IT CAPITAL INVESTMENT PROGRAM	                                                           PROJECT INTAKE


The purpose of the project intake form is to capture key information required to evaluate proposed IT investments in a consistent and structured manner. This includes details on agency needs, strategic alignment, estimated costs, timelines, and expected benefits. The information provided will support informed decision making, prioritization and alignment with strategic priorities. Your diligence in completing this form is greatly appreciated.
Instructions:
· Provide clear, concise, and factual summaries; avoid lengthy narrative text
· Ensure consistency with the financial brief
· Spell out all acronyms upon first use to ensure clarity
· Ensure all required fields marked with “*” are complete
· If you have additional supporting documents (e.g., detailed project schedule), please include them in your submission

If you have any questions or need further clarification, please contact OPM.ITCapital@ct.gov for assistance

Project Identification
	Project Name*

	Provide the official name of the project as approved or listed in planning documents

	



	Agency Name *

	Provide the name of the agency that will lead the project

	


Is this a multi-agency project?  
☐ Yes  ☐ No
Identify the agencies that will benefit from this project. If the benefits are enterprise-wide, enter ALL under agency name
	Agency Name
Provide agency name
	Role
Specify how the agency will be involved
	Agency Point of Contact
Provide name and email address

	 
	
	

	 
	
	


If this project is related to a previous project (continuation), please provide the project ID and Project Name of the previous project
	


Project Contacts*
List of all stakeholders who are involved or have an interest in this project. Please feel free to add any additional contacts to the table as needed

	
	Name
	Phone
	email

	Proposal Submitter
	
	
	

	Agency Head
	
	
	

	Executive Sponsor 
	
	
	

	Agency CSM/IT Director 
	
	
	

	Agency CFO OPM
	
	
	

	Project Manager
	
	
	

	Agency Data Officer
	
	
	

	Budget Analyst
	
	
	

	Supply Management/Procurement
	
	
	

	Agency Legal
	
	
	


Project Details

	Executive Summary*

	Provide a brief overview (3–5 sentences) of what the project is designed to deliver. Focus on objectives, scope, and expected outcomes.
List high-level benefits (e.g., increase revenue, reduce cost, improve customer satisfaction, compliance, employee morale) and explain how the project supports the agency’s mission and/or IT strategic goals (e.g., enterprise-wide solutions). Tip: write the project overview last – it should summarize the entire project brief.

	





	Current State*

	Describe the business problem or opportunity driving the need for a technology investment. 
Quantify the current challenges in dollars or percentages (e.g., manual work, lost revenue, inefficiencies) and explain the impact on the agency. 
Include quotes, metrics or visuals that highlight the urgency of the current need. This section should address the question: why now? If the project addresses an audit finding, please provide a brief description of those findings. 

	





	Statutory/Regulatory Mandates 

	Cite and describe federal and state mandates that this project in intended to address. 
What would be the impact of non-compliance?

	






Proposed Solution*
[bookmark: _Hlk219360899]Describe the options that were evaluated to address the current situation and outline the pros and cons of each alternative, including the option of taking no action. If you have not done so already, discuss the proposed solution with the Enterprise Architecture team to ensure alignment with enterprise standards

	Option
	Pros
	Cons

	Do Nothing
	
	

	
	
	

	
	
	



	Recommended Solution*

	Provide the name of the recommended solution and briefly describe how it will address the problem or opportunity. If possible, share a document that provides an overview (key features, value proposition, customer testimonials) and a diagram illustrating the various system components and their integrations (APIs, ETL, etc)
[bookmark: _Hlk219360972]Explain the evaluation methodology (scorecard, reference calls, etc) - why was the proposed solution chosen (cost, scalability, strategic alignment, ROI, etc)?
If an enterprise solution is not being selected, please explain the gasps or limitations that prevents its use for this project.

	





Business Goals
Explain the business goals and the business value – financial and non-financial. 
· Tangible benefits (e.g., reduce operational cost by 15%, increase revenue by 20%). If applicable, include financial benefits (ROI, NPV, Payback). 
· Intangible benefits (e.g., customer satisfaction, compliance, employee morale). 
Describe the benefit timeline - when gains start to materialize

	Business Goals
Ensure goals follow SMART framework (Specific, Measurable, Achievable, Relevant and Time-bound)
	Target FY for Goal
Describe the benefit timeline - when gains start to materialize
	Current Condition
Describe the current situation and the pain point
	Success Criteria
[bookmark: _Hlk216881873]Define the metrics that will be used to demonstrate the goal has been achieved - criteria should be both quantifiable and measurable

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Technology Goals
List key technology goals you have for this project and in which Fiscal Year (FY) the goal is expected to be achieved. Please use action phrases beginning with a verb to state each goal. Example: “Improve transaction response time by 10%".

	Technology Goals
Ensure goals follow SMART framework (Specific, Measurable, Achievable, Relevant and Time-bound)
	Target FY for Goal
When will the gains start to materialize?
	Current Condition
Describe the current situation and the pain point
	Success Criteria
Define the metrics that will be used to demonstrate the goal has been achieved - criteria should be both quantifiable and measurable

	
	
	
	

	
	
	
	

	
	
	
	



Primary Beneficiates*
Who will benefit from this project (citizens, businesses, municipalities, other state agencies, staff in your agency, other stakeholders) and in what way? Please be specific

	Beneficiary
Describe the primary beneficiaries of this project
	Expected Benefit
Describe the nature of the benefits and the metrics that will be used to demonstrate benefit realization

	
	

	
	

	
	

	
	

	
	



Project Timeline
	Proposed Start Date*
	Expected Completion Date*
	Project Duration (months)

	
	
	


Key Project Phases / Milestones 
Provide the key activities or milestones and include the approximate expenditures per phase or milestone. The detailed project plan will follow in the planning phase.

	Key Phase / Milestone*
	Target Start Date*
	Target Due Date*
	Estimated Cost

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Post-production Support* 
How is the agency prepared to support this system once implemented (post-production support)? Who will host the solution? Do you have the experienced staff with the proper training to sustain the system? Will the agency need to hire additional staff? What training efforts are expected to be needed to maintain this system?

	



Project Dependencies
If applicable, list all upstream or downstream projects that could impact this project or be impacted by its outcomes

	Dependency
	Potential Impact

	
	

	
	

	
	

	
	


Project Cost Estimates
Update this section after you have completed the financial brief

	Total Project Cost
Insert value from financial brief
	IT Capital Funding Request
Insert value from financial brief
	Annual Operating Cost
Insert value from financial brief – annual support cost after the system has been fully implemented
	Operating Budget Increase/decrease
Insert value from financial brief –Change to operating budget 
	Financial Benefits 
(10 years)
Insert value from financial brief

	
	
	
	
	





	Explanation of Project Costs and Financial Benefits*

	[bookmark: _Hlk219361346]Briefly describe how the cost estimates were developed (e.g., RFI, vendor quote) - include any feedback received by DAS/BITS. If possible, provide a copy of the SOW(s) or vendor quotes.

	





[bookmark: _Hlk219362112]Project Performance
Define the metrics (schedule, cost, risks, etc) that will be used to evaluate project performance - criteria should be both quantifiable and measurable

	Metric
Provide the item to be measured
	Definition
Describe what is being measured and how 
	Target/Threshold
Acceptable performance level

	
	
	

	
	
	

	
	
	



Project Success
Define the metrics (schedule, cost, risks, etc) that will be used to demonstrate project success - criteria should be both quantifiable and measurable

	Metric
Provide the item to be measured
	Definition
Describe what is being measured and how 
	Target/Threshold
Acceptable performance level

	
	
	

	
	
	

	
	
	


[bookmark: _Hlk219361898]Project Key Risks 
List the most significant risks that could affect project success

	[bookmark: _Hlk219361616]Risk*
Risk name
	Risk Description*
Briefly describe the cause, event, and potential effect
	Risk Owner*
Who is responsible for monitoring and mitigating the risk
	Likelihood*
(1 =Low, 5=High)
How likely is this to occur
	Impact*
(1 =Low, 5=High)
What is the impact if risk not mitigated
	Mitigation strategies*
Describe what actions will be taken to reduce likelihood or impact

	
	
	
	
	
	

	
	
	
	
	
	


	
	
	
	
	
	


	
	
	
	
	
	


	
	
	
	
	
	


	
	
	
	
	
	




Additional information/explanations regarding risks, if applicable:
	







Project Governance Framework
Please describe the project governance model that will be used (steering committee, PMO, etc), including decision-making structures, roles, escalation procedures and project approval process

	









Project Assumptions
Please list key assumptions you are using in your estimates (e.g., costs, timeline)

	Type of Assumption
(Cost, timeline, other)
	Description*

	
	



	
	





Priority Alignment*
The criteria in this table, in concert with other factors, will be used to determine project priorities in the capital funding approval process. Briefly describe how the proposed project aligns with each criterion.

	Priority Criterion
	Yes/No
	Explanation

	Is this project aligned with the business and IT goals of your agency? 
	
	

	Does this project reduce or prevent future increases to the agency’s operating budget? 
	
	

	Will this project result in shared capabilities?
	
	

	Has the agency performed due diligence to determine if a solution that is currently being used by other state agencies or other states can be leveraged? 
Does the proposed vendor have proven experience with similar projects in other states?
	
	

	Does the project support any of the following strategic priorities? Reference IT Capital Program mission statement (Appendix A), Data Plan, IT Strategy plan and DAS roadmap. Check all that apply. 
☐ Advancing Digital Innovation in Government 
☐ Promoting Accountability and Fiscal Stewardship
☐ Meeting Public Expectations
☐ Supporting Efficiency and Sustainability 
☐ Reducing Security Risks
☐ Advancing Compliance
	
	




Organization Readiness*
The criteria in this table will be used to determine project implementation capabilities, governance and commitment 

	Priority Criterion
	Explanation

	How will your agency be compliant with the Management of State Information Technology Projects policy?
	

	Which project management methodology and tools will be used to plan, execute and manage the project?

Please describe the team’s approach for monitoring, reporting, and addressing timeline or budget overruns
	

	Has the team secure buy-in from executive sponsor? Describe the level of commitment that senior management will provide to the project. 
	

	Approximately how many users will access the new system? Briefly describe the strategy for communication, training and user adoption
	




	Will, or has, the agency gone through a process improvement initiative related to this project? Provide a summary of the activities.  
	



	Does the proposed vendor have proven experience with similar projects in other states?
	

	How is the agency prepared for and experienced in Vendor Management? Please describe how the agency will monitor and evaluate vendor performance
	

	Please indicate if the agency has provided up to date information on the Information Technology Application Portfolio SharePoint site
	

	Please describe the team’s approach for managing and supporting change throughout the project
	

	Please outline the team’s approach to ensuring deliverables meet stakeholders’ expectations and acceptance criteria
	



	If the project has been reviewed by the Enterprise Architecture team, please provide the outcomes from the review. If not, please describe the team’s approach to ensuring compliance with Enterprise Architecture standards.
	



	If the project has been reviewed by the Cybersecurity team, please provide the outcomes from the review. If not, please describe the team’s approach to ensuring compliance with Cybersecurity requirements

	


	If a privacy impact assessment (PIA) been formally conducted, please provide the outcomes from the review. If not, please describe the team’s approach to maintaining compliance with data privacy requirements. 
	



	If applicable, please describe the team’s approach to ensuring compliance with accessibility requirements


	

	Please describe the team’s approach to maintaining compliance with procurement requirements. Describe what procurement vehicles are expected for this project such as RFP, use of existing state contract, ITB, etc.
	

	If capital funds are awarded for this project, how long will it take to ramp up? What are the key ramp-up requirements and have any of these already been started? For example, has a project manager been identified? 
	




Important: 
Before submitting the report:
· Double-check that information (dates, budget, etc) is complete and aligns with the financial spreadsheet.
· Spell out all acronyms upon first use to ensure clarity.
· Ensure all required fields marked with “*” are complete.
· If you have additional supporting documents (e.g., detailed project schedule), please include them in your submission

If you have any questions or to submit your project brief and financial spreadsheet, please email to OPM.ITCapital@ct.gov. 

