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PROJECT PROPOSAL FORM
Purpose: This document is the first step in engaging project management services and is a valuable tool for outlining the business needs of your potential project. Every project managed by the Project Management Office (PMO) needs to be assessed for strategic alignment, goals and objectives, resources, and service level. By completing the information below you are providing the high level details for the Project Oversight Committee (POC) to approve your project and assign it a priority level. It is critical that you complete this form with as much information as possible. If you have questions, feel free to contact any of the project leaders for assistance.
This form is to be completed by the project initiator and submitted to the Project Management Office. 
	Initiator Name: 
	Today’s Date:

	
	

	Proposed Project Name:
	Desired Completion Date:

	
	

	If an Event:
	Estimated Budget: 

	Estimated number of attendees:
	

	
	

	Internal or External:
	

	 FORMDROPDOWN 

	

	Problem Statement. Describe the reason(s) for initiating the project; outline the business need this project is intending to fulfill.
	Strategic Goals and Objectives. Describe the strategic business goals and objectives of the project.

	
	

	Level of service required (select one):

	For the PMO use only:

	 FORMCHECKBOX 
  Education. The PMO will provide project management related courses as requested.

 FORMCHECKBOX 
  Plan. The PMO will provide expert guidance to ensure best practices through the project planning phase.

 FORMCHECKBOX 
  Consult. The PMO will provide expert guidance to ensure best practices throughout the project. 

 FORMCHECKBOX 
  Full. The PMO will have full authority and responsibility over all aspects of the project.
	Date approved: 
Project Leader assigned: 

Priority:

Notes:
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