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The Sinclair Strategic IT Planning Process is proven approach to incorporating the technology-related needs of College 
Departments into Sinclair’s overall Technology Plan.  The process is driven through ongoing collaboration meetings 
between each College Department and Sinclair IT Department Liaisons that work together to identify opportunities 
where technology can play a role in addressing college needs, formulating solutions for those needs, and incorporating 
those solutions into Capital Requests and the Annual Sinclair IT Master Plan. 

Process Timeline & Key Activities 

Jul – Sep  Oct – Dec  Jan – Mar  Apr – Jun 

Assign IT Liaisons to 
College Departments1 

 
Conduct IT/College 

Collaboration Meetings2  
Conduct IT/College 

Collaboration Meetings2 
 

Conduct IT/College 
Collaboration Meetings2 

Conduct IT/College 
Collaboration Meetings2 

 
Begin Development of 

Capital Requests3 
 

Finalize and Submit 
Capital Requests3 

 
Finalize and Publish 
New IT Master Plan4 

    
Begin Development of 
New IT Master Plan4 

 
Update Prior Year 
IT Master Results4 

Process Overview 

 
Assign IT Liaisons  

to College 
Departments 

  

Representatives of Sinclair’s Information Technology Department are  
assigned to each College Department to provide consultation  

around technology needs for those departments. 

   

 
Conduct IT/College 

Collaboration 
Meetings 

  
IT Liaisons meet quarterly with College Departments to collaborate  

on department needs.  Note that needs are often addressed  
through the Capital Request and IT Master Plan processes. 

   

 
Capital Request 

Process 

  

IT Liaisons assist College Departments with addressing  
technology-related Capital Requests by working with Sinclair IT  
Technology Owners to formulate solutions for those requests. 

   

 
IT Master Plan 

Process 

  

IT Liaisons incorporate key College Department project needs into  
Sinclair’s IT Master Plan by collaborating with Technology Owners and  

other IT Liaisons to consolidate like-needs, formulate solutions,  
and select which projects will be included in the IT Master Plan.   
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TThhee  MMaasstteerr  PPllaann  DDeevveellooppmmeenntt  PPrroocceessss  

Validate List of Potential 
Projects for Each 

College Department 
 

The IT Liaison references their notes, Meeting Minutes, and Capital Request details to  
identify a list of potential projects associated to each College Department and validates that  

list with each Department representative to ensure it is accurate/complete. 

   

Capture Project Details via 
Project Requests Tool 

 
The IT Liaison populates a “Project Requests” spreadsheet with blank forms for each  

project and instructs the College Department representative to complete as much  
information as possible. 

   

Work with  
IT Owners to Finalize 

Project Details 
 

The IT Liaison works with IT Owners to finalize the details of each Project Request  
form associated to each College Department. 

   

Assistant IT Directors  
Works with IT Owners to 
Prioritize/Score Projects 

 
Each Assistant Director within IT conducts an IT Owner/Manager meeting (within their team)  

to review, consolidate and score all potential projects assigned to those IT Owners  
via the Project Prioritization tool associated to their team.  

   

IT Leadership Merges  
Project Lists and Finalizes 

Recommendations 
 

The CIO conducts a meeting with all Assistant Directors to merge each Project Prioritization  
list into a single tool, and finalize the project approval recommendation for each project. 

   

IT Populates the Strategic 
Alignment Tool with 

Recommended Projects 
 

IT populates the Strategic Alignment tool with all recommended (pending Cabinet approval)  
projects using data captured from the original project request forms. Assistant Directors  
then work with IT Owners to populate the remaining information needed for reporting. 

   

Cabinet 
Review/Approval 

of Projects 
 

IT provides the proposed list of projects as well as the list of declined projects and President’s 
Cabinet provides feedback to determine if changes need to be made. 

   

Publish the Plan 
And Continually 

Update Plan Details 
 

IT publishes the plan (Executive Summary and Project Details)  
and updates the plan details throughout the year. 

 


