


Internal Project Initiation Request


	Documents Info
	

	Document Title
	Internal Project Initiation Request

	Document Version
	v1.0

	Document Owner
	Project Management





[bookmark: Request_Details]REQUEST DETAILS

	Date:

	Requested By Department:

	Requestor Name:



1. [bookmark: 1._Project_Title:]PROJECT TITLE:


2. [bookmark: 2._Business_Need/Opportunity:]BUSINESS NEED/OPPORTUNITY:
		

	Briefly describe the problem, opportunity, or business need this
initiative aims to address.
	

	What are the key drivers for this request?
	

	What happens if this is not addressed? (Impact of inaction)
[Provide a concise explanation]
	



3. [bookmark: 3._Proposed_Solution/Deliverable:]DELIVERABLE:
		

	Briefly describe the proposed solution or the key deliverable(s)
expected from this initiative.
	

	What is the desired outcome? What specific change will we see?
[Provide a concise description]
	


[image: ]
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4. [bookmark: 4._Key_Stakeholders:]KEY STAKEHOLDERS:
	

	Identify the main individuals or departments that will be
significantly impacted by or involved in this initiative.
	

	Who are the primary decision-makers or approvers?
[List names and departments]
	



[bookmark: 5._Scope_Definition:]
5. [bookmark: 6._Timeline_and_Milestones:]TIMELINE:
	

	What is the estimated start and end date for this initiative?
[Provide estimated dates]
	

	
	



6. [bookmark: 7._Resource_Requirements:]RESOURCE REQUIREMENTS:
	

	What internal resources (teams, individuals, skills) are needed?
[List internal resources]
	

	What external resources (vendors, consultants) are needed?
[List external resources]
	

	What is the estimated cost or budget for this initiative? (Even a rough order of magnitude)
[Provide estimated cost]
	


[bookmark: 8._Impact_and_Benefits:][bookmark: 9._Risks_and_Dependencies:]
[bookmark: 10._Project_Classification:]
7. [bookmark: 11._PMO_Assessment]PM ASSESSMENT
	For PMO Review:

	Complexity Level
	LOW	Medium	High

	
Justification:
	
	PMO to provide justification, considering factors such as scope, risk, resources, stakeholders, and dependencies

	Recommended Project Management Approach:

	No formal project management needed (Business as Usual)

	


	Light project management (e.g., tracking, basic plan)
	

	Full project management (Dedicated PM, detailed plan, etc.)
	




8. [bookmark: 12._PMO_Comments/Next_Steps:]PM COMMENTS/NEXT STEPS:
	

	PMO to provide any additional comments or outline the next steps in the review process
	



9. [bookmark: 13._Signatures]SIGNATURES
	

	Requester Signature:
	 PM Signature:


	Date
	 Date
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