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Following are instructions to complete the EMACS Project Request form.  Each item on the form is referenced below followed by an explanation of the details to be provided for that item.
Project Title
A brief description (i.e. five to six words) that will be used to reference the project.  The title should reference the type of work being done with the project.
Request Date
Date when the request was originally submitted to EMACS for consideration.
Requestor Information
Name, telephone, department and e-mail address of the person who requested this project from EMACS.
Contact Information
Name, telephone, department and e-mail address of the person to be contacted by EMACS if there are questions regarding the request.  This person may be different from the individual who originated the request.
Describe the business problem or circumstances leading to this request.
Provide a narrative to explain the reason for this request.  Describe the business issue and problems involved to result in this request for assistance from EMACS.
Describe what assistance you need.
Explain what you expect to receive from EMACS with this project request.
Describe what deliverables are expected.
Identify the different deliverables that are expected from this project (i.e. new query, change to an existing process, panel or query, etc.).  Please realize a deliverable may not be `tangible' or `visible'.  It could relate to a change to a process in the system  - which may not be readily observed.
Explain how these deliverables will be applied to address the business problem.
For the deliverables listed above, identify how each will be used to resolve the business problem outlined above.
When and why are these deliverables required?
For each deliverable listed above, identify the date it is required and the specific reason it is needed by the date specified.  Be sure to reference the business problem as necessary for the justification of each deliverable.
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What are the consequences if the deliverables are not received by date(s) indicated?
Explain if there will be any negative implications if a deliverable is not available by the date specified above?  Explain any such consequence(s) for each deliverable.
What is your contingency or fallback plan if the deliverables cannot be provided by the dates identified?
If the deliverables outlined in this request are not available by the subject dates, explain how the business problem be addressed and by what means.
Describe the cost/time savings expected from this project?
Describe the cost and/or time savings that will result by fulfilling this request.  Provide necessary detail to reveal how these savings were derived.
APPOINTING AUTHORITY
The form must be submitted, however, the appointing authority has the option to (1) sign and date the form and submit it to the EMACS Manager, or (2) send an email to the EMACS Manager indicating their approval.
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