Project Initiation/Request

	Project Name:
	Enter initial Name of the Project

	Project Sponsor:
	Is it Management/Executive level (Director, Group, Unit…)?

	Business Point of Contact:
	Who will be the primary lead from the business community?

	Project Point of Contact:
	Who will be the initial project POC that the business side can contact for info (i.e. who is helping to fill out this form)? 

	Initial Contact Date:
	


	Initial Description (Scope):

	

	Description of proposal in as much detail as possible … who, what, where, why, background, stakeholders

	

	

	

	

	

	

	

	

	

	


	Schedule:
	When is the start, milestone, end date(s)?

	Budget:
	How much funds are available; who’s paying?


	Line of Business Supported:
	Is this for operations, budget, training, aviation, support services, external affairs, planning, fuels, …?

	Strategic Goals:
	Are there any specific items? E-Gov, GPRA, presidents agenda, director priorities, …

	Priority:
	High / Medium / Low ?

	Similar Systems:
	Are there other systems that you are aware of?

	Data Type:
	Privacy Act, PII, ?

	Users:
	Who are the users of the system?

	O&M Maint:
	Who will maintain the application?  Appropriate skills?


	Date:
	Notes/Comments:

	
	Enter any follow-up info, contacts, actions, if/when sent for evaluation …

	
	

	
	

	
	

	
	

	
	

	
	

	
	


