Project Concept Questionnaire

Project Initiation Questionnaire


Introduction

The following are questions an analyst should consider using when seeking content for each section of the project concept template.  Not all questions within each section have to be asked.  In some cases the questions ask for the same information using a different sentence or phrase structure.

To prepare for the Project Concept discovery meeting, the analyst must decide which questions to ask.  This document provides a list of several possible questions an analyst should consider grouped by Project Concept Template section.  

In order to shorten the interview process, the analyst should reduce this list of questions to only those he/she intends to ask.  The analyst must make sure he/she asks enough questions within each section to get adequate and well thought out answers for the section.

Upon getting the answers to the questions, the analyst can then draft the project concept and seek sponsor and stakeholder revisions and acceptance of the project concept.

Identification
1. Project Name:  By agreement, what name shall we assign this project?

2. Sponsors:  Who are the people who have the money, authority, and requirements such that they can order this project initiated?

3. Sponsors:  Who has the final say on scope, resources, schedule, and acceptance of quality?

4. Stakeholders:  Who are the people who have an important interest and stake in seeing that this project be completed successfully?

5. Where should ITD’s staff post their time?

Background

6. Describe the background leading up to this project.  What are the major events that have led to the interest in this project?

7. What is the history of the need for this project?

Problem Definition

8. What problems are we trying to solve with this project?

For example frame the answer in terms of ‘We do not have. . .’ and ‘The time it takes to process and deliver. . .’ or ‘We are unable to. . .’ or ‘The current ….  is costing more money to support than we can afford putting us at risk of having to reduce service level.’ 

9. What are the problems or factors that motivated this project?

10. What is wrong with the current process or application?

11. Why are we considering initiating this project?

Desired State

12. What is your vision regarding how this project can solve the problems?

13. What will be the condition in the future as a result of successful completion of this project?

Project Statement

14. Provide a summary of the overall purpose of this project.

This statement should clarify the projects overall purpose, time frames, and resource parameters and should contain the following format – Action word| End Result | Target Date For Project Completion | Cost or Hours Guideline.  For example, “Implement new database Software County wide by October 5, 20xx at an investment not to exceed $50,000.”

Project Objectives

(Please reference the Project Evaluation and Prioritization Criteria form for objectives to value and weigh)

15. What are the primary business objectives (business drivers) driving this project?

16. How will we know when the project is complete?

17. What activities will we have accomplished by the end of the project?

18. What are some of the goals associated with this project?

19. What is the technical objective?  I.e., will we develop an application, enhance an existing application, integrate data, select and install a COTS?

Expected Benefits and Results

20. What are the benefits (improvements) expected to be realized from this project effort?

21. What results do we expect as a consequence of successful completion of this project?

22. How might we measure the benefits?

23. How might we know we are experiencing the results?

Facts

24. What is proven to exist that will have an impact on this project either negative or positive? 

25. What important decisions have already been made?  I.e., approach, hardware, software platform, systems, policies, etc.

Assumptions

26. What do we think exists that will have an impact on this project either negative or positive?

27. What are some obvious risks associated with having adequate people, processes, technologies, funding, time, or materials to complete the project?

28. What are the constraints we need to take into account?  I.e., deadlines, regulations, strategy, security, audit, control, staff, budget, space, equipment.

29. Who will be involved?  I.e., project champion, analyst, business representatives, stakeholders, sponsors, and enablers.

Anticipated Funding Source and Budget

30. What is the expected source of funds for this project?

31. What is the budget estimate or amount within which we hope to successfully complete the project?

Department or Agencies Impacted

32. Organizationally, who will be impacted by this project?

33. Who will use the solution(s) provided by this project?

34. What other departments, agencies, projects, or initiatives are affected by or related to this effort?
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