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Full Title
Proposal By: Your name or team names
Proposed Go-live Date/Term: 
You may only need a proposal, but for more involved changes you may need to submit a project for consideration. This process can inform your approach to a project request and provide critical information for the review. 
Use bullet points and visuals where appropriate to improve readability and understanding. The complexity of the proposal and each section will vary. 
Problem
· Outline the issue that you are trying to solve. 
· This is a required section.

Current Process Overview
· Share a detailed outline or step-by-step process of what we currently do.
· Include data whenever possible.
· This is a required section. 

Research
· Research could include articles, practices at other institutions, any testing you have completed, etc.
· This is an OPTIONAL section. 
Feedback
· Feedback could be comments from the campus community, responses to a survey you conducted, feedback from the staff who participate in the current process, etc. 
· This is an OPTIONAL section.
Schedule & Resources
· This could be a simple bullet outline of the timeline and resources required or could be a table similar to the example below.
· This is an OPTIONAL section.
	EXAMPLE: Task
	Due Date
	Staff/Departments Required
	Tech/Systems required

	Update the webpage
	Jan 15, 2024
	Comm Coordinator
	website

	Send Survey
	Jan 20, 2024
	Financial Aid 
	Qualtrics

	
	
	
	


Project Goals
· You will want to consider team, OtR, and institutional goals.
· This is a required section.

Proposed Solution
· This is a simple statement of your proposed solution and should be no more than a few sentences, but it can usually be done in one. 
· I want to improve current process by verb+ING utilizing resource/technology to accomplish.
· This is a required section.

New Proposed Processes
· Provide a comprehensive outline/step-by-step process using clear headers for steps and actions.
· This is a required section.
Success Criteria
· Success criteria may be how you will measure if this change was successful. Will you run reports, conduct a survey, or calculate the workload and time required and compare? 
· This is an OPTIONAL section.

Summary
· This section would likely only be necessary for longer, more complex proposals. 
· This is an OPTIONAL section.
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