
IT PROJECT INTAKE FORM TEMPLATE
IT INTAKE FORM

PROJECT NAME SPONSOR CONTACT 
NAME

IT DIRECTOR NAME AND 
CONTACT

PROPOSER NAME AND 
CONTACT

PROJECT GOALS

PROJECT GOALS

TARGET START DATE TARGET END DATE

ESTIMATED COSTS
IMPLEMENTATION

ONGOING COSTS

DATA SECURITY
Will the project involve private data?

PROJECT DESCRIPTION

SCOPE AND DEPENDENCIES 
How many people will be impacted? What departments, projects, or systems will be affected by this project?

MITIGATE RISKS

IMPROVE USER EXPERIENCE

ADDITIONAL PROJECT INFORMATION

COMPLIANCE UPDATES

INCREASE REVENUE

REDUCE COSTS

INCREASE EFFICIENCY

YES NO

https://www.smartsheet.com/try-it?trp=11354&utm_source=integrated+content&utm_campaign=/content/project-intake-templates&utm_medium=IT+Project+Intake+Form+pdf+11354&lpa=IT+Project+Intake+Form+pdf+11354&lx=PFpZZjisDNTS-Ddigi3MyABAgeTPLDIL8TQRu558b7w


DISCLAIMER 
 
Any articles, templates, or information provided by Smartsheet on the website are for 
reference only. While we strive to keep the information up to date and correct, we 
make no representations or warranties of any kind, express or implied, about the 
completeness, accuracy, reliability, suitability, or availability with respect to the website 
or the information, articles, templates, or related graphics contained on the website. 
Any reliance you place on such information is therefore strictly at your own risk. 
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