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1. Document Help (delete after reading)

There will be times when a project will need substantial help from a Home Service Area or colleagues.  For example, if a new refurbishment is a key part of the project, but not the whole project.

In these cases, a contract (verbal or written) is unlikely to be appropriate, but a formal relationship is still needed to clarify:

· Exactly what is being asked for 

· How this will service will support overall project 

· Where responsibility for different aspects of delivery lies 

· What will be delivered and when

The Commissioning Brief is interchangeable with a work package, but sometimes you may need detailed information near the beginning of the project.  

In which case, the commissioning brief or checklist has been designed to help.

The commissioning brief provides a checklist of information that the project manager either must provide –or must be given, for the relationship to work. Take for example a project aimed at improving a local community.

A key part of the project is a new neighbourhood office and Colleagues in Customer Services would be candidates to own this part of the project. For this to happen, clarity will be need on both sides about a range of issues to make it work, for example: 

· A clear specification for the neighbourhood office (who will use it? What are their requirements? How many people, and what sort of activities?); 

· The reporting arrangements (do you want regular meetings? Who should attend? What about management information?);
· How it fits into the overall project and or programme.
 The benefit of using a commissioning brief is that it helps the project manager and business lead be clear about what it is they actually want to commission and provides a sound basis for managing the relationship. 

The brief covers information that may exist already, but in some cases, could be a new requirement. The questions are aimed at project managers, but ideally should be completed as part of a wider discussion with the team from which you are commissioning the service.

2. Project Details
Insert key details from the latest version of Project Definition (Brief or PID). This should provide the key information needed by the team you are commissioning services from including:

· Aims & objectives

· Project scope

· Initial Risks Assumptions Issues & Dependencies
If any of this information is missing, you should continue to update and complete the business case template.

2.1 Joint Agreement on Time, Cost & Quality

2.1.1 Time

· Start of project will be a xxxx on  dd/mm/yy

· Product A  is to be started and completed on dd/mm/yy

· Product B  is to be started and completed on dd/mm/yy

· Product C  is to be started and completed on dd/mm/yy

· Completion of Work Package will be on dd/mm/yy

2.1.2 Costs:

Costs will be on a time and materials/ fixed price/other basis

Project Code is xxxxxx

Time booking arrangements and reporting?

2.1.3 Quality:

What are the arrangements for assuring quality, internal and external?
3. Commissioned Service Details
· What exactly do you want to commission?

· When do you need the finished service or product?

· Has a project delivery programme been developed?

· Is this critical to the overall project?

· How will the service be commissioned – reasonable endeavours - fee agreement? SLA? – budget journal?

· If necessary, are you willing for all or part of the service to be sub-contracted externally? How will this be managed?

· Is the service to be provided in isolation or is service delivery to be undertaken as part of a Project Team?

3.1 Product Definition
Detail or list product definition (Appendix or PID Reference)
4. Responsibility & Accountability
· Who will complete the detailed specification?

· Who will sign-off the specification?

· Who will be responsible for sign-off for completed products?

· Who will approve the completed work?

5. Performance & Quality Management
· How will performance be measured?

· What are the quality standards for the service?

· What reports do you want?  At the end when the work is finished? At critical stages?  On a regular basis?  

· Is there a set format?
6. RADIC Handling and Escalation

· RADIC identification and what to do when they occur

7. Communications

· Who will consult / liaise with stakeholders?

· Should the service provider attend meetings?  Which ones?
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