Project Intake Form

	Project Name:
	
	Sponsor Name:
	

	Date:
	
	Business Unit: 
	

	Project Description:  

	Objectives
	

	Proposed Solution
	

	Benefits Summary
	

	Desired Timeline
	

	Risk/Impact of Deferral 
	

	Team
	Business Lead:

Technical Lead:

	Funding Source
	Cost Center or Other:

	Costs
	Implementation:

Ongoing:

	Systems Interdependencies or Other Pre-Requisites
	

	Regulatory Requirements
	

	Resource Estimates
	

	Discretion – The degree of discretion the enterprise has to implement the initiative.  For example, regulatory requirements have the least discretion while innovative initiatives typically have the most.

	
	(1) Must Do (Mission Critical – will cause operational outages, Compliance, etc.)

(2) Significant Strategic Value
(3) Incremental Benefits 
	

	Strategic Impact – The degree to which the initiative can be mapped to existing business strategies.  Note:  Please check all strategies that apply.
	Please Check

	MSU Strategic Objectives
(1 point each)
	Connecting students with a successful future
	 FORMCHECKBOX 


	
	Connecting people and ideas
	 FORMCHECKBOX 


	
	Connecting to place
	 FORMCHECKBOX 


	
	Connecting globally
	 FORMCHECKBOX 


	
	Meeting challenges and opportunities on the way to tomorrow
	 FORMCHECKBOX 


	
	Describe How:

	Expected Financial Return – The projected impact of the initiative based on NPV


	
	Expected Savings
	

	
	Revenue Increases
	

	Product Life – The useful life of the initiative once it has been implemented

	
	(3) Short  < 2 Years

(2) Medium = 2 – 7 Years

(1) Long = > 7 Years
	

	Scope – How many people are affected by this project?  What is the impact on the organization?

	
	(1) Subset Users = Affects a group of users within a College or Division
(2) Entire College or Division = Affects One or More College or Divisions fully
(3) CampusWide = Affects the entire University
	

	Total
	Highest Possible Score = 19
	


