Web project proposal form
Completed forms should be submitted to web.team@sqa.org.uk for consideration.

	Project name
	

	Requestor

	

	Business team

	

	Change to existing content/service 

	Yes/No

	New content/service 

	Yes/No

	Which service does the proposal relate to?

	

	Timescale/delivery date for the proposed work.
(Please note ASAP is not a date)
Why is delivery by this date required?
	



	Project objective – what is the purpose of the proposed development?

	




	Audience 

Who is the work for?

Eg. School learners, co-ordinators, employers
	






	User needs

What are the user needs that will be met through the work proposal?

Eg - As a learner I can get an overview of how my certificate is laid out and what its content means
- As a teacher, understand how qualifications can be delivered
	







	Call to action 

What do you want the user to be able to do upon accessing the content/service?

Eg – complete enquiry form, download guide, read and understand content

	






	Business requirements 

What business needs will be met by the project?
	







	Measures of success 

What will success look like for the project?
Are there any KPIs?
	







	Design requirements

Are there any specific design requirements that need to be considered?
	







	Functionality/special features

Are there any functional aspects to the proposal that need to be considered?
For example: a form, graphic, infographic

	





	Content requirements

What content is required for the project?

Is there source content for the project?

For each individual page, a page template form must be completed
	





[bookmark: _GoBack]





Content creation: 

Maintenance: 

Technology / Publishing / Policy implications: Should comply with SQA’s House Style and web publishing guidelines. Language should be simple and screen-reader friendly.

Reliance on third parties:

Outstanding questions: 
