[image: image3.png]




	Project Initiation Document - PID


	Project Title
	Project Title

	Workstream
	Workstream 

	Programme
	XXXX

	Project Owner
	XXXX

	Document Author
	

	Business Lead
	

	Project Manager
	

	Project Priority
	

	Project Budget
	


	Document Purpose

	The purpose of this Project Initiation Document (PID) is to capture and record the basic information needed to correctly direct and manage a project within. 
The PID will provide the baseline for the project, and is linked to live documents (Business Case; Project Plan; QSC plan; Budget Book) and systems (Gateway & RADIC) which will be refreshed on a regular basis following sign-off of this PID.  These documents must be held in the Programme Gateway Team Site on the intranet.  

The PID (with dynamic links) will be referred to whenever a major decision is taken about the project, and used at the conclusion of the project to measure whether it was managed successfully and delivered to an acceptable outcome.



Guidance: Use the Microsoft Word document properties to enter the project data such as Project Name, Customer Name, Security Classification and Author.  The paragraphs starting with “Guidance:” should all be deleted when completing this document.
Document History and Approval 
	Version No
	Version Date
	Changes
	Distribution

	V0.1
	
	
	

	V0.2
	
	
	

	
	
	
	


This document has been developed and issued to:

Approvals

	Name
	Organisation
	Role
	Date

	Produced by
	
	
	
	

	Reviewed by
	
	
	
	

	Approved by
	
	
	
	


This document has been approved by:

Contents Header
51.
Executive Summary


51.1
Strategic Context


51.2
Key impact areas


62.
Project Definition


62.1
Project Description


62.2
Project Objectives


62.3
Project Level Tolerances


62.4
Project Scope


62.4.1
In Scope Areas


62.4.2
Scope Exclusions


62.5
Project Constraints


72.6
Project Assumptions


83.
Project Approach


83.1
Programme & Project Management


83.2
Project Controls


83.3
Solution Development Approach


83.3.1
Process


83.3.2
Organisation


83.3.3
Technology


83.3.4
Assets (Property)


83.3.5
Communication and Engagement


93.4
Project Deliverables


93.5
Linked Reference Documents


104.
Financial Budget


104.1
Budget by Phase & Strand


115.
RADIC


115.1
Initial Risk Log


115.2
Standard Risk Radar


126.
Business Case


126.1
Expected Financial Benefits


126.2
Expected Non-Financial Benefits


137.
Project Plan


137.1
Phase Plan


137.2
Milestone Plan


137.3
Resource Plan


137.3.1
Resource Requirements by role and source


147.3.2
Resource Requirements by role and source


157.3.3
Resource Commissioning


157.4
Project Dependencies


157.5
Stakeholder  Communications & Engagement Grid


157.6
Project Prerequisites


157.6.1
Surveys and Investigations


167.6.2
Statutory and other approvals


178.
Project Governance


178.1
Project Reporting


189.
Deliverable Descriptions


189.1
Deliverable Description - Name


199.2
Deliverable Description - Name




1. Executive Summary

1.1 Strategic Context

Explain the context of the project and how at this project fits into the overall strategic agenda of the organisation and describe why the project should be funded and illustrate 

· Business Value

· Contribution to Strategy    

· Key costs 

· Key benefits (financial and Non financial)   

· Project start and end dates

1.2 Key impact areas

Provide a general summary of the project and key impact areas (update from Project Brief or Mandate)

· PROCESS : Lead with an outline of service process impacts (e.g. complaints process in customer services)

· ORGANISATION : Follow with a description of which organisational and people will be affected by the project (e.g. establish a central team to manage complaints, training programme for all services that conduct customer interactions, etc) 

· TECHNOLOGY : Link to the technology implications of the project (e.g. reconfiguration and roll out of Resolve system to support single complaints policy)

· ASSETS (PROPERTY) : Wrap up with a outline the property implications of the project (if any)

· COMMUNICATIONS & ENGAGEMENT : Explain how engagement and communication will be handled in respect of key stakeholders

2. Project Definition

2.1 Project Description

High level description for what the project is and why it needs to be delivered

2.2 Project Objectives 

List the objectives for the project. What is to be achieved (will be used to measure success of project)?

· [Bullet below the desired outcomes for the project, e.g. to Raise Customer Satisfaction to 90% for service x]

· [Bullet below the desired outcomes for the project, e.g. to Raise Customer Satisfaction to 90% for service x]

2.3 Project Level Tolerances

Detail the project tolerances as agreed with the Project Board.  Where individual tolerances have been set on specific deliverables or stages these should be clearly shown.

2.4 Project Scope

What is to be included and what are the limits/boundaries of the project.

What areas will this project not be responsible for? What is not included in the project scope?

2.4.1 In Scope Areas

· [Bullet below the areas in scope for project delivery]

2.4.2 Scope Exclusions

· [Bullet below any scope exclusions for the project

2.5 Project Constraints

The limiting factors within which the project has to work e.g. time constraints, legislative requirements.

· [Bullet below any known constraints on the project, e.g. known political or regulatory changes.]

2.6 Project Assumptions

What assumptions have been made? For example is there an unconfirmed expectation that another project will be successfully completed prior to deployment of this project.

· [Bullet any key assumptions used to plan and scope project] 

3. Project Approach

[Use this section to detail the approach to delivering the project. Where standard deliverables are not being used, the approach must be clearly documented – delete subsections as appropriate.]

3.1 Programme & Project Management

Client Programme & Project Management Handbook will be used as standard

3.2 Project Controls

The Client Programme & Project Management Handbook will be used as standard for project control, including:

· Project Management Processes

· Financial Management Process

· Risk & Issue Management Process 

· Estimating & Planning Process

· Reporting Guidelines

3.3 Solution Development Approach

Description of the development approach being used to deliver the Project capability(s). Provide a ‘plain English’ description of how you will manage the delivery of outputs.

3.3.1 Process

Outline method and products

3.3.2 Organisation

Outline method and products

3.3.3 Technology

Outline method and products

3.3.4 Assets (Property)

Outline method and products

3.3.5 Communication and Engagement

Outline method and products

3.4 Project Deliverables

Provide a short description of the project deliverable with acceptance and assurance responsibility (This is for noting the key products delivered by the project – it is not a list of project documents such as PID etc).

	ID
	Product Description
	Acceptance
	Assurance

	P1
	A system
	Project Board
	Design Authority

	P2
	A user guide
	Project Board
	Design Authority

	
	
	
	

	
	
	
	

	
	
	
	


3.5 Linked Reference Documents

The following links are the dynamic sections of the PID, which summarised in following sections (as baseline position) but should be read separately after that. 
	Description
	Link
	Description
	Link

	1 Project Plan
	<insert doc>
	3 Business Case*
	<insert doc>

	2 QSC Plan
	<insert doc>
	4 Budget Book*
	<insert doc>


* may be one source or model

4. Financial Budget

The dynamic budget book contains up to date information but in baseline summary position the total project budget of £n covers the years 20xx – 20xx and contains the following breakdown  

	Elements
	2010/11
	2011/12
	2012/13

	Current Expected Spend Profile
	£
	£
	£

	Profile submitted within Programme Business Case
	£
	£
	£

	Contingency & Change
	£
	£
	£


4.1 Budget by Phase & Strand

The costs as a minimum should be broken down further and an expected spend as shown in the two tables below.

	Phase Elements
	Costs

	Decide Phase (Brought Forward)
	£

	Define Phase
	£

	Design Phase
	£

	Develop Phase
	£

	Deploy Phase
	£

	Total
	£

	
	

	Strand Elements
	Costs

	Staff Costs
	£

	Premises Purchase
	£

	Premises Lease
	£

	Premises Refurbishment
	£

	IS Hardware
	£

	IS Software
	£

	Consultancy
	£

	Legal Fees
	£

	Travel/Acc/Subs
	£

	Sundry
	£

	Total
	£


5. RADIC

The dynamic RADIC book contains up to date information but in baseline summary position are outlined in the following subsections.

5.1 Initial Risk Log

	Risk (If then resulting in)
	Priority
	Comment (mitigation)

	IF xxx THEN yyyy RESULTING IN zzzzz
	High
	

	IF xxx THEN yyyy RESULTING IN zzzzz
	Medium
	

	IF xxx THEN yyyy RESULTING IN zzzzz
	Low
	


5.2 Standard Risk Radar
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Explain any concerns with RADAR.

6. Business Case

The dynamic Benefits book contains up to date information but in baseline summary position the business case is outline in the following two sections.

6.1 Expected Financial Benefits

	Elements
	2010/11
	2011/12
	2012/13

	State Here
	£
	£
	£

	State Here
	£
	£
	£

	State Here
	£
	£
	£

	State Here
	£
	£
	£

	TOTAL
	£
	£
	£


6.2 Expected Non-Financial Benefits

	Area
	Comment (mitigation)

	State Here
	· Start Here
· Start Here
· Start Here

	State Here
	· Start Here
· Start Here
· Start Here
· Start Here

	State Here
	· Start Here
· Start Here
· Start Here
· Start Here


7. Project Plan

The dynamic project plan contains up to date information but in baseline summary position of the Project Plan is outline in the following two sections.

7.1 Phase Plan

	Phase
	Phase or Stage Description
	Target 
Start
	Target 
Completion

	Decide Phase (Brought Forward)
	The Decide Phase has ….
	
	

	Define Phase
	The Define Phase will ….
	
	

	Design Phase
	The Design Phase will ….
	
	

	Develop Phase
	The Develop Phase will ….
	
	

	Deploy Phase
	The Deploy Phase will ….
	
	


7.2 Milestone Plan

	
Milestone
Reference
	Milestone Description
	Phase
	Target 
Start
	Target 
Completion 

	M1
	
	
	
	

	M2
	
	
	
	

	….
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


7.3 Resource Plan

7.3.1 Resource Requirements by role and source

List the planned resource requirements which the project will need and outline the plan to commission them.

	Role
	Rate
	Cost
	Source
	Commitment (Days)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	TOTAL
	
	TOTAL
	


7.3.2 Resource Requirements by role and source

List the planned resource requirements which the project will need and outline the plan to commission them.
	Role
	
	
	
	
	Total

	Days
	
	
	
	
	

	Mth 1
	
	
	
	
	

	Mth 2
	
	
	
	
	

	Mth 3
	
	
	
	
	

	Mth 4
	
	
	
	
	

	Mth 5
	
	
	
	
	

	Mth 6
	
	
	
	
	

	Mth 7
	
	
	
	
	

	Mth 8
	
	
	
	
	

	Mth 9
	
	
	
	
	

	Mth 10
	
	
	
	
	

	Mth 11
	
	
	
	
	

	Mth 12
	
	
	
	
	

	More
	
	
	
	
	


7.3.3 Resource Commissioning

Outline agreements and arrangements for resource commissioning by resource type and strand including commissioning briefs used.

7.4 Project Dependencies 

The following external dependencies are key to the success of this Project:

	Project/BAU Reference
	Dependency Description

	
	

	
	


The success of following external Projects is dependant upon this project:

	Project/BAU Reference
	Dependency Description

	
	

	
	


7.5 Stakeholder  Communications & Engagement Grid

	Stakeholder Group
	Impact or Action Required

	
	· Start Here

	
	· Start Here

	
	· Start Here


7.6 Project Prerequisites

Are there any specific pre-requisites to achieve the plan?  e.g. confirm service reengineering approach.

For Projects with Property elements this section should include, where relevant, the following sub-headings:

7.6.1 Surveys and Investigations

This could include examples such as site access and partnerships with external bodies.

7.6.2 Statutory and other approvals

List any approvals required for the scheme from external organisations e.g. listed building approval.

8. Project Governance

The Project governance Structure conforms with PPM Policy and on this project is configured as below. 

	Project Role
	Role Description
	Name

	Project Owner
	
	

	Programme or Workstream Delivery Manager
	
	

	Project Manager
	
	

	Business Lead
	
	

	Strand Lead (s)
	
	

	Team Role
	Role Description
	Name

	Test Manager
	
	

	Training Manager
	
	

	etc
	
	

	
	
	


8.1 Project Reporting

	Governance Group
	Meeting Frequency
	Attendees

	Project Team Meeting
	Daily
	Project Manager, Business Lead. Accountable Deliverable Owners by Invitation. Project Sponsor by exception.

	Project Board
	Decided on a project by project basis
	Decided on a project by project basis

	Workstream Board
	Fortnightly
	Workstream 


9. Deliverable Descriptions

9.1 Deliverable Description - Name

	Project Name:
	

	Project ID:
	

	Workstream ID:
	

	
	

	Product Title 
	A Title and a brief, and meaningful, description of the product 

	ID Code


	ID number for the product.

	Work Package (Ref & Name)
	Work package Reference and Name (Statement of Work or Commissioning Brief)

	Purpose


	Describe the purpose that the product will fulfil.



	Composition


	A list of the components of the product e.g. if the deliverable is a document, the expected sections and chapters.



	Derivation


	What are the source products from which this deliverable is derived?

	Format and Presentation
	Is there an appearance to which the product must conform? e.g. the corporate font for documents.



	Allocated to (Owner)
	Who is responsible for the delivery of this product? 



	Quality / Acceptance Criteria
	The acceptance criteria that have been agreed (with the customer) in respect of the product. Guidelines for the creation of acceptance criteria can be found in the PID and the QSC plan.



	Key Quality Controls Required
	Method of quality checking - what kind of test, inspection or review will be used to check the quality

	Quality Approvers


	Either identify the people who will check the quality and accept the product or, if they are not yet known, indicate the skills required and the people can then be identified when planning the stage in which the quality will be checked


9.2 Deliverable Description - Name

	Project Name:
	

	Project ID:
	

	Workstream ID:
	

	
	

	Product Title 
	A Title and a brief, and meaningful, description of the product 

	ID Code


	ID number for the product.

	Work Package (Ref & Name)
	Work package Reference and Name (Statement of Work or Commissioning Brief)

	Purpose


	Describe the purpose that the product will fulfil.



	Composition


	A list of the components of the product e.g. if the deliverable is a document, the expected sections and chapters.



	Derivation


	What are the source products from which this deliverable is derived?

	Format and Presentation
	Is there an appearance to which the product must conform? e.g. the corporate font for documents.



	Allocated to (Owner)
	Who is responsible for the delivery of this product? 



	Quality / Acceptance Criteria
	The acceptance criteria that have been agreed (with the customer) in respect of the product. Guidelines for the creation of acceptance criteria can be found in the PID and the QSC plan.



	Key Quality Controls Required
	Method of quality checking - what kind of test, inspection or review will be used to check the quality



	Quality Approvers


	Either identify the people who will check the quality and accept the product or, if they are not yet known, indicate the skills required and the people can then be identified when planning the stage in which the quality will be checked


	PID_Template_Project Initiation Document.doc
	
	Page 1 of 5

	
	Status: Draft
	


© [image: image2.jpg]AisirE





Page 14

[image: image2.jpg][image: image3.png]