Enterprise Computing Program
PROJECT REQUEST FORM

	Project Participants

	Project Name

	Date:



	Division/Department


	Project Sponsor


	Project Director




	Project Description

	Vision (what the end state would look like):


	Approach (ways to achieve the end state):


	Business Case (purpose and justification of project):


	Value (how does it benefit the Laboratory):


	Risk (areas of uncertainty and potential impact):


	Alternatives and their Feasibility:



	Resources Required
	$(K)
	FTEs

	Self funded

	
	

	ECSC funded

	
	


If successful, will follow-on funds be required?   YES  □     NO  □
	Follow-On Resources Required
	$(K)
	FTEs

	Self funded


	
	

	ECSC funded


	
	


	Tangible Savings:
	$(K)
	FTEs

	One-time


	
	

	On-going


	
	


We agree that this is a viable Enterprise Computing project and authorize the development of the Project Charter.

	                                    Date:
	                                       Date:

	        CIO                                                                                     EC Program Coordinator


Project Request

The Project Request communicates the need for a new project that will deliver certain benefits.  This is the first deliverable in the project management process.  

The Project Request will include:
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	Project Name


	Short name or description of the project.
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	Date 


	Date of the request.
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	Participants
	All that is usually known at this time is the Project Sponsor and Project Director.
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	Vision
	Describe what the end state would look like in enough detail so that everyone will clearly understand it. 
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	Approach
	List the ways in which the end state will be achieved. 
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	Business Case
	Describe the purpose and justification for the project.
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	Value
	Describe how this project will benefit the Laboratory.
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	Risk
	Describe areas of uncertainty and their potential impact on the project.
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	Alternatives and their feasibility
	List other options that will achieve the desired end state and what is the feasibility of those options.
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	Resources required
	List the $ and FTEs that will be self-funded and the $ and FTEs that are being requested for the project.
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	Follow-on resources required
	If the project is successfully implemented, will follow-on funds be required?  If so, list the $ and FTEs that will be self-funded and the $ and FTEs that are being requested for the follow-on effort.
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	Tangible savings
	List the one-time and ongoing $ and FTE savings that will occur if this project is successfully implemented.
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	Authorization
	Approval of the Project Request authorizes the development of the Project Charter. 




