	[image: image3.png]Duke....co...

OFFICE OF INFORMATION TECHNOLOGY





	


[image: image3.png]


Developing a proposal
OIT is in the business of providing IT services that are of value to the university in support of research, teaching, and patient care; our services contribute to Duke’s reputation as a worldwide leader in these areas. When we undertake a change to our services or develop a new service, we must ensure it aligns with the mission of the university and brings the best possible value to our customers.
OIT has developed this template as a tool to guide analysis and decision-making about the services we provide and the projects we undertake. The template is designed to help describe an issue or situation and its impact, flesh out the alternatives to providing a solution, and to develop a recommended approach based on an understanding of benefits, costs, and risks. Only through careful analysis of our options can we help ensure the best use of our limited resources.

Criteria

It is recommended that OIT directors and their managers develop criteria to determine when they will use this template. For example, a group may decide that if an effort requires resources from other functional areas or exceeds $5000.00 in costs, they will use the template to organize their alternatives and develop a recommended approach. Ideally, OIT directors should discuss their criteria among themselves and communicate these criteria to the organization.

Vetting the proposal

An essential part of developing a sound proposal is collaboration by directors, managers, and other stakeholders. Open discussions should take place to propose alternatives to approaching a given issue, estimating the costs, benefits, and risks associated with each approach, and recommending the best solution.

The resulting proposal should be vetted by stakeholders, (for example, by directors at their weekly meeting), and considered in light of other efforts that are underway or planned within the organization. If approved by stakeholders, the proposal will lead to a new project, with a commitment of resources, an understanding of budget and funding for the project, and the assignment of a project manager and identification of a sponsor. The OIT senior team should be informed of any decisions that are made about new projects. 

Questions and comments

This template and the process for developing a proposal are “works in progress.” Feedback from the organization is welcome. For comments or questions, contact OIT Project & Consulting Services at oit-projectoffice@duke.edu.

	Proposal


Background and justification

Describe the situation, issue, or problem driving the business need for the effort you are proposing to undertake. Describe what impact the situation is having or could have on the organization, customers, or other stakeholders.
Discuss the service this proposal is related to. If the proposal is about a new service, describe the service and how it would relate to one or more of OIT’s organizational goals. Name the specific goal(s) to which the proposal relates. For OIT’s organizational goals, visit TAO (tracker.oit.duke.edu).

Analysis of Alternatives

Introduce two to three alternatives to approaching the situation, issue, or problem. Thoroughly analyze the assumptions, benefits, costs, and risks of each approach. If you prefer, present these in a table format.

Option 1

Describe the main characteristics of this approach. 

Assumptions

List the assumptions associated with this approach.

Benefits

List the benefits of using the approach described.

Risks

List the risks associated with following the approach described. For each risk, describe mitigation strategies that could be used to minimize the risk.

Costs

Estimate the costs associated with the approach described. Estimate required resources, including staff (internal and external), hardware, software, facilities, and any other resources. Perform financial analyses, such as a Net Present Value (NPV) and Return on Investment (ROI) analysis, for each alternative. For assistance, contact OIT Finance & Administration.

Use the table below (left) to show estimated costs. To edit the chart (on right) for your purposes, select the chart and from the Edit menu, select Edit in Excel. Alternatively, replace the chart with another suitable graphic.
	Item

	Estimated cost


	Staff

	00.00


	Hardware

	00.00


	Software

	00.00


	Facilities

	00.00


	Other

	00.00


	Total

	0,000.00
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Option 2

Describe the main characteristics of this approach.

Assumptions

List the assumptions associated with this approach.

Benefits

List the benefits of using the approach described.

Risks

List the risks associated with following the approach described. For each risk, describe mitigation strategies that could be used to minimize the risk.

Costs

Estimate the costs associated with the approach described. Estimate required resources, including staff (internal and external), hardware, software, facilities, and any other resources. Perform financial analyses, such as a Net Present Value (NPV) and Return on Investment (ROI) analysis, for each alternative. For assistance, contact OIT Finance & Administration.

Use the table below (left) to show estimated costs. To edit the chart (on right) for your purposes, select the chart and from the Edit menu, select Edit in Excel. Alternatively, replace the chart with another suitable graphic.
	Item

	Estimated cost


	Staff

	00.00


	Hardware

	00.00


	Software

	00.00


	Facilities

	00.00


	Other

	00.00


	Total

	0,000.00
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Recommendation

Based on the prior analysis, recommend the best approach to resolving the situation, issue, or problem. If accepted, the recommendation will result in the initiation of a new project.
Scope

Describe what the scope of the project would be, i.e., what would be included and excluded. 

Schedule

Recommend a high-level schedule for the project.

Key outcomes

Provide the high-level tangible outcomes/deliverables of the project.

Budget

Indicate the recommended funding source(s) and budget amount(s) for the project. In addition, describe how costs would be managed throughout the project.
Next steps

Articulate the next steps (formal approval, assembly of a project team, etc.) needed to implement the recommendation.
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