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	APPLICANT’s NAME
	

	EDISON ID
	

	AGENCY NAME
	

	PROJECT NAME
	State the name of the project.

	PROJECT PURPOSE/GOAL AND OVERVIEW
	Provide a one (1) paragraph “abstract” that clearly states:
1. A brief overview of the project.
2. Describe what goal(s) the project is going to achieve. Reveal the purpose of this project in a concise statement. This statement should be measurable, address some sort of change, help to establish the overall direction for your project, and serve as the foundation for developing the objectives and activities below.
3. Your motivation for wanting to accomplish this work as your Pay It Forward project. Why is it important to you?
4. If this is a project designed to impact an aspect of state government, clearly indicate how the project is related to one or more of the Governor’s Priorities and include a reason for choosing to impact this particular area of state government.

	PROJECT SPONSOR - NAMES
	List the names of all individuals who would be supporters of the project, or are needed as supporters of the project. 
Think through who the sponsors need to be, that often determines the success of the project. For example, do you need your appointing authority’s approval/sponsorship?

	STAKEHOLDERS/TARGET AUDIENCE
	List the parties that the project will affect.  Explain what impact the implementation of the project would have on these individuals.

	COLLABORATORS
	Describe any agencies, people or groups that you will be working with in order to successfully complete this project, and their role in the project.

	IMPACT OF PROJECT AND KEY PROJECT DELIVERABLES
	Describe the impact the successful implementation of this project will on the Stakeholder/Target Audience.
Explain how this project “Pays It Forward” by answering the following questions:
1. Describe what problem the project solves, i.e., why it should be implemented.
2. If applicable, describe what current state government business practice/process the project would impact and how.
3. If applicable, describe what current community concern, service or practice this project would impact and how.
4. Explain what will be the end product or result of the project.
5. List and describe the Key Project Deliverables

	PROJECT APPROACH/WORKPLAN FOR PROJECT
	List the high-level objectives planned to accomplish the project.
Then for each objective listed, please provide the following information:
1. Activities that will be undertaken to accomplish the objective
2. Data to collect to achieve this activity
3. Timeline when this activity will occur. This includes start and end dates. The purpose of this is to create the project timeline and key milestones with specific dates…to establish significant dates (e.g., start date, end date, invoicing dates, etc.)
4. Key people responsible for the activity
5. Deliverables/products that will come from the activities/each objective. These are interim deliverables, and should be leading to the Key Project Deliverable(s) described above.
For example, if the end product is “a new website for a public library”. The project team will develop and design it. But will the team test it, set it up or fill this site with content? Try to make it absolutely clear what the project team is going to do and what it will not do.

	SUSTAINABILITY PLAN
	Describe how this project will be sustained once you are no longer involved.

	EVALUATION PLAN
	Describe how progress and performance will be tracked and evaluated.
Describe what data will be collected to determine if the project goal(s) have been successfully achieved. What data will show successful completion of the project? 
Explain how the project team will collect the data, analyze it, and use it to track progress and completion of the project.
Items to consider:
1. Describe what things you will count (examples, trainings, letters written, web site hits, meetings)
2. Describe the changes you will be measuring (examples, changes in a person’s knowledge or skills, or attitudes, or an increase in production or service) 

	PROJECT LEADER AND ROLE(S)
	List the project leader, i.e., the person who will be responsible for the overall management of the project. 
Describe your major roles and responsibilities.
Describe your authority to undertake this project, especially if it is a project to benefit state government. Think about this, do you have the authority to complete this project? If not, who do you need to speak with to obtain their “buy-in”?

	COMMUNICATIONS PLAN
	Discuss how you will communicate the project to all stakeholders. Include a timeline of the communication strategy.

	SUBMIT LETTER OF INTENT TO THE LEADERSHIP EMAIL INBOX
	The address is - Leadership.Council@tn.gov 
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