Hunter Library

BUDGET Proposal Guidelines:
Step 1 – Define the Idea

This form is a guide to help describe your budget request.  The goal is to fill this form out with any other internal stakeholders and create a brief outline of the project, offer justification, identify the implementation costs and long term funding requirements, look at staffing requirements, and ultimately to provide this document as an executive summary for consideration by your Department and Library Administration.  

Step 2 – Final Approvals

After initial review and approval by the Department Head, the proposal will be reviewed by Library Administration, in consultation with the DAC for final budgetary consideration.  If accepted in the next budgetary cycle, a complete scope of work, project budget, project plan and implementation schedule for the project will be developed.

BUDGET Proposal
    Date Submitted:      
DISCUSSION

	PROJECT NAME:
	     
	PRIORITY:     FORMCHECKBOX 
 High;   FORMCHECKBOX 
 Medium;   FORMCHECKBOX 
 Low

	DEPARTMENT:
	     
	UNIT:
	

	PROJECT CONTACT PERSON:
	     

	IS THIS A NEW PROJECT? (yes/no)
	     

	DESIRED PROJECT START DATE
	     


CURRENT PROCESS OR PRACTICE:  Clearly describe the current operating process/practice/procedure that will be affected by this project.  

     
PROJECT & PROBLEM DESCRIPTION:  Clearly identify issues, what is being requested, and why.  

     
PROJECT GOALS:  Provide project purpose and objectives.

     
PROJECT BENEFITS:  Describe project benefits and how the department will measure these benefits.  How will this new project improve service, make a process more efficient, and save staff time or money?  Does this project provide direct benefits to our patrons?  Which strategic direction does this proposal support?
     
ASSUMPTIONS & RISKS:  Describe the assumptions made & risks associated with the project.  Assumptions might be – the software will run on the current PC’s and Windows operating system.  Risks might be – it doesn’t. It’s an Open Source product with no support. 

     
OTHER POSSIBLE SOLUTIONS:  List and describe other possible solutions if known.  For example, could improvements to existing processes, better training or other ideas focused on the current environment solve the problem?  Are there other solutions that cost more/less?  What are the advantages and disadvantages of pursuing another solution?
     
PROJECT IMPACT:  List any current process(es), software application(s), operation(s), patron(s), and group(s) that will be impacted by this project.

     
PROJECT TEAM:  Identify the key participants who will be involved in the implementation of the project.  Clearly state each participant’s role (including project managers) and estimate how long the project will take to implement.

TRAINING:  Describe any additional training that will be required internally or for our patrons during and following implementation of this project.  

     
LONG TERM SUPPORT DISCUSSION:  Define any long term support issues, both funding and personnel, required to maintain the product defined.  Define any new staff members or added duties to existing staff.  Define any likely ongoing costs for maintenance.
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