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Project Proposal
A lightweight proposal used to determine whether an initiative is sufficiently defined and valuable to move into formal project initiation.
1. Request Information
	Field
	Information

	Project / Initiative Name
	[Enter project or initiative name]

	Requestor / Department
	[Enter requestor and department]

	Executive Sponsor (if known)
	[Enter executive sponsor or N/A]

	Primary Contact
	[Enter primary contact]

	Desired Start Date
	[mm/dd/yyyy]

	Desired Completion Date
	[mm/dd/yyyy]

	Related Intake / Request Reference (if applicable)
	[Enter related reference or N/A]


2. The Opportunity
Problem / Opportunity
What problem, opportunity, or need is this initiative addressing?
[Describe the problem, opportunity, or need]
Why Now?
Why is this needed now? Include important deadlines, commitments, or drivers.
[Explain the timing, deadlines, commitments, or drivers]
Expected Outcome
What meaningful result should exist if this initiative is successful?
[Describe the expected outcome]
3. Scope & Deliverables
	High-Level Deliverable / Outcome
	Brief Description

	[Deliverable or outcome 1]
	[Brief description 1]

	[Deliverable or outcome 2]
	[Brief description 2]

	[Deliverable or outcome 3]
	[Brief description 3]

	[Deliverable or outcome 4]
	[Brief description 4]

	[Deliverable or outcome 5]
	[Brief description 5]


Known In-Scope Items
List the major capabilities, activities, or outcomes included in the request.
[List known in-scope items]
Known Out-of-Scope Items / Boundaries
List anything known to be intentionally excluded or outside the request.
[List known out-of-scope items or boundaries]
4. Delivery Considerations
	Consideration
	Selection / Notes

	Teams / Units Involved
	☐ One team/unit   ☐ Multiple teams/units   ☐ Multiple campuses / university-wide

	External Involvement
	☐ None known   ☐ Vendor/partner   ☐ Procurement needed   ☐ Other

	Technology / Service Change
	☐ None known   ☐ New technology   ☐ Significant change to existing service

	Risk / Compliance Considerations
	☐ None known   ☐ Security   ☐ Privacy   ☐ Accessibility   ☐ Data governance   ☐ Other

	Resource Availability
	☐ Resources identified   ☐ Resources need to be identified   ☐ Significant capacity concern

	Known Dependencies / Constraints
	Briefly describe any known dependency, timing, funding, or other constraint.


5. Timing, Cost & Success
	Area
	Information

	Estimated Duration / Key Deadline
	[Enter duration or deadline]

	Estimated External / Project Costs (if known)
	[Enter estimated cost or TBD]

	Key Success Measures
	[Enter success measures]

	Known Assumptions
	[Enter known assumptions]


6. Initial Recommendation
At this stage, the proposal should answer whether the initiative appears sufficiently valuable and defined to move forward. Detailed project planning belongs in the Charter and Project Plan.
	Recommendation
	Selection

	Proceed to Project Charter
	☐ Yes   ☐ No   ☐ Needs additional discovery

	Recommended Delivery Methodology
	☐ Waterfall   ☐ Agile   ☐ Hybrid   ☐ TBD

	IT EPMO Follow-Up
	☐ No additional support needed   ☐ IT EPMO engagement assessment   ☐ Other
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