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IT EPMO Strategic Project Proposal
IT Enterprise Project Management Office

Template Instruction – Remove Before Submission: Use this template for initiatives that require senior leadership or faculty review because of significant institutional reach, cost, risk, complexity, or prior consideration. Adapt, combine, reorder, or omit sections when that improves the proposal, while keeping the requested action, institutional need, alternatives, recommendation, outcomes, impacts, resource implications, principal risks, and next steps easy to find. Use plain language, define specialized terms, cite material evidence consistently, remove all guidance and unused placeholders before submission, and contact the IT EPMO at it-epmo@illinois.edu with questions.

Section Guidance – Remove Before Submission: Before submission, update document fields and the optional table of contents, confirm the distribution designation, remove unused tables and appendix headings, and complete final content, accessibility, and visual reviews.

	Document Information
	Proposal Details

	Proposal Owner
	[Enter name title and unit]

	Sponsoring Unit or Executive Sponsor
	[Enter unit name or executive sponsor]

	Date
	[Enter date]

	Document Status
	[Enter draft review or final proposal status]

	Distribution Designation
	[Enter public internal deliberative confidential or other designation]



Table Guidance – Remove Before Submission: Add a brief distribution notice only when restricted or sensitive information requires handling instructions.

[bookmark: _Toc242199839]Executive summary
Section Guidance – Remove Before Submission: Write this section so it can stand alone. Summarize the institutional need, recommended approach, expected value, material cost or resource implications, and principal risks or tradeoffs. Distinguish verified information from estimates, assumptions, and unresolved questions where they affect the recommendation.
[Present the proposal and its decision relevant case in a concise connected narrative]
[bookmark: _Toc242199840]Requested Leadership Action
Section Guidance – Remove Before Submission: In one concise paragraph, state the decision or direction requested, any relevant timing, why action is needed now, and what support would enable next. This is a proposal request, not a formal approval record. Authorization and signatures belong in the Project Charter.
[State the requested leadership action its timing and the immediate consequence of support]
Table Guidance – Remove Before Submission: The table of contents is optional. Retain it when it helps readers navigate the proposal and its appendices; otherwise remove it. Update the field in Microsoft Word before distribution.
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[bookmark: _Toc242199841]Strategic Context and Need
Section Guidance – Remove Before Submission: Explain the current situation, the problem or opportunity, why action is timely, and the consequences of delay or maintaining the current state. Connect the proposal to relevant institutional priorities, the academic mission, operational responsibilities, or external requirements. Integrate material evidence, assumptions, estimates, and uncertainties into the narrative and cite important sources consistently.
[Explain the institutional context need urgency and consequence of inaction]
[bookmark: _Toc242199842]Prior Consideration and Decision History
Section Guidance – Remove Before Submission: Summarize prior reviews, decisions, approvals, deferrals, and material concerns. Explain what has changed since the proposal was previously considered and identify issues that remain unresolved. Use neutral forward looking language. This history supports the current decision and does not replace a formal approval record. Use the optional table only when a timeline improves understanding.
[Summarize the prior consideration what has changed and what remains unresolved]
	Date or Period
	Review or Decision
	Basis or Material Concern
	Current Relevance or What Changed

	[Date or period]
	[Review decision approval deferral or direction]
	[Basis concern or condition]
	[What changed current status or unresolved issue]

	[Add row if useful]
	[Prior consideration]
	[Basis or concern]
	[Current relevance]



[bookmark: _Toc242199843]Options Considered
Section Guidance – Remove Before Submission: Describe the credible approaches considered and the criteria that matter to the decision. Include maintaining the current state when it is a genuine choice, but do not invent alternatives. Explain relative advantages, limitations, cost or effort, institutional impact, feasibility, and risk in narrative form. Use the optional table for comparison. Avoid numerical scoring unless the supporting analysis genuinely warrants it.
[Explain the alternatives considered and the decision criteria used to compare them]
	Approach
	Potential Advantages
	Limitations or Material Risks
	Overall Assessment

	[Recommended approach]
	[Principal advantages]
	[Limitations risks or tradeoffs]
	[Why this approach is preferred]

	[Maintain the current state if applicable]
	[Potential advantages]
	[Consequences limitations or risks]
	[When this remains acceptable or why it is not preferred]

	[Other credible alternative if applicable]
	[Principal advantages]
	[Limitations risks or tradeoffs]
	[Conclusion]



[bookmark: _Toc242199844]Recommended Approach and Rationale
Section Guidance – Remove Before Submission: Describe the recommended approach, intended scope, principal capabilities or changes, important boundaries, and supporting rationale. Explain why it is preferable to the alternatives and identify the evidence, assumptions, conditions, or tradeoffs on which the recommendation depends. Include technical detail only when it materially affects cost, feasibility, risk, policy, academic work, or the requested decision.
[Describe the recommended approach its boundaries and the reasons it is preferred]
[bookmark: _Toc242199845]Expected Outcomes and Measures of Success
Section Guidance – Remove Before Submission: Describe the institutional outcomes expected from the recommended approach and how leaders could determine whether those outcomes were achieved. Use the optional table when connecting outcomes to evidence or measures improves clarity. Include baselines or targets only when they are known and decision relevant; detailed measurement plans belong in later project documentation.
[Describe the expected outcomes their value and how success could be demonstrated]
	Expected Outcome
	Evidence or Measure
	Indicative Timing

	[Outcome]
	[Observable evidence measure baseline or target when known]
	[When the outcome could reasonably be assessed]

	[Add row if useful]
	[Evidence or measure]
	[Indicative timing]



[bookmark: _Toc242199846]Institutional and Stakeholder Impact
Section Guidance – Remove Before Submission: Address the effects that are material to the proposal. Relevant topics may include the academic mission, faculty or shared governance, teaching and learning, research, student experience, staff workload, accessibility, equity, operational units, external partners, adoption, and long term ownership. Describe stakeholder perspectives accurately and use group or perspective rather than individual names unless attribution is necessary. Use the optional concerns table for proposals in which documented concerns and responses materially strengthen the decision.
[Explain the principal institutional effects affected communities and material stakeholder perspectives]
	Stakeholder Group or Perspective
	Material Concern or Impact
	Evidence or Context
	Response or Remaining Question

	[Group or perspective]
	[Concern benefit burden or impact]
	[Evidence consultation or context]
	[Response mitigation or unresolved question]

	[Add row if useful]
	[Material concern or impact]
	[Evidence or context]
	[Response or remaining question]



[bookmark: _Toc242199847]Financial and Resource Considerations
Section Guidance – Remove Before Submission: Present the executive level financial and resource case. Address one time and ongoing costs, funding assumptions, staffing or capacity needs, benefits or avoided costs, and material uncertainty. Use ranges and planning estimates when precise figures are not yet available, and distinguish estimates from approved commitments. Place detailed calculations or a business case in an appendix when useful.
[Summarize the financial resource and capacity implications and the confidence in available estimates]
	Consideration
	Proposal Information

	Evaluation Period
	[State the relevant implementation pilot fiscal or operating period]

	One Time Cost
	[Enter amount range estimate assumptions or not yet determined]

	Ongoing Cost
	[Enter amount range frequency assumptions or not yet determined]

	Staffing and Capacity
	[Describe existing effort new capacity backfill or critical skills]

	Funding Source and Status
	[Describe identified requested partial or unresolved funding]

	Benefit Avoided Cost or Cost of Delay
	[Describe and quantify when supportable]

	Material Assumptions and Uncertainty
	[State exclusions confidence and unresolved information]



[bookmark: _Toc242199848]Feasibility Risk and Readiness
Section Guidance – Remove Before Submission: Explain whether the recommended approach can proceed and identify the risks, dependencies, constraints, capacity limits, and institutional reviews most relevant to the leadership decision. Use qualitative judgments supported by reasoning rather than fixed numerical scores. Include only proposal level concerns; detailed risk registers, control plans, and assignments belong in later project documentation.
[Assess overall feasibility readiness principal risks dependencies and constraints]
	Risk Dependency or Constraint
	Decision Significance
	Planned Response
	Remaining Exposure or Question

	[Risk dependency or constraint]
	[Explain why it matters and use a qualitative rating only if useful]
	[Mitigation validation or next action]
	[Residual concern or unresolved question]

	[Add row if useful]
	[Decision significance]
	[Planned response]
	[Remaining exposure or question]



Table Guidance – Remove Before Submission: Use the optional institutional review table only for applicable areas. Examples may include accessibility, cybersecurity, privacy, data governance, legal or policy, records, procurement, architecture, infrastructure, operations, ethics, equity, and reputation. Reference authoritative reviews rather than reproducing them.
	Relevant Review Area
	Current Status
	Material Implication
	Next Action or Consultation

	[Applicable review area]
	[Not started underway complete or not applicable]
	[Decision or implementation implication]
	[Required action consultation or condition]

	[Add row if useful]
	[Current status]
	[Material implication]
	[Next action or consultation]



[bookmark: _Toc242199849]Implementation Approach and Next Steps
Section Guidance – Remove Before Submission: Describe how the initiative could proceed if supported. Focus on major phases, milestones, decision points, indicative timing, dependencies, transition needs, and immediate next actions. Detailed schedules, task assignments, governance, baselines, and formal authorization belong in the Project Charter and Project Plan.
[Describe the high level path from leadership support through initiation and implementation]
	Phase Milestone or Decision Point
	Intended Result
	Indicative Timing
	Key Dependency or Condition

	[Phase milestone or decision point]
	[Intended result]
	[Indicative timing]
	[Dependency condition or consultation]

	[Add row if useful]
	[Intended result]
	[Indicative timing]
	[Key dependency or condition]



[bookmark: _Toc242199850]Appendices
Section Guidance – Remove Before Submission: Include only supporting material that strengthens the decision and remove unused appendix headings. Appropriate materials may include a detailed budget or financial model, expanded options analysis, research evidence or benchmarking, consultation records, detailed risks, relevant assessments, or sources and supporting documents. Use a consistent citation method that allows readers to verify material claims; no particular academic citation style is required.
[List included appendices or remove this section when none are needed]
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