Concept Proposal Instructions
Completing the Concept page of the project proposal is the important first step of the technology governance process. It presents a high level view of a proposed project without requiring a large investment of preparation time.
Getting Help:  If you have questions or need help getting started, call the Governance representative for your department or send your question to governance@roseville.ca.us and you will be contacted.
	Step 1   
Download Template
	Download the Project Proposal - Concept template located at http://intranet/governance under User Resources. 



	Step 2  

Complete Each Section
	Open the template in Word and complete each of the six sections. It is critical that you address each section and bullet completely so the impacts of your proposed project can be fully assessed. Use each bullet as a prompt for what information is required and replace it with your response.
Use the following guidelines for writing each section:

1 Project Title: This should be descriptive but non-technical. Indicate what type of project this is by choosing one of the four given options (research, initial, update, or major system upgrade). Sequence Number will be assigned by IT after submittal.
2 Project Summary and Objective: This identifies how the proposed project will address a problem, need, or issue. It should include a brief statement of the problem, impacts and solutions. Respond to each bullet using the following guidance:  

Intent:  Explain the goal/need of this proposal.
Present:  How is this currently handled?
Future:  How will the process be different/better after implementation?
Legal:  List any regulatory or legal requirements.
Hours:  Please work with the IT Department personnel to obtain this information.
Costs:  The exact cost amount is not necessary to list unless it is readily available.
Other:  Please see the IT intranet page for definitions of standards.*
3 Submitted by: Include the name, title, telephone number, and department of the project proposal author. Also enter the name of the department head approving the project proposal. If any other departments will be affected by this project, list them and describe how they will be impacted.
4 Date: The date that the concept page is to be submitted to the governance process.

5 Project Sponsor:  Include the name, title, telephone number, and department of the project sponsor. The project sponsor has ultimate responsibility for the project, provides funding, performs issue resolution, approves scope changes and major deliverables, and provides high-level direction. They also champion the project. 
6 IT Support Contact: Include the name of the IT employee who assisted you in creating your concept paper. 


	Step 3 

Get Approval
	Have your department head review and approve the completed concept proposal summary page.



	Step 4
Email to Governance
	Email the concept proposal to governance@roseville.ca.us. You will be notified with the results of your summary proposal review.
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