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Project Name

Overwrite “Project Name” with the name of your Project

Project Initiation Document

Purpose:

This document has been produced to capture and record the basic information needed to direct and manage the project.  The following aspects of the project are addressed:

· 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 their roles and responsibilities

· How and when will the arrangements discussed in this PID be put into effect.
When approved, this PID will provide the “Baseline” for the project.

Version:


The first version is always version 0.1

Issue Date:


Originator:


Author’s name

Related Documents:
Version
Date









Document Reference Number

Guidance comments have been added in blue italics. DO NOT WRITE ON THE SAME LINE AS THE GUIDELINES – IF YOU DO YOU WILL LOSE YOUR WORK! 

Advice is contained in embedded notes symbolised by text highlighted in yellow.  Such comments will not appear in the printed document.     If you wish to remove comments from electronically distributed version then the following procedure should be adopted:


Position the cursor on a comment.


Using the right mouse button select Edit Comment.

Highlight the desired comment(s) and delete.


Close the Edit Comment screen.

Footers are automated for ease of amendment and uniformity. To alter the values use File…Properties…Custom. Modify the values of each custom property, then view the first footer containing the values. Click on the relevant field and press F9 to update it. The changes will automatically be applied throughout the document. F9 should also be used to update the table of contents once the document is complete.

ONCE YOU HAVE COMPLETELY FINISHED WITH ALL GUIDELINES SAVE YOUR DOCUMENT THEN PRESS ALT+2 TO AUTOMATICALLY REMOVE THE. GUIDELINES.

More comprehensive instructions are available from the Project Office
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Sign Off

Sign off of the PID by the customer implies acceptance of the intended project plan and gives the go ahead to start project work.

“Project plan” encompasses PID, Quality Plan, schedule and initial Risks Log.

Signed:





On behalf of:





Date
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1 Background

1.1 Project Mandate:

1.2 Business Case:

1.3 Initial Risk Log:

1.4 Initial Issues Log:

2 Project Definition

2.1 Project Objectives

2.2 Approach

2.3 Project Controls:

Project Controls are identified in the Quality plan.

2.4  Scope

2.5 Deliverables

2.6 Constraints

2.7 Interfaces / Dependencies

This Project will interface with: 

3 Assumptions

4 Initial Business Justification

5 Project Organisation Structure

6 Initial Project Plan

7 Post Project Review

The first Post Project Review will be conducted no sooner than n months following the approval of the Project Closure Report. 

ONCE YOU HAVE COMPLETELY FINISHED WITH ALL GUIDELINES SAVE YOUR DOCUMENT THEN PRESS ALT+2 TO AUTOMATICALLY REMOVE THE. GUIDELINES.

�PAGE \# "'Page: '#'�'"  �Page: 1���Narrative describing the context of the Project.  Any previous reports, documentation etc that might impact on the development


�PAGE \# "'Page: '#'�'"  �Page: 1��� Identify approvals gained to date.


�PAGE \# "'Page: '#'�'"  �Page: 1��� Location of the Business Case document.


�PAGE \# "'Page: '#'�'"  �Page: 1���Append copy of the Risk Log. Provide narrative on any significant items


�PAGE \# "'Page: '#'�'"  �Page: 1��� Append a copy of the Issues Log. Provide narrative on any significant items


�PAGE \# "'Page: '#'�'"  �Page: 1���Specifically what is required to  be  achieved by the project, expressed wherever possible, in measurable terms;  it is often helpful to identify separate  objectives for the project itself (e.g.:  target dates, expenditure profiles) and the project outcome (what the end-product is required to deliver during its life)


�PAGE \# "'Page: '#'�'"  �Page: 1���Briefly explain the solution for example: Bespoke, Contracted out, In-House etc including reasons 





�PAGE \# "'Page: '#'�'"  �Page: 1���State location of the Quality Plan





�PAGE \# "'Page: '#'�'"  �Page: 1���The major areas, functions, processes etc to be addressed during the project - essentially what is “in” and what is “out”.   A simple "scoping diagram" may be appropriate 





�PAGE \# "'Page: '#'�'"  �Page: 1���A list of key deliverables – supplemented by Product Description Sheets for large projects.


�PAGE \# "'Page: '#'�'"  �Page: 1���Restrictions on time, resources, funding, and/or the eventual outcome - a statement of the "no-go" areas for the project


�PAGE \# "'Page: '#'�'"  �Page: 1���Identification of any other Projects which may affect the execution of this Project.


�PAGE \# "'Page: '#'�'"  �Page: 1���List any assumptions you are making to move the project forward, which need confirmation. For large projects these will be carried into the Issues, Assumptions and Risks database


�PAGE \# "'Page: '#'�'"  �Page: 1���Briefly outline the business case that was made to justify this project


�PAGE \# "'Page: '#'�'"  �Page: 1���Name Project Manager and as many key team members as known at this stage


�PAGE \# "'Page: '#'�'"  �Page: 1���List any key milestones here. They should all appear on the MS Project schedule, which must accompany the PID when seeking approval.
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