28. First-year Hardware Maintenance
	Costs to maintain hardware for the first year after purchase. Maintenance fees usually provide free hardware repairs and/or replacement during the contract period. These fees should be lower in early years while the equipment is covered by a manufacturer warranty. 

	29. First-year Hardware Technical Support
	Costs for vendor to provide technical support on the hardware product. This is sometimes included with licensing or maintenance fees. It is also common to be provided with a basic level of support that may require an additional fee to get an advanced level of support.

	30. Training Costs
	Estimated costs to provide training to any necessary members of the University community in execution of the project or utilization of the implemented project.

	31. Consulting Costs
	Estimated costs for any consulting engagements necessary to execute the project.

	32. Total Start-up Costs
	Total estimated first year cost to implement the technology project.

	Ongoing Costs

	33. Annual Software Licensing
	Estimated cost of any annual software licensing fees. Most software will not require an annual licensing fee.

	34. Annual Software Maintenance
	Costs to maintain software after the first year of implementation. Maintenance fees usually provide free software upgrades and patches during the contract period.

	35. Annual Software Technical Support
	Costs for vendor to provide technical support on the software product. This is sometimes included with licensing or maintenance fees. It is also common to be provided with a basic level of support that may require an additional fee to get an advanced level of support.

	36. Additional Hardware
	Estimated price of any additional hardware that will need to be added after the initial project implementation.

	37. Annual Hardware Maintenance
	Costs to maintain hardware after the first year of purchase. Maintenance fees usually provide free hardware repairs and/or replacement during the contract period. These fees should be lower in early years while the equipment is covered by a manufacturer warranty. 

	38. Annual Hardware Technical Support
	Costs for vendor to provide technical support on the hardware product. This is sometimes included with licensing or maintenance fees. It is also common to be provided with a basic level of support that may require an additional fee to get an advanced level of support.

	39. Additional Training Costs
	Estimated costs to provide any necessary follow-up training to the University community.

	40. Additional Consulting Costs
	Estimated costs for any follow-up consulting engagements necessary to review or maintain the implementation.

	41. Total Ongoing Costs
	Total estimated annual costs to maintain the project beyond the first year of operation.

	42. Is Request Budgeted
	Is funding currently available for the purchase of the requested software and /or hardware, etc.

	43. GL Account Number
	If funding is available, enter the GL account number that contains the necessary funds.

	44. Grant Related
	Is this project request related to a grant (can be a grant application or an active grant)?

	45. Grant Awarded
	If yes to question 43, has the grant been awarded yet?

	46. Grant Account Number
	If yes to question 44, enter the full GL account number for the grant, or enter the internal grant award number.

	47. Project Manager Assigned
	Has a project manager been identified to oversee the project execution?

	48. Project Manager Name
	If yes to question 46, please enter their name.

	49. Project Manager Time Commitment
	If yes to question 46, estimate the percentage of their time that will be devoted to this task during project execution. Example: 4 hours of effort per week is about 10% of their time or .1 FTE.

	50. Other Employee Time Estimate
	If you require assistance from other employees (excluding technical units), please estimate the total FTEs required for project execution. Note that technical units such as ITS, ET, and AV will estimate their own utilization during the project review process. Also keep in mind that the Creative Media Center will typically charge for their services, so please include those estimated costs in questions 30 or 39.

	51. Post-Project Ownership
	Once the project is complete, has an internal academic/business unit been identified to care for the ongoing maintenance of the initiative? 

	52. Department Name
	If yes to question 50, please enter the department name.

	Signatures

	53. Initiator
	Please work with the IT Advisory Committee chair to complete this form as thoroughly as possible prior to printing and signing.


Submission of Completed Forms

Once the form is completed and appropriate signatures have been obtained, please submit it to:


Richard Loesch


Chair, IT Advisory Committee


Information Technology Services

Technology Project Initiation Request Form

Initiator Information
 
1. Name:

     
2. Department:
     
3. Email:

     
4. Phone:

     
Project Information
 
5. Title:

     
6. Goals:

     
7. Scope:

     
8. Justification:
     
9. Challenges & Roadblocks:       
10. Desired Completion Date:      
Technical Resource Summary
 
Software Needs: 
11.  FORMCHECKBOX 
 Develop    FORMCHECKBOX 
 Purchase    FORMCHECKBOX 
 Hosted Application    FORMCHECKBOX 
 Already own



12. Vendor Name: 
     



13. Product Name: 
     



14. Description:
     



15. System Requirements/Dependencies:      



16. Vendor Website:      
Hardware Needs: 
17.  FORMCHECKBOX 
 New    FORMCHECKBOX 
 Upgrade    FORMCHECKBOX 
 Existing   




18. Vendor Name: 
     



19. Product Name:
     



20. Description:
     



21. System Specifications/Requirements:      



22. Location:  FORMCHECKBOX 
 Datacenter  FORMCHECKBOX 
 Department




23. Vendor Website:      
Resource Utilization Summary
 
Start-up Costs:
24. Software Licensing 




$0.00



25. First-year Software Maintenance 


$0.00



26. First-year Software Technical Support

$0.00



27. Hardware





$0.00



28. First-year Hardware Maintenance 


$0.00



29. First-year Hardware Technical Support

$0.00



30. Training Costs





$0.00



31. Consulting Costs




$0.00











--------




32. Total Start-up Costs



$0.00
Ongoing Costs:
33. Annual Software Licensing Fees


$0.00



34. Annual Software Maintenance


$0.00



35. Annual Software Support



$0.00



36. Additional Hardware




$0.00



37. Annual Hardware Maintenance


$0.00



38. Annual Hardware Support



$0.00



39. Additional Training




$0.00



40. Additional Consulting




$0.00











--------




41. Ongoing Annual Costs



$0.00
Funding Source:
42. Is this request budgeted?
  FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No





43. If yes, enter GL account number:      



44. Is this request grant-related?   FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No





45. If yes, has the grant been awarded:   FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No






46. If yes, enter the account/award number:      
Employee Impact:
47. Has a project manager been identified?   FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No





48. If yes, enter name:      




49. If yes, Estimate time commitment:       FTE




50. Other employee time estimate:       FTE

Future Ownership:
51. Has post-project "ownership" been identified?   FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No





52. If yes, enter department:      
Signatures
 

____________________________________

_______________


53. Project Initiator





Date

	For ITAC Chair Use

	Request Received:
	
	
	

	IPCC Reviewed:
	    /    /
	IPCC Chair:
	

	ITAC Reviewed:
	    /    /
	ITAC Chair:
	

	Exec.Review:
	    /    /
	Pres.Cab.Review:
	    /    /

	Request:   Approved  /  Denied
	Approver Name:
	

	Decision Date:
	    /    /
	Signature:
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