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NOTE:  The text in blue italics is throughout the document for your benefit to provide instructions while completing the document.  Please delete blue text before saving the final document.
1) Opportunity/Problem Identification and Definition
Please address the following points in this section:

· Identify and define the business / operational situation that will be addressed by this proposal.

· Focus on the desired outcome, not the proposed solution

· Develop the business reason to pursue solving this problem

1.1) Business Need

1.2) Strategic Alignment

1.3) Current State

Text Here

1.4) Business Readiness Assessment

Insert summary of CHGE006 Readiness Assessment here
2) Solution Recommendation

Please address the following points in this section:

· Describe why this is the best solution

· If applicable, describe the long-term plan and how this fits into that plan.

· Appendix will include a simple one page scope of the project

2.1) Solution Description

Text here

2.2)  Alternatives Considered

2.2.1) Alternative 1: Title here

Description: Text here
· Pros:


· Text

· Text 

· Cons:


· Text

· Text 

2.2.2)  Alternative 2:    Title here

Description: Text here
· Pros:


· Text

· Text 

· Cons:


· Text

· Text 
3) Business Scope, Impacts, Benefits and Risks

Identify all areas of the business that will be impacted by this project.  It is assumed that an area will not be impacted by the project if it is not included in this section.

3.1) Scope

Overview
3.1.1) Scope Inclusions

3.1.2) Scope Exclusions

3.2) Impacts
Areas of business impacted include
· 
Area 1

· Area 2

· Area 3
3.3) Budget Requirements
If COST002 Estimator Model has been used, insert table from Step 7 – Financial Summary.  If not, include all know costs, such as hardware, software, outsourced and IT Project Delivery labor, etc. in the table below. 

See Appendix to this document for table definitions

	Financial Summary

	
	
	
	
	

	 
	Project Costs
	Operating
 Year 1
	Operating
Year 2
	Operating
 Year 3

	Duration/Dates
	 
	 
	 
	 

	 Software Costs
	($59,418)
	($101,250)
	 
	 

	   Software Support
	($6,863)
	($22,050)
	($22,050)
	($22,050)

	ASP Fees
	 
	 
	 
	 

	 Hardware Costs
	($85,645)
	($38,594)
	 
	 

	   Hardware Support
	($2,275)
	($4,204)
	($4,204)
	($4,204)

	 Incremental Labor Costs
	 
	 
	 
	 

	 Incremental Transactional Costs
	($35,000)
	($36,414)
	($37,885)
	($39,416)

	Labor Costs
	($111,563)
	($391,064)
	 
	 

	Miscellaneous Cost
	($23,630)
	($114,500)
	 
	 

	     Total Costs
	($324,393)
	($708,076)
	($64,140)
	($65,670)

	 FTEs Savings
	 
	$824,250 
	$824,250 
	$824,250 

	 Transactional Savings
	 
	$17,297 
	$41,989 
	$43,686 

	 Other Direct Savings
	 
	$404,352 
	$440,352 
	$440,352 

	     Total Savings
	 
	$1,245,899 
	$1,306,592 
	$1,308,288 

	 
	 
	 
	 
	 

	 Annual Net Value Derived
	($324,393)
	$537,823 
	$1,242,452 
	$1,242,618 

	 Cumulative Net Value Derived
	($324,393)
	$213,429 
	$1,455,882 
	$2,698,500 

	 Cumulative Rate of Return (IRR)
	 
	65.8%
	195.4%
	221.8%

	 Payback Period in Months
	7 
	
	
	 


3.4) High Level Implementation Plan

Project Milestones

· MM/DD/YY:  Milestone

· MM/DD/YY:  Milestone

· MM/DD/YY:  Milestone

· MM/DD/YY:  Milestone

· MM/DD/YY:  Milestone

3.5) Assumptions and Risks

3.5.1)         Assumptions:

The scope of the project and the deliverable thereof is based on the following assumptions:

· Assumption 1

· Assumption 2

· Assumption 3

3.5.2)      Business Risks 

Insert Risks identified with the Risk Estimating model
	ID
	Risk
	Impact Area
	Action Plan/Mitigation
	Probability
	Impact
	Score

	1
	
	
	
	
	
	

	2
	
	
	
	
	
	

	3
	
	
	
	
	
	

	4
	
	
	
	
	
	


 Score represents the product of the probability % and degree of impact.  

· 5 :  High risk of occurrence/probability

· 3:  Medium risk of occurrence/probability 

· 1:  Low risk of occurrence/probability
3.6) Business Benefits

3.6.1) Tangible Benefits

If COST002 Estimator Model has been used, refer to the “Transactional Savings”, Direct Savings” and “FTE’s” worksheets for more detail.

If not, include all know benefits and their cost impact in the table below.
· Benefit 1

Description

· Benefit 2

Description

	Item
	Low Range Cost Impact
	Expected Cost Impact
	High Range Cost Impact
	Annual/ One Time

	Benefit 1
	$
	$
	$
	Annual

	Benefit 2
	$
	$
	$
	One Time

	
	
	
	
	

	
	
	
	
	

	Total Yearly Impact 
	Year:  $
	Year:    $
	Year:    $


3.6.2) Intangible Benefits

· Benefit 1

Description

· Benefit 2

Description

3.7) Resource Requirements

Resources required: # project staff, vendor assistance, unique skill sets required, hardware and software needs, etc.
Appendix

Table Legend

1. Software Costs:  software, concurrent licenses, contract renewal




2. Software Support:  maintenance cost for software, license




3. Hardware Costs: hardware, telecommunication, infrastructure contingency, hardware maintenance

4. Hardware Support:  ongoing maintenance costs for hardware, telecommunication, infrastructure contingency

5. Incremental Labor Costs:  additional labor costs incurred as a result of the project.  (Only include ITS, Backfill, Consulting Services, Contractors.  Do not include any FHRA or Student department resources)
6. Incremental Transaction Costs:  additional transaction costs incurred as a result of the project

7. Labor Costs:  consulting, outsourcing firm, leased labor, one time labor

8. Miscellaneous Costs:  travel, training, etc.

9. Project Resource Costs:  IT Services resource costs (PM, BA, SA & SME, DBA, Developer, QA-Tech, Infrastructure Tech).  Does not include F&HRA resources.


10. Risk Factor Cost:  risk contingency that is added to the Project Resource Costs to determine total project costs

11. Total Costs:  sum of costs listed in 1-10


12. FTEs Savings:  total savings achieved based on productivity and equivalent FTE savings

13. Transactional Savings:  summary of savings achieved by task as a result of the project

14. Other Direct Savings:  business benefits, supplies, other


15. Total Savings:  sum of savings listed in 12-14

16. Annual Net Value Derived:  calculated by adding Total Costs (11) and Total Savings (16)

17. Cumulative Net Value Derived:  calculated by adding the previous year's cumulative net value derived (17) to the current year's annual net value derived (10)


18. Cumulative Rate of Return (IRR):  calculated in excel using the following formulas:  




For year 1:  =IF(ISERROR(-current year's CNVD/year 0 ANVD), " ", (-current year's CNVD/year 0 ANVD))

For year 2 and year 3:  =IF(ISERROR(IRR(year 0 ANVD:current year ANVD,-0.5)), " ", IRR(year 0 ANVD:current year ANVD,-0.5))


19. Payback Period in Months:  calculate using the following formula

(Last year with a negative net cash flow (NCF)) + (Absolute value of the NCF in that year/Total Cash Flow in the following year) *12






Use Annual Net Value Derived (16) to determine NCF
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