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 (complete each section as thoroughly as possible)
Project Description: (goal statement, supporting documentation and background)
Motivation & Benefits:  (project justification, who benefits and how)
Safety & Security: (how can this project be modified to have a positive impact on university safety & security)
Organizational Involvement:  (those involved in or who may be affected by project activities)
Cost & Resource Estimates:  (some idea of the resources likely to be required & costs)
Timeline:  (broad timeline including expected milestones)
Approvals: 
Instructions, Definitions, and Examples
The IT project initiation form, or project charter, serves a dual purpose. First, it is designed to formalize information about an initiative and to expedite gathering of the minimal information deemed necessary for an initial project approval. Second, is to encourage ideas that are not fully formed project proposals but are able to document enough information to gain approval to move forward with more detailed planning. Ideally all sections of the form would contain enough information for approval. However, where requested information is unknown, mark that section or component of a section, as unknown.
Project Description: (goal statement, supporting documentation and background)
Examples of what could be included in the Project Description section are:
•   Concise goal statement?
•   Brief history of project or background information.
•   Existing and/or supporting documentation.
Motivation & Benefits: (project justification, who benefits and how)
Examples of what could be included in the Motivation & Benefits section are:•   Justification of why this project should be done.•   Major outputs of the project.  What is promised to the “customer”?•   Measures of success.•   What makes this project unique or special?•   What are the expected consequences of this project?
Safety & Security: (how can this project be modified to have a positive impact on university safety & security)
Examples of what could be included in the Safety & Security section are (for example):       •   Describe potential enhancements to personal safety and data security for the university, as a result of doing this project.         o   How can a project deliverable, perhaps with slight changes, add value to the university emergency notification system?         o   How can a project deliverable, perhaps with slight changes, add value to personal data security?         o   How can project deliverables, perhaps with slight changes, improve the flexibility of IT systems for crisis prevention, or during a crisis response?
Organizational Involvement: (those involved in or who may be affected by project activities)
Examples of what could be included in the Organizational Involvement section are:
•   List all internal (IT) teams affected by the project (e.g., 4Help, DAA, CNS, OCS, AIS...)
•   List university non-IT, individuals or organizations, involved in or affected by the project.
Cost & Resource Estimates: (some idea of the resources likely to be required & costs)
Examples of what could be included in the Cost & Resource Estimates section are: 
•   Estimated total costs to include, e.g., major hardware/software purchases, ongoing production costs. 
•   Cross-organizational personnel requirements and their cost.
Timeline: (broad timeline including expected milestones)
Examples of what could be included in the Timeline section are:
•   Broad timeline including project start, finish, and major milestones.
•   Identify implementation schedule conflicts through use of the IT Critical Dates Calendar.
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