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Initiation: 
Write a short vision for your project.
Write a brief project justification. What problems are solved?
Define the projects major goals.
What are the projects key deliverables?
Identify the core team members and major stakeholders.
Describe potential enhancements to personal safety and data security for the university, as a result of doing this project.
What are the projects resource requirements?
Attach a breakdown of the projects preliminary budget.
Planning: 
Describe the projects functional requirements including a description of the projects scope.
If special skills are needed to accomplish this project, what are they?
What communication methods are going to be used and how will it flow?
Identify the projects known risks, and how you plan to mitigate them?
Identify information technology security needs.
Identify and arrange responsibility for production ownership, maintenance, and support.
Explain and elaborate on potential enhancements to personal safety and data security.
Enter or attach a simple work plan with work assignments, time line, and cost estimates.
Approvals: (of project requirements and scope) 
Executing:
What are your quality assurance procedures?
Write a brief description of each status review.
Monitoring & Controlling:
Specify what parts of the project execution are not corresponding to the work plan.
What corrective action(s) are being taken to those processes not working according to the work plan?
Are the corrective action(s) working? If no, explain and rework the last two steps.
Is the current work plan adequate to complete the project? If no, explain then adjust and approve a revised work plan.
Complete a final review of project security.
Closing:
Are the users and other stakeholders satisfied? If no, explain.
List the project lessons learned.
Is there closure to the project? All loose ends complete? If no, explain.
Acceptance: (Request for acknowledgement from the sponsor that the project is completed to the sponsors' satisfaction.)
9.0.0.2.20101008.1.734229
	FormFileName: ITPMLowRiskForm.pdf
	FormFileName: ITPMLowRiskForm.pdf
	FormFileName: ITPMLowRiskForm.pdf
	FormFileName: ITPMLowRiskForm.pdf
	CurrentPage: 
	PageCount: 
	LastRevisedDate: Last revised: 1/24/2012 4:48 PM
	LastRevisedDate: Last revised: 1/24/2012 4:48 PM
	LastRevisedDate: Last revised: 1/24/2012 4:48 PM
	LastRevisedDate: Last revised: 1/24/2012 4:48 PM
	FormTitle: IT Project Low Risk Project Form
	PrintButton: 
	ProjectTitle: 
	ProjectManager: 
	ProjectSponsor: 
	ProjectNumber: 
	ProjectStartDate: 
	DatePrepared: 
	VisionTextField: 
	JustificationTextField: 
	GoalsTextField: 
	DeliverablesTextField: 
	StakeholdersTextField: 
	SafetySecurityTextField: 
	ResourcesTextField: 
	BudgetTextField: • See the standard for information technology project management, budget plan worksheet as an example.
	StakeholderAgreement: 
	RequirementsTextField: 
	SpecialSkillsTextField: 
	CommunicationsTextField: 
	RisksTextField: 
	SecurityInitialTextField: • Use the standard for information technology project management, security initial review form.
	ProductionTextField: 
	SafetySecurityElaborateTextField: 
	WorkPlanTextField: 
	RequestedByTextField: Requested by: (e.g., project manager)
	RequestedByTextField: Requested by: (e.g., project leader)
	RequestedByTextField: Requested by: (e.g., project manager)
	RequestedByTextField: Requested by: (e.g., project leader)
	RequestedByPrintedNameTextField: <click to enter printed name here>
	RequestedByPrintedNameTextField: <click to enter printed name here>
	RequestedByPrintedNameTextField: <click to enter printed name here>
	RequestedByPrintedNameTextField: <click to enter printed name here>
	RequestedBySignatureField: 
	RequestedByNameSigDateTextField: Printed name, Signature, Date
	RequestedByNameSigDateTextField: Printed name, Signature, Date
	RequestedByNameSigDateTextField: Printed name, Signature, Date
	RequestedByNameSigDateTextField: Printed name, Signature, Date
	ApprovedByTextField: Approved by: (e.g., functional manager)
	ApprovedByTextField: Approved by: (e.g., project sponsor)
	ApprovedByTextField: Approved by: (e.g., customer)
	ApprovedByTextField: Approved by: (e.g., project sponsor)
	ApprovedByPrintedNameTextField: <click to enter printed name here>
	ApprovedByPrintedNameTextField: <click to enter printed name here>
	ApprovedByPrintedNameTextField: <click to enter printed name here>
	ApprovedByPrintedNameTextField: <click to enter printed name here>
	ApprovedBySignatureField: 
	ApprovedByNameSigDateTextField: Printed name, Signature, Date
	ApprovedByNameSigDateTextField: Printed name, Signature, Date
	ApprovedByNameSigDateTextField: Printed name, Signature, Date
	ApprovedByNameSigDateTextField: Printed name, Signature, Date
	QualityTextField: 
	StatusTextField: 
	WhatsWrongTextField: 
	CorrectiveActionTextField: 
	CorrectiveActionWorkingTextField: 
	AdequateTextField: 
	SecurityFinalTextField: • Use the standard for information technology project management, security final review form.
	SatisfiedTextField: 
	LessonsLearnedTextField: • Including how could project deliverables have been tweaked or changed, to benefit or enhance personal safety and data security?
	ClosureTextField: 



