Technology Planning Checklist
Anyone who is developing a technology initiative which may involve use by more than one person, or require purchase of software or hardware, or  require technical support services of any kind should fill out this preliminary planning checklist.   It should take about 15-30 minutes. This form is designed to help determine if a technology initiative (a) requires a formal technology review; (b) if the initiative should be reviewed by the Administrative Computing Advisory Committee (ADMINSAC) OR by the Information and Advisory Committee on Technology Services (ACTS) .   We always encourage consultation with the Information and Technology Services staff.     

1. Please state briefly the nature and intended purpose of this technology initiative. Indicate what problem you are trying to solve or what improvement you are seeking.  

2a.   How many persons will use the application or system? 

a) 1-2 persons

b) 3-9 
c) 10-50

d) more than 50

2b. Will it be used by one or more campus administrative or academic departments or units ? 

a) one department or unit  _______________________

b) b) more than one department or unit.  List _______________________________________ 

3. Is it an upgrade or new module for an existing campus program or system? 

a) No 

b) Yes which system ___________________ 

4. Does the application or system require a new operating system or helper application not available currently on the campus? 

a) No 

b) Yes which system ____________________ 

5. Will the software or system be used as a standalone application? 

a) standalone application 

b) networked application 

c) does it require installation of a client on the desktop? 

6. Does the application or system operate with the standard PC configuration at Siena: 

a) standard Window PC configuration 

b) standard Apple computer configuration 

c) requires non-standard configuration   Please specify_________________________

d) requires additional hardware: Please specify ________________________________________________________________ 

7. What is the initial estimate of the cost for the project, including software, hardware, training? 

a) under $3000 

b) $3000-$5999 

c) $6000-$10,000 

d) over $10,000 

8. What are the on-going annual costs for licenses, maintenance, etc. 

a) under $1000 

b) $1000- $3000 

c) over $3000 

9. What training will be required? 

a) requestor 

b) department or unit 

c) campus representatives 

d) estimated cost including travel: ___________

10. How will the project be funded?  Include capital and operating funds. 

a) departmental or unit funds 

b) annual software requests submitted to I & TS 

c) annual budget request for capital funds to CPFC 

d) annual budget request for AEP funds to CPFC 

e) grant or donation 

11. Which services will be required from I & TS: 

a) purchase of software 

b) purchase of hardware 

c) new server 

d) new ports 

e) special networking 

f) additional Internet services 

g) Additional email services 

h) Network administrator's time 

I) Programmer’s time 

j) Trainer’s time 

k) Webmaster's time 

l)  specialized vendor consulting, implementation planning services, etc.

12. Does the application impact students? 

a) No 

b) Yes How? 

13. What is the time frame for the project, including start-up and phases, if planned? 

14. Is there a planning Committee? 

 

15.  Project Sponsor: 

Name______________________  Phone __________________   Email __________________

Department _____________________        

16.  How will success be measured?

