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[bookmark: _Toc132870031]Instructions to Complete this Form
1. The objective of this form is to help a Requestor document a request for a new project or a modification to an existing application and to provide the Directors information to make an informed decision whether to move forward or discontinue the requested effort. By completing this document, requestors will be able to establish validity for the request in determining the direction to be taken, the resources to be assigned, and the timeframe in which the request needs to be completed. 

2. Requests for modifications to existing applications, new reports, or new projects should never be submitted to Division of Technology & Innovation (DTI) Help Desk or to the Business Analysts without first receiving executive approval. 

3. Consider the difference between an RFS and a Project Request.  

a. Request for Service (RFS)
An RFS reflects a need to have something fixed. It is not a new project request, project enhancement, or modification to an existing application; rather it is a collection of activities that involve: Technical issues, Break/Fixes, Equipment fixes or replacements (i.e. new computer, telephone, etc.). An RFS request can be submitted directly to the DTI Help Desk for resolution 

b. Project Request
A Project Request includes any request for a new application, an enhancement to an existing application, or a request that involves development of any sort. It is not a Technical issue, Break/Fix, or a replace/fix of equipment. A project request could be to develop either a technical or non-technical solution for a new business process. A Project Request shall be subject to the Project Management Methodology.
[bookmark: _Toc160262625][bookmark: _Toc160264231][bookmark: _Toc160850073][bookmark: _Toc160850225][bookmark: _Toc160852620][bookmark: _Toc160864846][bookmark: _Toc160951223][bookmark: _Toc160953757][bookmark: _Toc160262626][bookmark: _Toc160264232][bookmark: _Toc160850074][bookmark: _Toc160850226][bookmark: _Toc160852621][bookmark: _Toc160864847][bookmark: _Toc160951224][bookmark: _Toc160953758][bookmark: _Toc160262628][bookmark: _Toc160264234][bookmark: _Toc160850076][bookmark: _Toc160850228][bookmark: _Toc160852623][bookmark: _Toc160864849][bookmark: _Toc160951226][bookmark: _Toc160953760][bookmark: _Toc160262630][bookmark: _Toc160264236][bookmark: _Toc160850078][bookmark: _Toc160850230][bookmark: _Toc160852625][bookmark: _Toc160864851][bookmark: _Toc160951228][bookmark: _Toc160953762][bookmark: _Toc160262632][bookmark: _Toc160264238][bookmark: _Toc160850080][bookmark: _Toc160850232][bookmark: _Toc160852627][bookmark: _Toc160864853][bookmark: _Toc160951230][bookmark: _Toc160953764][bookmark: _Toc160262633][bookmark: _Toc160264239][bookmark: _Toc160850081][bookmark: _Toc160850233][bookmark: _Toc160852628][bookmark: _Toc160864854][bookmark: _Toc160951231][bookmark: _Toc160953765][bookmark: _Toc160262635][bookmark: _Toc160264241][bookmark: _Toc160850083][bookmark: _Toc160850235][bookmark: _Toc160852630][bookmark: _Toc160864856][bookmark: _Toc160951233][bookmark: _Toc160953767][bookmark: _Toc160262639][bookmark: _Toc160264245][bookmark: _Toc160850087][bookmark: _Toc160850239][bookmark: _Toc160852634][bookmark: _Toc160864860][bookmark: _Toc160951237][bookmark: _Toc160953771][bookmark: _Toc160262640][bookmark: _Toc160264246][bookmark: _Toc160850088][bookmark: _Toc160850240][bookmark: _Toc160852635][bookmark: _Toc160864861][bookmark: _Toc160951238][bookmark: _Toc160953772][bookmark: _Toc160262642][bookmark: _Toc160264248][bookmark: _Toc160850090][bookmark: _Toc160850242][bookmark: _Toc160852637][bookmark: _Toc160864863][bookmark: _Toc160951240][bookmark: _Toc160953774][bookmark: _Toc160262645][bookmark: _Toc160264251][bookmark: _Toc160850093][bookmark: _Toc160850245][bookmark: _Toc160852640][bookmark: _Toc160864866][bookmark: _Toc160951243][bookmark: _Toc160953777][bookmark: _Toc160262648][bookmark: _Toc160264254][bookmark: _Toc160850096][bookmark: _Toc160850248][bookmark: _Toc160852643][bookmark: _Toc160864869][bookmark: _Toc160951246][bookmark: _Toc160953780][bookmark: _Toc160262651][bookmark: _Toc160264257][bookmark: _Toc160850099][bookmark: _Toc160850251][bookmark: _Toc160852646][bookmark: _Toc160864872][bookmark: _Toc160951249][bookmark: _Toc160953783][bookmark: _Toc160262654][bookmark: _Toc160264260][bookmark: _Toc160850102][bookmark: _Toc160850254][bookmark: _Toc160852649][bookmark: _Toc160864875][bookmark: _Toc160951252][bookmark: _Toc160953786][bookmark: _Toc160262657][bookmark: _Toc160264263][bookmark: _Toc160850105][bookmark: _Toc160850257][bookmark: _Toc160852652][bookmark: _Toc160864878][bookmark: _Toc160951255][bookmark: _Toc160953789][bookmark: _Toc160262663][bookmark: _Toc160264269][bookmark: _Toc160850111][bookmark: _Toc160850263][bookmark: _Toc160852658][bookmark: _Toc160864884][bookmark: _Toc160951261][bookmark: _Toc160953795][bookmark: _Toc160259913][bookmark: _Toc160262667][bookmark: _Toc160264273][bookmark: _Toc160850115][bookmark: _Toc160850267][bookmark: _Toc160249956][bookmark: _Toc160259916][bookmark: _Toc160262670][bookmark: _Toc160264276][bookmark: _Toc160850118][bookmark: _Toc160850270][bookmark: _Toc160249958][bookmark: _Toc160259918][bookmark: _Toc160262672][bookmark: _Toc160264278][bookmark: _Toc160850120][bookmark: _Toc160850272][bookmark: _Toc160249961][bookmark: _Toc160259921][bookmark: _Toc160262675][bookmark: _Toc160264281][bookmark: _Toc160850123][bookmark: _Toc160850275][bookmark: _Toc160249964][bookmark: _Toc160259924][bookmark: _Toc160262678][bookmark: _Toc160264284][bookmark: _Toc160850126][bookmark: _Toc160850278][bookmark: _Toc160249967][bookmark: _Toc160259927][bookmark: _Toc160262681][bookmark: _Toc160264287][bookmark: _Toc160850129][bookmark: _Toc160850281][bookmark: _Toc160249970][bookmark: _Toc160259930][bookmark: _Toc160262684][bookmark: _Toc160264290][bookmark: _Toc160850132][bookmark: _Toc160850284][bookmark: _Toc160249979][bookmark: _Toc160259939][bookmark: _Toc160262693][bookmark: _Toc160264299][bookmark: _Toc160850141][bookmark: _Toc160850293][bookmark: _Toc160259942][bookmark: _Toc160262696][bookmark: _Toc160264302][bookmark: _Toc160850144][bookmark: _Toc160850296][bookmark: _Toc160259944][bookmark: _Toc160262698][bookmark: _Toc160264304][bookmark: _Toc160850146][bookmark: _Toc160850298][bookmark: _Toc160259947][bookmark: _Toc160262701][bookmark: _Toc160264307][bookmark: _Toc160850149][bookmark: _Toc160850301][bookmark: _Toc160259950][bookmark: _Toc160262704][bookmark: _Toc160264310][bookmark: _Toc160850152][bookmark: _Toc160850304][bookmark: _Toc160259953][bookmark: _Toc160262707][bookmark: _Toc160264313][bookmark: _Toc160850155][bookmark: _Toc160850307][bookmark: _Toc160259959][bookmark: _Toc160262713][bookmark: _Toc160264319][bookmark: _Toc160850161][bookmark: _Toc160850313][bookmark: _Toc375129764][bookmark: _Toc417012400]
4. This template can be modified for each specific request. The sections provided are standard and the categories can be expanded to additional pages. If preferred, the requestor can also indicate in a specific section that the information is included on an additional page or in an exhibit attached to the packet. If a section does not apply to the request, please indicate “Not Applicable” in the section.

5. Before submitting the form, remove the “Instructions to Complete this Form” page and the instructions from each section in this form.  Instructions are in blue font.

6. Once completed, the form shall be submitted to the requestor’s assigned Administrator to be then sent to a Director for review and possible submission for executive approval. 

7. A flow-chart detailing how a project is captured, reviewed, and prioritized is included at the end of this document.

8. It is important to note that a submitted request will not automatically be approved, and an approved project may be delayed. Project scheduling is based upon many factors, including: 
· Priority, when compared with other active or pending projects
· Available resources on the Business and Technical teams
· Identified need for further research or justification for the request



[bookmark: _Toc159743594][bookmark: _Toc159744129][bookmark: _Toc160249368][bookmark: _Toc160249521][bookmark: _Toc160249984][bookmark: _Toc160259963][bookmark: _Toc160262717][bookmark: _Toc160264323][bookmark: _Toc160850165][bookmark: _Toc160850317][bookmark: _Toc159743598][bookmark: _Toc159744133][bookmark: _Toc160249372][bookmark: _Toc160249525][bookmark: _Toc160249988][bookmark: _Toc160259967][bookmark: _Toc160262721][bookmark: _Toc160264327][bookmark: _Toc160850169][bookmark: _Toc160850321][bookmark: _Toc159743600][bookmark: _Toc159744135][bookmark: _Toc160249374][bookmark: _Toc160249527][bookmark: _Toc160249990][bookmark: _Toc160259969][bookmark: _Toc160262723][bookmark: _Toc160264329][bookmark: _Toc160850171][bookmark: _Toc160850323][bookmark: _Toc159743602][bookmark: _Toc159744137][bookmark: _Toc160249376][bookmark: _Toc160249529][bookmark: _Toc160249992][bookmark: _Toc160259971][bookmark: _Toc160262725][bookmark: _Toc160264331][bookmark: _Toc160850173][bookmark: _Toc160850325][bookmark: _Toc159743604][bookmark: _Toc159744139][bookmark: _Toc160249378][bookmark: _Toc160249531][bookmark: _Toc160249994][bookmark: _Toc160259973][bookmark: _Toc160262727][bookmark: _Toc160264333][bookmark: _Toc160850175][bookmark: _Toc160850327][bookmark: _Toc132870032]General Project Request Submission Information

	Title of Request:
	Project Request Name
	Assigned Director Sponsor:
	

	Is this a New Project Request?
	☐  Yes
	☐  No

	Is this a modification to an existing application?
	☐  Yes
	☐  No

	If yes, which application is to be modified?
	

	Is this request necessary to fulfill a new mandate or regulatory requirement?
	☐  Yes
	☐  No

	If yes, cite statute, local rule, or administrative order:
	

	Effective Date of mandate or regulatory requirement:
	



[bookmark: _Toc132870033]Issue or Opportunity Statement
Describe what the issue or opportunity for improvement is for which this request is being submitted. 
Issue/Opportunity Statement: What is the current issue that this request will resolve? Or what and how will a business process be improved with this request?

<Statement here>

[bookmark: _Toc132870034]Expected Outcomes and Benefits
A successful solution would:

	Item #
	Outcomes / Benefits 

	1. 
	

	2. 
	

	3. 
	

	4. 
	

	5. 
	



[bookmark: _Toc132870036]Volume 
If the request is to transition a paper process to an electronic process, indicate the monthly/yearly volume that will be affected.

<Insert volume statements or tables here>

[bookmark: _Toc132870037][bookmark: OLE_LINK1]Impact of Deferral
What are the impacts to the office of not executing?  What will the impact be to our customers (internal and/or external) if the project isn’t completed? Please be specific.

<Risk of not implementing here >  

[bookmark: _Toc132870038]Stakeholders
Who will be impacted by and/or has a vested interest in the outcome of the proposed enhancement?  List all direct and indirect Stakeholders and interested parties, both inside and outside the Clerk’s office. (This could possibly include additional systems connected with this project).

<List stakeholders here>

[bookmark: _Toc132870039]Alternatives
What alternative business solutions have you considered in the event this request cannot be pursued?

<Alternatives here>

[bookmark: _Toc132870040]Completion Time
Please define the sense of urgency behind this request. If there is an expected completion time, why must the project be completed within those time parameters?

<Completion time>



[bookmark: _Toc132870041]Decision Summary
The purpose of this section is to communicate the decision by the Director to move forward or not with the official Project Proposal.

	Review Date:
	

	Project Sponsor:
	

	Project Requestor:
	


	Decision

	Approve Request.  Move forward with Project Proposal.
	☐
	Postpone review until later date
	☐
	Deny Request. Return to requestor for additional research.
	☐
	Deny Request. Direct requestor to terminate effort
	☐
	Sponsor Signature (PDF eSign docs)
	☐
	Signature Date (MM/DD/YYYY)
	☐
	Explanation of Action - Summary of Decision 
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