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[PURPOSE OF THE PROJECT INITIATION DOCUMENTATION (PID):]
[To define the project, to form the basis for its management and to help with the assessment of the project’s overall success.  The three primary uses of the PID are:

· To ensure that the project has a sound basis before asking the Project Board to make any major commitment to the project.

· To provide a baseline set of document against which the Project Authority (Project Board) and Project Manager can assess progress, change management (Issues) and on-going viability.
· Provide a single source of reference about the project so that people joining the ‘temporary project organisation’ can quickly and easily find out what the project is about, and how it’s being managed]

	PROJECT INITIATION DOCUMENT (PID) 
(Use to confirm approval for the project and to obtain formal approval, in principle, to expend the resources required for the Project Plan).  This PID must be accompanied by a Stage Plan covering the work of the next management stage of the project.

	Programme:


	Project:

	Author:


	Date:


Purpose:

[A statement of the purpose of the Project Initiation Documentation.  The following is a “standard format” that may be used or adapted by the Project Manager:]
This document has been produced to capture and record the basic information needed to correctly direct and manage the project.  The PID addresses the following fundamental aspects of the project:

· What is the project aiming to achieve

· Why it is important to achieve the stated aims

· Who will be involved in managing the project and what are their roles and responsibilities

· How and when will the arrangements outlined in this PID be put into affect.
When approved by the Project Board, this PID will provide the “Baseline” for the project and will become “frozen”.  It is a living product and should always reflect the current status, plans and controls of the project. Its component parts (e.g. Project Plan, Business Case, the project’s strategies etc) will need to be updated and re-baselined, as necessary, at the end of each stage to reflect the current status of its constituent parts. It will be referred to whenever a major decision is taken about the project and used at the conclusion of the project to measure whether the project was managed successfully and delivered an acceptable outcome for the Customer.
[Much of the following information will be available from the Project Brief.  The Project Brief should be used extensively, as far as possible, to reduce the effort required to produce the PID.  However, a simple “cut and paste” exercise is not recommended – all the information should be properly reviewed and re-considered in the light of any changes that may have occurred since the Project Brief was prepared and approved.]

Project Definition:

Background:

[Identification of the source of the undertak​ing and its sponsor (the customer).  Any previous reports, documentation etc that might impact on the development.]

Objectives: 

[Specifically what  is  required  to  be  achieved   by the project, expressed wherever possible, in measurable terms;  it is often helpful to identify separate objectives covering time, cost, quality, scope, benefit and risk performance goals].

Desired Outcomes:

[This should be a clear description of the desired results of the change to be derived from using the projects outputs (products). For example, if an output (product) of a project were a new sales system, a desired outcome from using the new sales system would be that sales orders are processed more quickly and accurately].
Scope and Exclusions:

[The major product areas, functions, processes etc to be addressed during  the project - essentially what work is “included” and what is “excluded” within the project.   A simple "scoping diagram" may be appropriate].

Constraints:

[Restrictions on time, resources, funding, and/or the eventual outcome - a statement of the restrictions or limitations for the project, essentially any “no-go” areas.]

Assumptions:

[Given statements that are true for the purpose of planning, but which could change later, based on facts that are not yet known or decided. These should be related to matters of some significance that, if they change or turn out not to be correct, there will need to be considerable replanning.]
The User(s) and any other known interested parties: 

[An indication of the users/user areas and any other known interested parties (stakeholders)]
Interfaces: 

[Any known interfaces required of the products in operational life and/or people interfaces during the development work.]
Project Approach:
[This should define the choice of solution that will be used within the project to deliver the business option selected from the Business Case. The choice of solution should be compatible with the operational environment into which the solution must fit. The project approach will include the decision on whether the solution will be developed in-house or contracted out to a third-party. A separate Template is available]

Business Case:
[Describing the justification for the project based on estimated cost, risks and benefits. Note that an Investment Appraisal will also be required as part of the Business Case to allow the Business Benefits to be measured and reviewed. A separate Template is available]

Project Plan:
[Providing a statement about how and when the project’s objectives are to be achieved by showing the Major Products, Activities, Resources and Schedule required for the project.  The Project Plan provides the baseline against which the Project Board will monitor project progress and cost, stage by stage.  A separate Plan Template is available. The Project Plan should include the Project Product Description for which there is also a separate Template available]

.
Risk Management Strategy:

[Describing the specific risk management techniques and standards to be applied and the responsibilities for achieving an effective risk management procedure for the project. A separate Template is available]

Quality Management Strategy:
[Describing the specific quality techniques and standards to be applied and the responsibilities for achieving the required quality levels during the project. A separate Template is available]
Configuration Management Strategy:
[Identifying how, and by whom, the project’s products will be controlled and protected. A separate Template is available]
Communication Management Strategy:

[Describing the means and frequency of communication to parties both internal and external to the project. It will facilitate the engagement with stakeholders by establishing a controlled and bi-directional flow of information. A separate Template is available]
Project Organisation Structure:

[This information is available as a separate Product from the “Starting Up A Project (SU4 & SU5)” Processes.  It explains who will be on the Project management Team.  Roles and Responsibilities should already have been agreed and signed up to; they need not be included in the PID.  A Template is available through Launch Pad]
Project Controls:

[The frequency of review required  by management.  Management  reviews(e.g. end stage assessments) will be related  to  significant  events, for example major milestones, during the life of the project to commit resources and authorise progress.  Arrangements for Highlight Reporting (format, destination and frequency) and Checkpoint Reporting and for picking up and reporting “actuals” against plan. Monitoring mechanisms to be used]

Tailoring of the Project Management Method:

[A summary of how the project management methodology will be tailored to suit the project. E.g. in the case of a simple, low risk/low budget  project, any reporting which can be handled verbally will be agreed, together with detail of any management products which can be combined and  any  project management team roles which can be combined]
[Check this document against the following Quality Criteria:
1. Does the PID correctly represent the project?

2. Does the PID show a viable, achievable project which is in line with corporate strategy, or overall programme needs?

3. Is the project management team organisation structure complete, with names and titles?

4. Have all the roles been considered?

5. Does the PID clearly show a control, reporting and direction regime which is workable and appropriate to the scale, business risk and business importance to the project?

6. Is the project management team organisation structure backed up by agreed and signed role descriptions?

7. Are the relationships and lines of authority clear?

8. Does the project organisation structure indicate to whom the Project Board reports?

9. Do the controls cover the needs of the Project Board, Project Manager and Team Managers and satisfy any delegated Project Assurance requirements?

10. Do the controls satisfy any delegated assurance requirements? 
11. Is it clear who will administer each control?

12. Is the format of the PID suitable fro the size and nature of the project? Will a collection of stand-alone documents be more appropriate (typically in the case of a large project), or would it be better to combine all the documents into one single document (typically for small projects)?
Project Manager’s Signature:

Project Board Sign-off:

Project Board Executive’s Signature:

Project Board Senior User(s) Signature:

Project Board Senior Supplier(s) Signature:
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