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	Note:  Additional documents may be included as attachments. If supporting documents are attached, please reference the attachment in the project proposal. If appropriate, flag specific related information in the attachment for easy reading. Even when attachments are included, each numbered section below must be addressed in your response.


1 Project Title / Sequence Number

[Use a descriptive title that is general enough for non-technical staff to understand. Sequence Number will be assigned by governance after submittal.]

2 Submitted by

[Name, title, telephone number, and department of project proposal author]

3 Problem Definition
3.1 Describe the problem, need, or issue including its scale and scope.

3.2 How is the business function currently accomplished?

3.3 How does the problem, need, or issue constrain the department or City?

3 Solutions

4.1 What is the recommended solution and why does it best address the business need?

4.2
What alternatives were considered and why was each not recommended? Include pros and cons of each.

4.3
What would happen if you did nothing?
	All answers below should address the recommended solution described in Section 4.1 above.


4 Project Description
5.1 Outline the proposed project including objectives, scope, and assumptions. 

5.2 What other departments or divisions are involved in this project?  Explain the nature and extent of their involvement.

5.3 If the project can be phased over more than one year, describe how it would be done. 

5 Benefits 

6.1 Hard savings/revenues of the proposed project

	Hard Savings
	Staff Hours Savings

	Budget Item
	One-Time
	Annual
	
	Task
	Hours or FTE Savings
	Annual Savings

	(list)
	$
	$
	
	(list)
	hours
	$

	(list)
	$
	$
	
	(list)
	
	$

	
	$
	$
	
	
	
	$

	
	$
	$
	
	
	
	$

	
	$
	$
	
	
	
	$

	
	$
	$
	
	
	
	$

	
	$
	$
	
	
	
	$

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	TOTAL
	$
	$
	
	TOTAL
	hours
	$

	Phased Implementation Savings (if possible)

	Phase 1
	$
	$
	
	
	
	

	Phase 2
	$
	$
	
	
	
	

	Phase 3
	$
	$
	
	
	
	

	Phase 4
	$
	$
	
	
	
	

	
	
	
	
	
	
	

	TOTAL:
	$
	$
	
	
	
	


6.2 Describe expected savings.

6.3 Describe expected improved efficiencies to current business processes and customers.

6.4 Describe any other benefits to the department, City, customer and/or community (include any revenue).

6 Cost Estimates

7.1 
Hard costs/Staff hours (phased implementation if possible)

	Hard Costs
	Staff Hours (IT and Other Departments)

Hours or FTEs

	Budget Item
	Implementation
	Ongoing
	Funding Source
	Task
	Implementation
	Ongoing

	Software
	$
	$
	
	IT Dept (list)
	
	

	Hardware
	$
	$
	
	1.
	
	

	Training
	$
	$
	
	2.
	
	

	Consulting Svs
	$
	$
	
	3.
	
	

	
	
	
	
	4.
	
	

	Other (list)
	$
	$
	
	
	
	

	
	$
	$
	
	IT Dept Subtotal:
	
	

	
	$
	$
	
	
	
	

	
	$
	$
	
	Other Dept (list)
	
	

	
	
	
	
	1.
	
	

	
	
	
	
	2.
	
	

	
	
	
	
	3.
	
	

	
	
	
	
	4.
	
	

	
	
	
	
	
	
	

	
	
	
	
	Other Dept Subtotal:
	
	

	
	
	
	
	
	
	

	TOTAL
	$
	$
	
	TOTAL
	
	

	Phased Implementation (if possible)

	Phase 1
	$
	$
	
	
	
	

	Phase 2
	$
	$
	
	
	
	

	Phase 3
	$
	$
	
	
	
	

	Phase 4
	$
	$
	
	
	
	

	
	
	
	
	
	
	

	TOTAL:
	$
	$
	
	
	
	


7.2 
Describe other non-quantifiable impacts if applicable.

7 Cost/Benefit Analysis
8.1 
Describe and quantify how the projected benefits outweigh the estimated costs.

8 Risks of Recommended Solution
9.1
Potential risks

	
	Risk
	Description

	1
	
	

	2
	
	

	3
	
	

	4
	
	

	5
	
	

	6
	
	


9.2 
Describe the mitigation plan for each risk.
10 Timing
10.1 What are the required start and completion dates?

10.2 What factors and constraints determine these dates?

11 Alignment with Goals
11.1 How does this project align with the City’s organizational goals?
11.2 How does this project align with your department’s strategic plan or business plan goals?

11.3 How does this project align with your department’s core services?

12 Evaluation
12.1 What does success look like for this project?

12.2 What will you measure to ensure that this project is progressing according to plan?

12.3 What will you measure in a post-implementation review?
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