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1.  Purpose
The Project Proposal is the structured submission through which an idea or demand is formally presented for evaluation before any significant investment of effort is made. It captures the requesting party, the need, the outline solution, the indicative cost and duration, the expected benefit and the strategic fit, in a comparable format that allows the portfolio authority to screen, prioritise and either progress the proposal to a full Business Case or decline it. It protects organisational capacity by filtering demand before it becomes committed work.
1. Provides a single, consistent entry point for all project demand.
1. Enables like-for-like comparison and prioritisation of competing proposals.
1. Prevents unfunded and ungoverned work from entering the delivery portfolio.
1. Creates the audit trail from idea to authorised project.
2.  When to Use
1. Whenever a new idea, demand or request for change is raised by any part of the organisation.
1. During the annual planning or budgeting cycle, when candidate initiatives are collected for prioritisation.
1. When an unsolicited or externally driven opportunity requires rapid structured assessment.
1. Before any effort is committed to developing a full Business Case, to confirm that development effort is warranted.
3.  Responsibility and Approval
	Governance Role
	Assignment
	Description of Involvement

	Responsible (prepares)
	Requesting Manager / Proposal Originator, supported by the PMO
	Prepares, populates and maintains the document; ensures accuracy and completeness of all fields.

	Accountable (owns)
	Business Unit Head of the requesting function
	Single point of accountability for the quality, currency and control of the document.

	Consulted
	PMO, Finance, Risk, Quality, Legal/Contracts, business owners and technical disciplines as applicable
	Provides subject-matter input before submission for approval.

	Informed
	Project team, affected business units, supporting functions, key external stakeholders
	Receives the approved document through the controlled distribution list.

	Approves
	Portfolio / Investment Board, or the PMO Manager under delegated screening authority
	Formally authorises the document; approval is recorded in the Project Approval Register.


 
4.  Required Inputs
1. Statement of the business need, demand or opportunity from the requesting party.
1. Strategic objectives, portfolio criteria and current portfolio capacity information.
1. Indicative cost and duration information, benchmarks or vendor guidance.
1. Preliminary benefit expectation and the affected business processes.
1. Known constraints: regulatory deadlines, funding windows, resource availability.
1. Prior lessons learned and any previously rejected proposals addressing the same need.
5.  Required Outputs
1. A completed, screened Project Proposal with a recorded decision.
1. A prioritisation score and portfolio ranking.
1. A decision to progress to Business Case, defer, merge with an existing initiative, or reject.
1. An entry in the demand pipeline and, where progressed, a provisional project reference.
6.  PMBOK® Guide – Eighth Edition Alignment
This document has been designed in alignment with the following elements of the PMBOK® Guide – Eighth Edition. The alignment statement is provided for conceptual traceability only.
	Focus Area
	Initiating (pre-initiation demand management)

	Performance Domains
	Governance (primary); Finance, Stakeholders, Scope (supporting)

	Guiding Principles
	Focus on value · Adopt a holistic view · Be an accountable leader

	Tailoring Consideration
	Small or low-risk proposals may be submitted using Sections A, B, C and F only. Proposals with a regulatory driver should be flagged in Section B and are typically fast-tracked with reduced prioritisation scoring.


 
7.  Review Frequency and Approval Requirements
	Review Frequency
	Screened at each portfolio intake cycle (typically monthly); the form itself is reviewed annually

	Review Triggers
	Change of sponsor or governance structure; change of delivery approach; stage-gate decision; material change to scope, cost, schedule, benefits or risk exposure; audit or assurance finding; organisational restructuring.

	Approval Requirements
	Screening decision recorded by the Portfolio Board or delegated authority. A decision to progress does not constitute funding approval — funding requires an approved Business Case (IMT-PIG-002).

	Change Control
	Any change to an approved version requires a change request assessed through the project change control process. Minor editorial changes increment the minor version; changes affecting scope, cost, schedule, benefits or governance increment the major version and require re-approval.

	Retention
	Retained for the life of the project plus the organisational records-retention period, in the Project Information and Document Register.


 
8.  Instructions for Completion
Complete every field. Where a field is not applicable, enter "N/A" and state the reason — never leave a field blank.
1. Submit one proposal per discrete initiative. Do not bundle unrelated needs into a single submission — bundled proposals cannot be prioritised or governed.
1. Complete Section A fully. The named requester and business unit head must both be identified, as the business unit head is accountable for the demand.
1. In Section B, describe the need and its evidence. Quantify the current-state pain with real operational data wherever possible.
1. In Section C, describe the outline solution concept at a level sufficient for screening only. Detailed solution design is inappropriate at proposal stage.
1. In Section D, provide indicative cost and duration with an explicit accuracy statement (typically Class 5, −50% / +100%). Never present proposal-stage figures as estimates.
1. In Section E, state the expected benefit and identify a candidate benefit owner. A proposal without a willing benefit owner should not proceed.
1. Complete the prioritisation scoring in Section F honestly. Inflated self-scoring is readily detected at board level and undermines the credibility of the requesting unit.
1. Identify known risks, dependencies and constraints in Section G so that portfolio-level conflicts are visible before commitment.
1. Submit to the PMO by the published intake deadline. The PMO validates completeness, checks for duplication against the existing pipeline and portfolio, and schedules the proposal for screening.
1. Record the decision in Section H. Where the decision is to progress, the PMO issues a provisional project reference and the requester is assigned to develop the Business Case.


9.  Template — Project Proposal
Section A — Proposal Identification
	Proposal Title
	⟨ concise descriptive title ⟩

	Proposal Reference
	⟨ PMO-issued, e.g. PROP-2026-041 ⟩

	Date Submitted
	⟨ DD-MMM-YYYY ⟩

	Proposal Originator
	⟨ name, position, contact ⟩

	Requesting Business Unit
	⟨ unit or department ⟩

	Business Unit Head (Endorsing)
	⟨ name and position ⟩

	Candidate Project Sponsor
	⟨ name and position ⟩

	Candidate Benefit Owner
	⟨ name and position ⟩

	Proposal Type
	⟨ New capability | Improvement | Compliance | Replacement | Research / Feasibility ⟩

	Proposal Status
	⟨ Submitted | Under Screening | Progressed to Business Case | Deferred | Merged | Rejected ⟩


 
Section B — Business Need
	B1. Need or Opportunity
	⟨ what is required and why ⟩

	B2. Current-State Evidence
	⟨ measurable evidence of the current problem ⟩

	B3. Affected Processes and Users
	⟨ processes, systems, volumes and user population affected ⟩

	B4. Consequence of Inaction
	⟨ quantified where possible ⟩

	B5. Regulatory / Mandatory Driver
	⟨ obligation and deadline, or N/A ⟩

	B6. Urgency and Time Sensitivity
	⟨ why now, and any immovable date ⟩


 
 
Section C — Outline Solution Concept
	C1. Proposed Solution Concept
	⟨ outline only — no detailed design ⟩

	C2. High-Level Scope Inclusions
	⟨ principal capabilities to be delivered ⟩

	C3. High-Level Scope Exclusions
	⟨ what will not be addressed ⟩

	C4. Alternatives Briefly Considered
	⟨ other approaches and why not preferred ⟩

	C5. Anticipated Delivery Approach
	⟨ Predictive | Agile | Hybrid, with reasoning ⟩

	C6. Organisational Change Impact
	⟨ people, process, structure and skills impact ⟩


 
Section D — Indicative Cost and Duration
	D1. Indicative Total Cost
	⟨ currency and range ⟩

	D2. Indicative Capital / Operating Split
	⟨ CAPEX and OPEX ⟩

	D3. Estimated Recurring Annual Cost
	⟨ ongoing cost after delivery ⟩

	D4. Indicative Duration
	⟨ months, from authorisation to handover ⟩

	D5. Estimate Class and Accuracy
	⟨ e.g. Class 5, −50% / +100% ⟩

	D6. Basis of Indicative Figures
	⟨ benchmark, vendor guidance, analogous project ⟩

	D7. Preferred Funding Source
	⟨ budget line or funding route ⟩

	D8. Internal Effort Required
	⟨ indicative FTE by function ⟩


 
Section E — Expected Benefits
	Ref
	Expected Benefit
	Type
	Indicative Annual Value
	Candidate Benefit Owner
	Expected First Realisation

	PB-01
	Reduction in rework caused by manual data entry
	Cash-releasing
	120,000 per annum
	Head of Shared Services
	6 months after go-live

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 


 
 
Section F — Prioritisation Scoring
Score each criterion from 1 (very low) to 5 (very high). The weighted score is calculated as Score × Weight. The total weighted score determines the provisional portfolio ranking.
	Criterion
	Scoring Guidance
	Weight %
	Score 1–5
	Weighted Score

	Strategic alignment
	Degree to which the proposal advances a named corporate objective
	20
	 
	 

	Financial return
	Expected value relative to indicative cost
	15
	 
	 

	Regulatory / compliance necessity
	Extent to which the proposal is mandatory
	20
	 
	 

	Risk reduction
	Reduction in operational, financial or reputational risk exposure
	10
	 
	 

	Customer / stakeholder impact
	Breadth and depth of positive impact on service recipients
	10
	 
	 

	Deliverability and capability
	Organisational readiness, capability and capacity to deliver
	10
	 
	 

	Urgency and time sensitivity
	Consequence of delaying beyond the current cycle
	10
	 
	 

	Sustainability contribution
	Environmental, social and governance contribution
	5
	 
	 

	TOTAL
	
	100
	
	


 
Section G — Known Risks, Constraints and Dependencies
	Ref
	Type
	Description
	Potential Consequence
	Suggested Owner

	PR-01
	Dependency
	Requires the core platform upgrade to complete first
	Cannot start before Q2 FY27
	IT Infrastructure Manager

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 


 
Section H — Screening Decision
	H1. Screening Date
	⟨ DD-MMM-YYYY ⟩

	H2. Decision
	⟨ Progress to Business Case | Defer | Merge with existing initiative | Reject | Return for more information ⟩

	H3. Decision Rationale
	⟨ reasoning recorded by the screening authority ⟩

	H4. Conditions Attached
	⟨ conditions to be satisfied before proceeding ⟩

	H5. Provisional Project Reference Issued
	⟨ PRJ reference, if progressed ⟩

	H6. Assigned Business Case Author
	⟨ name and due date ⟩

	H7. Provisional Portfolio Rank
	⟨ rank within the current intake cycle ⟩

	H8. Approval Register Entry
	⟨ reference in IMT-PIG-021 ⟩


 
10.  Approval and Authorisation
By signing below, each approver confirms that the content of this document has been reviewed, is accurate to the best of their knowledge, and is authorised for use within the project.
	Approval Role
	Name
	Position / Title
	Signature
	Date

	Submitted by (Proposal Originator)
	 
	 
	 
	 

	Endorsed by (Business Unit Head)
	 
	 
	 
	 

	Validated by (PMO Manager)
	 
	 
	 
	 

	Screened by (Portfolio Board Chair)
	 
	 
	 
	 


 
11.  Revision History
	Version
	Date
	Description of Change
	Prepared / Revised By
	Approved By

	0.1
	DD-MMM-YYYY
	Initial draft prepared for review
	Project Manager
	—

	0.9
	DD-MMM-YYYY
	Reviewed by PMO; comments incorporated
	PMO Analyst
	—

	1.0
	01-Sep-2026
	First approved and issued baseline
	Project Manager
	Portfolio / Investment Board, or the PMO Manager under delegated screening authority

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 


 
	NOTE   Rows shown in shaded italics are illustrative examples of how the revision history is completed. Replace them with the actual revision record.
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