[insert project title] 

	Requestor name
	Click or tap here to enter text.
	Faculty or directorate
	Click or tap here to enter text.
	School or department
	Click or tap here to enter text.
	Sponsor or budget holder name
	Click or tap here to enter text.
	Date of request
	Click or tap to enter a date.


[bookmark: _Toc39140950][bookmark: _Toc84866359][bookmark: _Toc84866363]Guidance
Completion of this form is required for any a project or development work that needs significant involvement from Information and Library Services (ILS). Smaller scale development work (less than 5 days’ effort) can be requested via the IT Service Desk.
Colleagues are actively encouraged to contact the Digital Programme Management Office (DPMO) before submitting a request so that we can work with you to understand the nature of the request and help you best articulate it.
[bookmark: _Hlk84866775]Resulting projects will follow the ILS Project Management Framework. DPMO staff will support you through that framework.
See our stakeholder documentation which may assist you in requesting a new project. 
Completed request forms should be sent to pmo-office@greenwich.ac.uk. ILS staff will then review, triage and respond to your request.


ILS Project Request Form 


2

Background and proposed solution 
Describe the background to this request, including the key problems it seeks to address and the expected deliverables. Outline the key stakeholders who will affected by the changes and how you have engaged with them ahead of submitting this request.

Click or tap here to enter text.
[bookmark: _Toc84866362][bookmark: _Toc84866364]Project drivers
Select the drivers behind this request.
	Strategic (deliver strategic objectives)
	☐
	Business improvement (improve existing operations and business processes)
	☐
	Maintenance (repair or maintain critical systems)
	☐
	Compliance (comply with changes to business-critical legislation or policies)
	☐

Goals
List the key goals of this project. Goals should be SMART, ie specific, measurable, achievable, realistic and time-bound.
Click or tap here to enter text.
[bookmark: _Toc84866365]Business benefits  
Outline the key business benefits this project will deliver. Our methodology identifies project benefits as being strategic, tactical or opportunity. Refer to the Project Management Guidelines for further information on Business Benefits. 
Click or tap here to enter text.
[bookmark: _Toc84866366]Timescales 
Advise of any key timescales or deadlines relating to the request. Note that ILS teams work at capacity year-round and timescales should be realistic and fit with the university’s digital change windows and change freeze periods.
Click or tap here to enter text.
[bookmark: _Toc84866367]Risks, issues, assumptions and dependencies
Detail any known risks, issues, assumptions and constraints in relation to this request. 
Click or tap here to enter text.
[bookmark: _Toc84866368]Finances 
Advise of any known one-off and ongoing costs for this piece of work. Any expenditure must be reviewed with your Finance Business Partner, agreed by the budget holder and any purchases discussed with Procurement. Where any costs are unknown, please state this. 
	
	Year 1
	Year 2
	Year 3
	Year 4
	Year 5

	Project costs
-
-
Total
	
	
	
	
	

	Recurring costs
-
-
Total
	
	
	
	
	

	Benefits
-
-
Total
	
	
	
	
	

	Grand total
	
	
	
	
	



[bookmark: _Toc84866369]Other Information  
Provide any further information you believe could be useful.
Click or tap here to enter text.

[bookmark: _Toc42507912][bookmark: _Toc84866370]Outcome (to be completed by ILS)
[bookmark: _Toc42507913][bookmark: _Toc84866371]Summary of feedback
Click or tap here to enter text.
Scale
	
	Low
	Medium
	High

	Cost 
	☐	☐	☐
	Risk 
	☐	☐	☐
	Stakeholder impact 
	☐	☐	☐
	Resources
	☐	☐	☐

[bookmark: _Toc42507914][bookmark: _Toc84866372]Classification
 Choose an item.
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