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	        Project Request Form

	PRoposed Project Name: enter project name
	doc. VERSION no.: enter number

	DOC. Author Name & Role: ENTER Author name & ROle
	DOC. version DATE: enter date



FORM INSTRUCTIONS:

· TO FILL OUT THE HEADER ABOVE, DOUBLE-CLICK ANYWHERE iN IT AND REPLACE THE INSTRUCTIONAL TEXT.

· CLICK ON AND TYPE OVER THE GRAY-background instructional teXt BELOW. ENTER n/a wheN not applicable.

· if you need to refer back to typed-over instructional text, REFERence A new INSTANCE OF this form.

· TO CHECK A BOX, double-click THE BOX AND select the "checked" button IN THE POPUP WINDOW.
	Roles for This Document
	Typically Performed by
	Contact details (Ext No & Email)

	Author
	Project Sponsor
	

	Submitter
	Project Sponsor
	

	Approver(s)
	Dean/Associate Dean of School Director/Associate Director of Service
	


	1. General Information

	Project Sponsor or Requestor:
	Enter the name of the person  sponsoring or making this project request.
	School/Service:
	Enter the School or Service for which this project request is being made.

	

	2. Project Description/BACKGROUND

	Provide a clear, high-level summary of this project's scope (typically a few paragraphs). Include information on what you want to achieve, the number and types users, desired go-live date etc. Also indicate whether the project is for enhancing or replacing an existing system or process.

	

	3. AIMS AND Objectives 

	List three to five objectives the project must achieve (in priority order). Include reasons why the project should be pursued, such as legal compliance, strategic fit, cost savings, productivity benefits, etc. The more detailed information requested in the next two sections will support these objectives.


	4. Qualitative Benefits (Address only the benefits that are relevant to this project.)

	Benefit
	Explanation of Benefit

	Improvements to Current Conditions
	Describe how this project will improve staff conditions, student relations or operational efficiency. Indicate how this project will extend the UEL brand, build on existing products/systems, or facilitate cross-Service synergy.

	Contribution to Transformation for Excellence
	Describe how this project is going to achieve one or more objectives within the Tranformation for Excellence visionary strategy.

	Urgent legal requirement
	Describe the urgent legal or legislative requirement that this project will address.

	Other Benefits
	Describe any other benefits that this project will provide.

	

	5. Quantitative benefits (Address only the benefits that are relevant to this project.)

	Benefit
	Explanation of Benefit
	Numerical Value of Benefit

	Increases Revenue
	Explain how this project will increase revenue.
	Please quantify.

	Reduces Costs
	Explain how this project will reduce costs.
	Enter the estimated cost savings over a specific timeframe.

	Increases Productivity
	Explain how this project will increase productivity with the School or Service.
	Please quantify.

	6. Resource Commitments

	a. Who from your School or Service has reviewed this project request prior to its submission?
	Enter the name and role of anyone who has reviewed this project request prior to its submission.

	b. Describe any work to date on this initiative and agreed schedule.
	Describe any efforts that have been undertaken, including research, suppliers contacted etc.

	c. List any personnel currently or previously committed to this initiative.
	Enter the names (including their activities) of any dedicated resources.

	d. Has anything been spent to date on this initiative?
	Provide the details of any monies that have been spent on this initiative to date.

	e. Is there an existing budget to cover all aspects of this project including (but not limited to) capital, operational, maintenance and support costs? In which School or Service is it located? What is the amount?
	Provide the details of the budget with a reference to specific line items as stated on the left.

	

	7. Legal/REGULATORY/contractual REQUIREMENTS

	Does this project have any legal, regulatory and/or contractual requirements?

 FORMCHECKBOX 
 Yes        FORMCHECKBOX 
 No      FORMCHECKBOX 
 Not known

	If ‘Yes’, please provide an explanation.

Provide the details of any legal, regulatory and/or contractual requirements (e.g., UEL regulations such as, DDA Compliant, Data Protection, licensing/copyright etc.). Include the legal/regulatory rule or body with which this project needs to comply, as well as any required date of compliance. Enter any relevant contract language or attach the contract as an appendix (see section 10 of this form).

	If ‘No’, has an assessment been made of implications of the legal requirements?

Provide details of any assesments carried out and by whom (if an assessment has taken place).

	If ‘Not known’, further investigation may be required before this project can proceed.


	8. CONSTRAINTS

	Rank the three project constraints below in priority order:
	Priority (1, 2, 3)

	Time: Enter the required deadline, if applicable. If timing is this project's primary constraint or driver (above cost and scope), enter 1 as the priority to the right; otherwise, assign this constraint a priority 2 or 3 (do not duplicate a priority ranking).
	

	Cost: Enter the cost threshold, if applicable. If cost is this project's primary constraint or driver (above time and scope), enter 1 as the priority to the right; otherwise, assign this constraint a priority 2 or 3 (do not duplicate a priority ranking).
	

	Scope: Indicate why the scope (i.e., certain features or quality) is critical, if applicable. If scope is this project's primary constraint or driver (above time and cost), enter 1 as the priority to the right; otherwise, assign this constraint a priority 2 or 3 (do not duplicate a priority ranking).
	

	Other Constraints and Commitment:

	List any other constraints that might affect this project, such as resource availability, other project priorities, etc.


	9. APPENDICES

	Itemise any supplementary documentation being attached to this form.


NOTES:
1. Once approved by a Dean/Associate Dean or Director of Service/Associate Director of Service, this form must be sent from the Approvers email address to the IT Programme Manage Office, Projects mailbox (IT.Projects@uel.ac.uk).

2. It is recommended that a review of this project take place internally (within the School or Service) before being passed to the IT Programme Office.

3. Approval of this project request does not indicate that the project itself is approved. Upon approval of this request, the next step will involve detailed requirements gathering and business analysis as well as project planning.
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