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Project Initiation Document (PID)
Template
Description


  Page

1.
Project Definition


2

2.
Project Scope


2

3.
Initial Business Case


2

4.
Project Management Structure and Responsibilities


2

5.
Exception Process


3

6.
Method of Approach


3

7.
Project Deliverables and Outcomes


3

8.
Project Quality and Control


3

9.
Quality Assurance


3

10.
Exclusions


3

11.
Constraints


4

12.
Assumptions


4

13.
Communications


4

14.
Risk Assessment and Appendices 1 and 2


4, 6 and 7

15.
Project Plan


5

16.
Project Documentation


5

17.
Post Project Review


5

1.
Project Definition



1.1
The specific objectives for the project. 




2.
Project Scope



2.1
The parameters of the project, a pilot project to one which could be organisation wide.




3.
Initial Business Case



3.1
What business benefits will be derived from the project e.g. cost reduction, increased income/turnover, improved efficiencies.




4.
Project Management Structure & Responsibilities



4..1
Project Executive/Sponsor – the role can be defined as looking after the business interests of the organisation (the customer), and ensuring the business benefits are realised. It is ultimately accountable for the project, will formally close the project on completion and carry out a post project review/appraisal, (this will identify the lessons learnt and the benefits derived against those set out in the initial business detailed in the PID).

Level - Policy Panel/Portfolio Holder/Management Board  


4.2
Project Board - overall owner of the project, responsible for assuring the project is managed properly and delivers the outcomes identified in the project initiation document. This is the authority and level that signs off each stage of the project and will agree variations, exceptions to the project plans, where necessary reporting these to the ‘Executive’. The project board will also monitor quality, risk assessments and update the initial assessments, where applicable, in the light of changing circumstances. 

Level – Sponsoring member of Management Board

4.3
Project Team

· Project manager - person responsible for the day-to-day management of the project.

· Team managers - people responsible for the delivery of specific work packages.


· Project support - A team providing project management assistance.

· Project assurance - a support function reporting to the project board, which has been delegated responsibility for monitoring the project.




Whether all these roles are included in a particular project will be dependent mostly upon size e.g. team managers would only be used in a larger project, where there were clear work packages that could be managed as separate strands of the overall work. Members of the respective groups will be determined at the commencement of the project but must include all stakeholders, including suppliers and sub-contractors.






5.
Exception Process



5.1
The management of any areas that are outside accepted tolerances, where problems are encountered corrective action is incorporated in an exception plan, including escalation procedures.




6.
Method of Approach



6.1
The method of approach to successfully implement the objectives defined for the project, (e.g. specific development to meet requirements including design or off the shelf type purchase).




7.
Project Deliverables and Outcomes



7.1
What will the project deliver for the organisation, how will this be seen and measured.






8.
Project Quality and Control 



8.1
This will include work on quality control, including quality review; all quality activities are to be recorded in a quality log.

8.2
The ongoing management of the project, including budgetary control, financial projections, managing issues and dealing with exceptions.




9.
Quality Assurance



9.1
Quality measures to assure the project, monitoring by an independent resource, e.g. internal audit, reporting mechanisms and frequency.




10.
Exclusions



10.1
What will be specifically excluded from the project. 




11.
Constraints



11.1
What constraints are there in relation to the project, e.g. window of opportunity, resources available, technical factors.






12.
Assumptions



12.1
What base assumptions have been made, e.g. availability of resources as and when required.




13.
Communications



13.1
Full and meaningful communications are required for each project, a communication plan should be developed to ensure that all participants are kept regularly and adequately informed of progress – it should take the form of using more than one method of communication channel to ensure the message is delivered and reinforced.
Note: Communication failures are commonly cited as a cause of project difficulties






14.
Risk Assessment



14.1


The management of a risk log, where each risk is identified, evaluated and the avoiding actions recorded and monitored – completion of the risk matrix and tables at Appendices A and B. This is the agreed process for managing all risk assessments within Three Rivers District Council.



14.2
Risk Matrix

LIKELIHOOD
A





Likelihood:


B





A = Very high


C





B = High


D





C = Significant


E





D = Low


F





E = Very Low



IV
III
II
I

F = Almost impossible


IMPACT  



Impact:

I   = Catastrophic

II  = Critical

III = Marginal

IV = Negligible



14.3
Risk Management, Risk Log (Actions and Controls) – Appendix A

14.4
Risk Management, Impact Assessment - Appendix B

15.
Project Plan



15.1
The plan should highlight the major components of the project and the resources (both internal and external) required to deliver the project objectives. The plan must express the expected timescales for each task and the dependencies between different activities.  (productivity desktop tools are available to assist in the presentation of Project Plans and resource scheduling e.g. Microsoft Project).




16.
Project Documentation



16.1
Any project that lasts for any length of time will produce a number of documents and other deliverables that should be retained and distributed where needed. Creating a project file provides a formal mechanism for managing the products of the project, the file should contain:

· Project authorisation and initiation

· Project plan and financial reports

· Documents for managing the project, (agenda and notes of meetings

· Quality plan

· Change requests

· Documents produced in the project (e.g. specifications, design documents)

· Documents relating to external purchase (e.g. invitation to tender documents invoices, etc.)

· Project closure report (at the end of the project)

· Post implementation/appraisal



17
Post Project Review




17.1
Timescale for post project review report

Appendix  A

Risk Management – Risk Log (Actions and Controls)

Action/controls already in place
Adequacy of action/controls to address risk
Required management action/control
Responsibility for action
Critical success factors
Review frequency
Key dates

































Appendix B

Risk Management – Impact Assessment

Risk (rating)
Impact
Cause(s)
Reason for rating and contingencies
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