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New Project Proposal

Guidance comments have been added in blue italics. DO NOT WRITE ON THE SAME LINE AS THE GUIDELINES – IF YOU DO YOU WILL LOSE YOUR WORK! 

Advice is contained in embedded notes symbolised by text highlighted in yellow.  Such comments will not appear in the printed document.     If you wish to remove comments from electronically distributed version then the following procedure should be adopted:


Position the cursor on a comment.


Using the right mouse button select Edit Comment.

Highlight the desired comment(s) and delete.


Close the Edit Comment screen.

Footers are automated for ease of amendment and uniformity. To alter the values use File…Properties…Custom. Modify the values of each custom property, then view the first footer containing the values. Click on the relevant field and press F9 to update it. The changes will automatically be applied throughout the document. F9 should also be used to update the table of contents once the document is complete.

ONCE YOU HAVE COMPLETELY FINISHED WITH ALL GUIDELINES SAVE YOUR DOCUMENT THEN PRESS ALT+2 TO AUTOMATICALLY REMOVE THE. GUIDELINES.

More comprehensive instructions are available from the Project Office

AMENDMENT HISTORY

Version
Reason for Change
Author
Request for Change Ref.:
Date of Issue
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CONTENTS
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Proposer’s Details

Name:

Department:


Tel. No:




Proposal:

Use the sub-headings within this section to outline the reasons for your proposed project.

Description

Key Stakeholders

Competitor Activity

Anticipated Benefits

Potential Risks

Consequences of not proceeding

Timescales

ONCE YOU HAVE COMPLETELY FINISHED WITH ALL GUIDELINES SAVE YOUR DOCUMENT THEN PRESS ALT+2 TO AUTOMATICALLY REMOVE THE. GUIDELINES.

�PAGE \# "'Page: '#'�'"  �Page: 1���Give a clear, concise description of your idea


�PAGE \# "'Page: '#'�'"  �Page: 1���List the DEPARTEMENTS that will be affected by your project


�PAGE \# "'Page: '#'�'"  �Page: 1���Detail of any known competitor activity of similar nature


�PAGE \# "'Page: '#'�'"  �Page: 1���Justify the need to do the project.


�PAGE \# "'Page: '#'�'"  �Page: 1���List any risks you can foresee if the project goes ahead


�PAGE \# "'Page: '#'�'"  �Page: 1���Any danger to the company if the project does not go ahead.


�PAGE \# "'Page: '#'�'"  �Page: 1���When should the project start? How long will it take? Is there an unmoveable end-date, e.g. legislation, Y2K?
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