Email Subject: Feature Request 
	Department Requesting 
	 

	Supervisor Approved 
	 

	System/Application (if known) where feature is requested 
	 

	Who (The intended users of this feature (specific roles or groups) 
	 

	What (A clear description of what the feature should enable users to do) 
	 

	Why (Explanation of the anticipated ROI or benefit from implementing this feature 
	 

	Priority (High, Medium, Low) 
	 

	Budget? (whether a budget allocation is confirmed) 
	 

	Point of Contact 
	 

	Requested timeline (desired timeframe for the feature delivery) 
	 



