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Preliminary Project Checklist Activities
Define the High-level Scope, Budget, and Timeline of the Project
1. Define/document the issues you are trying to solve. 
2. Define the high-level goals for this project. 
a. Define how you will you measure these goals to ensure success. 
b. How do your goals align with the campus master goals?  
3. Review solutions that are available in this space to solve your issues.  
a. Document known feature requirements. 
b. What solutions are your peers using? 
c. Is there an existing solution already in use on campus?
4. Conduct high-level demos (at least 3) to gain a better understanding of what is possible. 
a. Document the solutions that were reviewed (Demonstration Date, Vendor Name, Software Name, Software Modules, Positives, Negatives of each)
b. Document comparison of feature requirements and gaps of each solution. 
c. Do the vendors offer cloud only solutions or on-premises solutions?
d. Determine if you will need data integration between any of these solutions and other products on campus. 
e.  If moving from an existing solution to a new solution, is there data being converted (i.e. data moved from existing to new?)
f.  Do you expect single sign on to be used for this new solution? (i.e using the same ASU technology account and password to log into this new solution or having a link in Ramport that does the login for the customer since they just logged in to RamPort). Do these vendors support single sign-on service?
g.  Determine a high-level budget and possible funding sources based upon the three vendors who conducted high-level demonstrations.
i. Initial solution costs (Hardware and Software Licenses/Subscriptions)
ii. Implementation Services should include costs for training and consulting for functional and technical teams.  
iii. Ongoing solution costs (maintenance and/or software license subscription/renewal).
h. What are each of the vendors’ typical implementation timeline for the solution? 
i. What assumptions do they have?  
ii. Can the vendors provide references to validate the timeline accuracy based on the assumptions? 
5. Contact purchasing to understand procurement options and associated timelines. 
a.  Purchasing will need summary budget info above to give you options.
b. The procurement option will dictate the timeline and help in the planning efforts if the project is approved during the prioritization process.   
6. Provide appropriate information from above to your immediate supervisor to gain their support. 
7. [bookmark: _GoBack]Once support is received, work with the IT Project Office to complete the project request form https://www.angelo.edu/services/project_management/start.php  so that we can include your request in the campus project prioritization process which will be completed by each respective VP.  
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