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STEP 1: APPROVAL TO INITIATE

Introduction
The IT Investment Request process is a collaborative partnership between state agencies and the Technology Coordinating Committee (TCC) intended to gain support for IT investments, reduce barriers to progress and ensure alignment with the State’s IT goals.  Examples of IT investments may include application development projects or purchase of hardware and software.  Central to this process is the IT Investment Request form which requesting agencies will expand upon during different stages of the process.  For approved IT projects, additional approvals will be required throughout the project lifecycle.

This document is intended to answer high level questions about the initial investment request.

Document Purpose
This document is to be completed when there is an identified potential need for IT investment (such as a project or hardware/software purchase) estimated in excess of $25,000.

Instructions for completing the Approval to Initiate section
Before filling out this form, your agency will need to gather high level information about the business need and the proposed project and/or hardware/software support needed.  With this information in hand, this form should take less than 30 minutes to complete.  As a reminder, please avoid using acronyms.

1. It is recommended you read through the entire form before completing the appropriate section of the Approval to Initiate form.  All requests exclusively for purchase of hardware/software only need to complete Section 1A.   All other requests should complete Section 1.  
2. All requests should complete the cover page, replacing the [bracketed text] with your information.  Avoid using acronyms and write out the department and program names.  The agency point of contact should be the Executive Sponsor which is the program area manager responsible for the program policy area experiencing the problem.  Note: Please do not remove or modify content in the footer area.
3. Complete all content areas in your section.  Each section contains abbreviated instructions, shown in italics, and a content area. The content area is marked with a placeholder symbol [  ] or with a table. Relevant text from other project deliverables may be pasted into content areas.  Note: Please do not remove the italicized instructions.
4. Once completed, submit this form to ITrequests@iowa.gov

Next Steps
By submitting your form to ITrequests@iowa.gov, it will be placed in queue for review by IT colleagues from multiple agencies with a goal of (1) increasing efficiencies and (2) reducing duplication across government.  If another agency has solved a similar business problem, we’ll work to connect these agencies so they can share experiences, lessons learned and, where appropriate, form a partnership.  The TCC will review your request and will provide you notification of approval, denial or request for additional information.  It is the goal of the TCC to complete the review within two weeks.
Along with notification of the TCC decision, you will receive instructions on any required next steps in the process.

Questions?
If you require assistance completing this form or have any additional questions, please submit an email to ITrequests@iowa.gov and you will be contacted by a member of the Investments, Projects & Support team.
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[Request Title]

[Agency Name]
[Agency Division]
[Agency Program]

[Agency Point of Contact Name]
[Point of Contact Phone Number]
[Point of Contact E-mail]
[Date Submitted]

SECTION 1:  APPROVAL TO INITIATE (PROJECTS) 

1. Project Name: Provide a brief title for this project.
 [  														]
2. Problem Statement: What is the need? What is the purpose of this project? Describe the business need.  
[  

 ]
3. Project Impact: What is the impact if this project/purchase is not approved? Loss of funding?  Risk to the public or other risks identified?  Are there any funding/legislative deadlines that impact this request?  Are there organizational/staffing changes impacting the request?
 [  


 ]
IF YOUR PROJECT IS FOR HARDWARE OR SOFTWARE PURCHASES AND IS NOT RELATED TO AN APPLICATION OR APPLICATION DEVELOPMENT SKIP TO SECTION 1A

4. Project Description: What are the project goals? Goals are high level and provide a context for the project. More detailed information about the project is described in the success criteria. 
 [  

 ]
5. Alignment with agency or Governor’s strategic plan:  Describe the specific agency or Governor strategic plan items that this problem’s resolution will help address. https://governor.iowa.gov/ 
 [  

 ]
6. Potential Solutions:  Agencies are not expected to have a solution in mind but it is important to know if there are any identified solutions. Are you aware of any potential solutions? If so, describe.  Are you aware of any off-the-shelf software solutions or another system in use at another Iowa department or in another State? 
 [  

 ]
7. Benefits Summary: What are your success criteria? Describe specific benefits and how these will be measured and reported.  Who are the customers of this project and how do they benefit?  Project benefits are outcomes.  What does success look like?  
[
]
8. Project Technology (Optional Response): What technologies will be used in the project? Describe any departmental application or technology standards or expectations.  Since the purpose of the project request is to identify projects at a very early stage technologies may not be known at this time.  
 [  

 ]
9. Estimated total Project Costs (Optional Response): Provide a high level estimate or range. Project costs include hard dollar expenses for hardware, software and services AND soft expenses of internal staff time.  
     If costs unknown, indicate here ______
     Project cost (if known): $ _______________						
10. Funding Source:  List all sources, if known (i.e. Iowa Access, Pool, Federal Grant, Unknown, etc.).  How will the investment be sustained?
 [  

 ]
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SECTION 1A:  APPROVAL TO INITIATE (REQUEST FOR HARDWARE/SOFTWARE PURCHASE ONLY)

1. Problem Statement: What is the need? What is the purpose of this product? Describe the business need.  
[  


 ]
2. Project Impact: What is the impact if this purchase is not approved? Loss of funding?  Risk to the public or other risks identified?  Are there any funding/legislative deadlines that impact this request?  Are there organizational/staffing changes impacting the request?
 [  

 ]
3. Cost of hardware/software: Provide the total cost for the product or attach a purchase order. Describe the product (hardware/software/installation or configuration services):  Include make, model, and vendor where appropriate.  
 [  


]
4. Funding Source:  List all sources, if known (i.e. Iowa Access, Pool, Federal Grant, Unknown, etc.).  How will the investment be sustained?
 [  

]
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