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[Insert text here]
[bookmark: _Toc316563695][bookmark: _Toc316563943][bookmark: _Toc273527745][bookmark: _Toc274834715][bookmark: _Toc274834778]Date Submitted
Instructions:  Supply the date the project request was submitted.
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Instructions:  Supply the requested project completion date is one was specified on the request.
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Executive Summary
Instructions:  Give a brief summary of the project
[Insert text here]
Problem Statement
Instructions:  Briefly discuss the current problem that this project proposes to solve.
[Insert text here]


Project Scope
Instructions: Clearly state what is in scope and what is out of scope for this project.
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Instructions: Define the circumstances that can restrict or limit overall success of the project.
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Instructions:  What is the business objective and how will this project impact the goals and objectives related to your agency?
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Instructions: How urgent is this project? Must it be completed within a specified time frame to meet a regulatory imperative or to meet a critical agency goal? To what extent will timely implementation affect the outcome of the project? Can the agency ask for an extension to the mandated regulation?  If so, has the extension been filed?
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Instructions: Describe what the effect will be if nothing is done on this request, or if this request is not handled within the requested time frame.
[Insert text here]
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Instructions: How will this project be funded? What percentage of the funds is Federal and what percent State?
[Insert text here]
[bookmark: _Toc316563711][bookmark: _Toc316563959]Cost Benefit Analysis
      Instructions:  Complete the CBA Excel Template and include with this document.
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Instructions: What tangible return on investment (ROI) will be generated by project implementation or by the associated process change? Return on investment may be in the form of operational savings, increased allocation or increased dollar match.  Include any verbiage here and include the numbers in the CBA Excel Template.
[Insert text here]
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Instructions:  Define what charge back plan, if any, will need to be put into place.
[Insert text here]
[bookmark: _Toc316563714][bookmark: _Toc316563962]Enterprise Architecture Exceptions
Instructions: List any exceptions that are being requested to the Enterprise Architecture Principles.
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Instructions: List any alternatives considered and reason(s) for not choosing them.
[Insert text here]
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Instructions: List which State Business Strategy(s) that this project aligns with, if any.
[Insert text here]
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Instructions: List the agency(s) that will or can utilize the product(s) from this project.
[Insert text here]
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Instructions: Identify all technology that this will replace and it’s end of life cycle.
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