The Missing Form!
The following “missing form insurance” structure was established by students in the Scottsdale, Arizona Managing Multiple Projects course of November 2010.  Their goal was to generate a master form that limited the number of missing data points encountered on the multiple projects under their control. 

In the basic project authorization form/template, an electronic forms template would be applied with a requirement that any of the missing elements in the template would trigger a refusal by the system to print out the form.  All of the links to other documentation and all of the electronic signatures would have to be in place before the form would allow for printing.

	
	

	Project Name: 
	Name would either be typed or linked

	Project Number:
	Numeric code would either be typed or linked

	Scope:
	Scope should be documented in a SMART Objective format, and may either be directly typed or linked to a project scope statement within other documentation.

	Justification: 
	This should be a direct link to the business case used to justify the project, and said business case should be capable of being opened by clicking a link here.

	Scheduled completion or in-service date
	Typed data

	Total Budget
	This may include a reference to the amount of the performance measurement baseline and any associated contingency budget. 

	Environmental Review
	Link - (or “No Issues”)

	Legal Review
	Link – (or “No Issues”)

	Authorizations
	Electronic signature with title

	
	Electronic signature with title

	
	Electronic signature with title

	
	Electronic signature with title

	
	Electronic signature with title

	
	Electronic signature with title

	
	Electronic signature with title

	
	Electronic signature with title


The rationale for this approach was that the plethora of independent files led to lost or disconnected files, rendering historic research on projects virtually impossible.  The lack of forms was actually leading to projects either not being approved or being approved without complete data sets.  

