Prior to committing any DTS/DHHSIT staff time and/or resources to any unfunded/unplanned projects, the IT Steering Committee will decide whether or not DHHS IT can support the project.  The following form will help guide this process.

Intake form for new projects
Request Type (drop down box containing various IT Request types) 

· Application Dev

· Internet/Intranet Pages

· Data Warehousing

· COTS Software

· Servers

· PCs/Laptops

· Imaging

· Maintenance/Licenses

· Remote Access

· GIS

· IT Training

· Report Development

· Other

Stakeholder Name






Stakeholder Phone







Stakeholder Email






Project Title







Problem Definition - Describe current business process and why it is not working


	


Project Description  - Describe proposed solution and how it addresses the problem
	


Desired Outcome/Results  - Describe how this solution addresses the desired outcomes and results, including better service to customers, cost or staff resource savings, cost avoidance, efficiencies, and/or productivity improvements. 

	


Project Impacts - Describe the impacts of the proposed request in relation to: Data requirements from existing sources (e.g., JDE; Excel Spreadsheet; Access database maintained by department; etc.) In-house support required in development, continued maintenance and enhancements from the department and/or IT. In addition, provide likely support requirements by the vendor. Other affected departments/agencies and whether you have contacted and gained support from these parties regarding this request. 

	


Projected Costs - Enter the estimated costs for the request; consider needs such as software, hardware,  or licensing.  

	Item
	Cost

	
	

	
	

	
	


Funding Codes








Project Timeline- Enter the timeframe allotted for this project.

	Stakeholder Signature

	
	Service Chief

	
	
	

	Date
	
	Date


