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New Project Intake Worksheet
Instructions: This will help you determine whether an idea fundamentally supports the organization's mission and goals, whether this activity is a project or an operation, and whether it should be carried forward for further consideration and approval as either a project or operation.  

What is the proposed idea? 



What prompted you to come up with this idea? 





What would be the expected results from making this idea happen?  Are there any problems or issues that this idea might solve, resolve or alleviate?




What are the benefits this idea might bring to the organization or the organization’s stakeholders – for example, would this idea support the organization’s mission and goals, improve customer service, meet strategic objectives, improve efficiency or save significant money? Please provide justification/examples:



What were the determining factors of the “Operations vs. Projects Checklist” template that lead you to the conclusion that your idea is a project?



What resources (staff or vendors, specific/estimated budget for contractors/vendors, materials or supplies, travel, other services such as printing, shipping, etc.) are required to make this idea happen?  



Are there alternatives to this idea, or different approaches that could be used in order to meet the intended objectives or solve the problem?  Why or why not?


[bookmark: _GoBack]Who would be affected (positively or negatively) by the making this idea happen, or conversely, who could affect the reality of this idea?  In other words, who are the stakeholders? 
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