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ITS PROJECT REQUEST
This form is used to submit information technology projects to the HSU prioritization committee.
PROJECT INFORMATION
Purpose
REQUESTER / SPONSOR INFORMATION
Estimate (Hard Costs Only)
Funding Available
	Enter the project requester's full name: 
	Enter the project sponsor's e-mail address: 
	Enter the project sponsor's telephone extension: 3361/3351
	Enter the requester's e-mail address: 
	Enter the project requester's telephone extension: 5081
	Enter the name of the project: Campus -wide Event Planning Process Improvement 
	Select the project type from the drop-down list:  new, customize, upgrade, or replace.  Select One is the default: Replace
	Select the project level from the drop-down list:  campus-wide, multi-department/division, or single-department/division.  Select One is the default.: Campus-wide
	Enter the project request date: 2014-03-24
	Enter the project sponsor's full name : 
	Describe what problem initiated this project request: 
	Identify who is affected by the project: 
	Describe the impact of the problem : 
	Describe what a successful solution to the problem would be: 
	List the different options to doing this project and what are the pros and cons of each: N/A
	Describe how this project aligns with HSU's priorities: 1) Improve efficiency of business operations and services:  the results of this project should increase efficiency of operations across the campus 2) Increasing revenue that complements our mission: decreasing any burdens placed on organizers or customers in the event planning process should result in increased satisfaction both internally and externally.  The result of this affect could be an in increase in booking events and thus generating revenue.  Additionally, a streamlined campus process should position the University well for future growth in bookings in the near future.3) Student Success: Many on campus events are designed to give students expanded experiences and opportunities to connect, discover, learn, and grow.  Building processes that enable these events should enhance the student experience and, ultimately, success.
	Please identify the date/timeframe and reason for your desired timeline.  Check the box for “hard deadline” only if your project must be completed by a certain timeframe (ex. Term start or end, Fiscal Year start or end, Software no longer supported, etc.) or a specific date (ex. PeopleSoft maintenance window) and explain this business requirement.: TBD
	Select this check-box if the project does have a hard deadline.  A hard deadline means that the project must be completed by a specific date or timeframe based specific business reasons.: 0
	Describe the reason for the deadline: 
	Describe what things need to be in place prior to starting this project and any potential obstacles might be encountered: N/A
	Identify the departments and any specific roles needed for this project.  Indicate if funding is available if outside resources are required.: Participation from all relevant groups including housing, risk/safety, UC, finance, extended ed, and others, as necessary, will be required in order to complete the project.   The estimates below are based on preliminary conversations with stakeholders as well as experience with similar projects:It is estimated that this project would require approximately 2-3 hours, per week, from an identified core working group(15-20 hours total for the project) in order to achieve the results outlined above.Coordination, leadership, analysis, and other admin functions for this project will be performed by a member of the process improvement team.  It is currently estimated that this project will require an additional 30-40 hours (on top of the core working group time) from process improvement functional lead. A successful project will require sponsor and/or senior leadership input on regular basis (once per week or every other week).  Approximately 1 hour per week for the life of the project from all key sponsors, is necessary, in order to participate in an interactive session with the working group on project progress, scope, results and next steps. Other groups and individuals will likely brought in, either in small group or 1:1 sessions, as the work develops.  Participation from these groups is estimated to be less than 2 hours per area.  
	Enter the real dollar cost of of the project is completed.  If multiple options exist, enter the highest possible cost.: $0
	Enter the real dollar cost of on-going/annual costs after the project is completed.  If multiple options exist, enter the highest possible cost.: $0
	Use the checkbox to identify if this project is budgeted: 0
	Use the checkbox to identify if this project is not budgeted: 0
	Enter any comments you have about the estimated costs: Initial project would focus on process analysis and improvement and, therefore, should not result in any hard costs.
	List what system or module is impacted by this project: N/A
	Describe anything else that is important about this project.: A consultant has been engaged to help shape the event booking strategy and approach for the campus.  This process improvement project would serve in support of those efforts.



