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	Project/Program/Process Improvement Intake Form



Project/program/process improvement INtake form Instructions
Hello Requestors,
This form is designed to capture meaningful projects, programs, or process improvement requests. To help us give your request the attention it deserves, please complete it as fully and thoughtfully as possible. The more detail you provide, the better positioned we will be to evaluate, prioritize, and support your idea. While we understand that not every answer may be complete at this stage, we ask that you make a good-faith effort to provide context and clarity.
We also recognize that many requests begin with frustration when something is not working as it should or when you see an opportunity to improve. This form is the place to turn those concerns into actionable requests that can be considered for development. With that said, this form is not meant for general complaints. It is a way to share challenges or opportunities you would like addressed, with enough context and detail for us to understand the issue and explore solutions with you.
If you have any questions or would like assistance completing this form, please contact us at the University Transformation Office.  
Sincerely,

University Transformation Office
UTO INtake form:  Submission & Discovery
Project Name and details
Proposed Project/Program/Process Improvement Name:
Name and Title of Requestor: 
Date Submitted:
Project/Program/Process Improvement
Select one: 
☐ Project: A project is work that has a clear start and end and is carried out to make something new—like a product, service, or outcome.
☐ Program: A program is a set of connected projects that are managed together to get better results than if each project were handled separately.
☐ Process Improvement: Process improvement is making changes to how work is done so things run more smoothly, faster, or with better results—like saving time, cutting costs, or improving quality.
Business Case
Business need
State the business problem/issue to solve.
What opportunity exists to improve the problem/issue?
Strategic Alignment 
How does this align with the college, department, or university goals?
Engagement 
Have the affected departments or units been consulted? If yes, please list the people, departments, units.
Has leadership been included in the discussion? If yes, please list the people.
scope
scope statement
Summarize your vision of the purpose or intent of the project/program/process improvement. 
What do you envision when the project/program/process improvement is complete?

Objectives - Outline the high-level deliverables for the project/program/process improvement. 
What will exist when the project/program/process improvement is complete? 
What are the tangibles that will exist (physical assets i.e. equipment, buildings, tools, systems, etc.)?
What are the intangibles that will exist (virtual assets, i.e. reputation, recommendations, process steps, project documentation, etc.)
Current state (as-is)
What is the current state?  
Who is impacted?
Which business processes are impacted? 
What systems are involved? 
Where are the pain points or inefficiencies?
excludes (Out-of-Scope)
What is not included in the work of this project?
estimated (desired) timeline
	Milestones
	Dates

	
	

	
	

	
	


Once completed, please email the form to the University Transformation Office
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