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	1. Project Mandate
	Version No.


	Project Goals
	Insert an outline of the project outcomes:

· the organisational and service delivery benefits

· the changes that the project will deliver
· the reasons that justify the project 

	Background to the Project
	Describe where the idea for the project came from and the problem it will solve or opportunity it will exploit.  How will the project align to [XXXXXX] strategy, or to Regional or Departmental plans?
Attach copies of any relevant documents. 

	Key Considerations
	Describe any significant considerations, which may include the scope of the project, any constraints, connections to other initiatives, or stakeholder expectations.

	Resource and Budget Estimates
	Estimate the financial and other resource requirements for:

1. the Concept and Initial Design Phases
2. the overall project (outline estimates will suffice, but must be supported by a description of the estimation methodology


	Author
	Date

	Authorisation Sign Here to Authorise
	Date

	Authorised by: Enter name here


	2. Project Brief
	Version No.


	Project Goal
	What do you want?  What is the project about, what is its purpose, what benefits will it produce?

	Project
Objectives
	Criteria against which the project success will be measured.  Include any time, cost or quality targets.  You may like to make them Specific-Measurable-Achievable-Relevant-Timed

	Project Scope
	What will be the overall ‘size’ of the proposed project, and what areas/work will it Include and exclude?  Include minimum, desirable and optional scope options.

	Project Exclusions
	What tasks, activities, related outcomes are out of scope?

	Outline of Project Deliverables
	Key products, or end results, which the project will deliver 
(eg: new computer system, trained staff, policy guidance)

	Acceptance Criteria
	Describe the criteria that the project must meet for the customer to accept it.  At this stage, criteria may not be fully known or quantifiable, so indicate the basis for acceptance.

	External Factors
	What external considerations might impact on the project?  What other activities will this project be dependent upon?  What relationships are there with other projects, programmes, and procedures? 

	Equality and Diversity
	How will the project maximise the benefits to all potential users?  What legislative/regulatory requirements should be considered?

	Health and Safety
	What H&S issues are likely to arise and how will they be managed?

	Major Risks, Assumptions and Uncertainties
	What assumptions have been made in preparing this project brief?  What are the risks to the project?


	Author
	Date

	Authorisation Sign Here to Authorise
	Date

	Authorised by: Enter name here


	3. Project Initiation Document (PID)
	Version No.


The PID defines the project.  The Project Brief forms a part of this PID and should be reviewed and attached to each revision of the PID.
	
	Revised Project Brief attached 


	Approach to delivering the project
	How will the project be delivered?  

· Will the project modify existing assets or processes, or be delivered from scratch?

· Will “off the shelf” products be bought?

· Will the project use internal resources, contributions from other external organisations, external suppliers?

	Project Organisation
	What are the roles and responsibilities of key people in project?  How will these people be identified and allocated to the project?  Include project organisation diagrams where appropriate.

	Project Acceptance Criteria
	Describe the specific criteria that the project must meet for acceptance.
Who is empowered to accept the project as complete (or each element of it)?

Completion of this section is a requirement for approval of a final Revised PID at the end of Detailed Design, and therefore, of commencement of the Implementation Phase. 


This PID must also include all appropriate attachments:

	
	Project Plan 
	
	
	Specifications of Deliverables

	
	
	
	
	

	
	Business Case 
	
	
	Quality Plan

	
	
	
	
	

	
	Initial Risk Log 
	
	
	Equality Impact Assessment

	
	
	
	
	

	
	Communications Plan
	
	
	Health and Safety Plan


	Author
	Date

	Authorisation Sign Here to Authorise
	Date

	Authorised by: Enter name here


	4. Project Plan Checklist
	Version No.


The Project Plan forms a part of the PID.  It should be maintained under version control and be kept up-to-date.

This Checklist identifies components of the “Book of the Plan”.

	M
	Table of physical deliverables, identifying responsible person and delivery date 

	
	

	M
	Table of project milestones, key dates and targets

	
	

	M
	Activity plan – as a WBS, Gantt chart, network chart or other suitable form

	
	

	M
	Communication plan – may be supported by stakeholder analysis 

	
	

	M
	Risk Register 

	
	

	M
	Budget 

	
	

	
	Assessment of project constraints – limitations in support, time or resources 

	
	

	
	Dependencies and Interfaces with other projects and initiatives

	
	

	
	Resourcing plan – who will do what and availability of staff and other resources

	
	

	
	Risk Management and Contingency plan

	
	

	
	Monitoring, reporting and control plan – include responsibilities and reporting 

	
	

	
	Recording and filing arrangements

	
	

	
	Health & Safety plan – where appropriate


	Author
	Date

	Authorisation Sign Here to Authorise
	Date

	Authorised by: Enter name here


M - Mandatory for all projects

	5. Schedule of Project Outcomes 
and Deliverables
	Version No.


	#
	Deliverable /
Outcome
	Person
Responsible
	Planned Completion Date
	Actual Completion Date
	Comments

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	6. Milestone Table
	Version No.


	#
	Milestone Event
	Planned Date
	Actual
Date
	Comments

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	7. Project Resource Plan
	Version No.


	Project Organisation
	Draw a project organisation chart, or list the project staff structure

	Project Resource Profile
	How do you expect the resource requirements to be profiled over the duration of the project? These resources may be, for example, people (staff or contractors). equipment, money, or consumables

	Skills Requirement 
	State the skills needed to complete the project and any training requirement 

	Sources
	State the intended sources of the various skills and other resources, as listed above.  Note any critical dependencies, such as critical timings.  

Sources may be internal or external.  For external resources, give budget allowances.


	Author
	Date


	8. Health & Safety Plan
	Version No.


	Applicable Regulatory 
Health & Safety Standards
	

	Applicable 
Health & Safety Standards
	

	Identified 
Health & Safety Risks
	

	Planned 
Health & Safety Activities
	

	Planned 
Health & Safety Inspections
	


	Author
	Date

	Authorisation Sign Here to Authorise
	Date

	Authorised by: Enter name here


Notified to Health & Safety Team by:

	Enter name here
	Date


	9. Quality Plan
	Version No.


Phase 1: Supporting Project Brief

	Customer Quality Expectations
	In this context, the customer external and internal users or beneficiaries of the changes or products of the project. 

Set out clearly the agreed level of quality the customer can expect, so that the end product(s) of the project meet their required purpose. 

Note that the word “quality” in this context does not necessarily mean high quality.  Some projects and products will have lower expectations, reflecting constraints on time or resources.


Phase 2: Supporting initial PID

	Quality Criteria
	Set out the criteria by which project success and quality will be assessed. List these in order of priority, so that they can inform decisions on priorities.  Examples of relevant criteria include:

· Delivery to time

· Delivery to cost

· Productivity

· Functional requirements 

· Customer requirements 

· Performance

· Maintainability

· User-friendliness

· Security and control

· Service level agreement


	Author
	Date

	Authorisation Sign Here to Authorise
	Date

	Authorised by: Enter name here


	9. Quality Plan
	… continued


Phase 3: Supporting revised PID and full Project Plan

NB:
For small projects, this component of the Quality Plan is not mandatory
Please refer to the sponsoring Director for guidance
	Quality Standards
	What quality standards apply to this project?

These may include technology, building or management quality standards.

	Responsibilities
	Who will take overall responsibility for the quality of the outcomes?

Who will review the quality?

Who will conduct periodic project reviews, if appropriate?

What are the responsibilities of individual project members, with respect to quality?

	Quality Control
	What are the quality control and audit process that will monitor the project?  What review points or review cycle will be used?

What elements of the project will be reviewed at each review? 

	Change Control 
	What process will be used to manage and control change, once the Implementation Phase begins?


	Author
	Date

	Authorisation Sign Here to Authorise
	Date

	Authorised by: Enter name here


	10. Project File Index
	


	
	Item
	Location (Paper)
	Location (data)

	
	
	
	

	M
	Project Mandate
	
	

	
	
	
	

	M
	Project Brief
	
	

	
	
	
	

	M
	Business Case
	
	

	
	
	
	

	
	Project Initiation Document (PID)
	
	

	
	
	
	

	
	Quality Plan
	
	

	
	
	
	

	
	Equality Impact Assessment
	
	

	
	
	
	

	M
	Risk Register
	
	

	
	
	
	

	
	Requests for Change 
	
	

	
	
	
	

	
	Change Log
	
	

	
	
	
	

	M
	Table of outcomes and deliverables, 
	
	

	
	
	
	

	M
	Table of project milestones
	
	

	
	
	
	

	M
	Activity plans 
	
	

	
	
	
	

	M
	Communication plan 
	
	

	
	
	
	

	M
	Budget
	
	

	
	
	
	

	
	Assessment of project constraints 
	
	

	
	
	
	

	
	Dependencies and Interfaces 
	
	

	
	
	
	

	
	Resourcing plan 
	
	

	
	
	
	

	
	Risk Management and Contingency plan
	
	

	
	
	
	

	
	Monitoring, reporting and control plan 
	
	

	
	
	
	

	
	Health & Safety plan 
	
	


M - Mandatory for all projects
	10. Project File Index
	… continued


	
	Item
	Location (Paper)
	Location (data)

	
	
	
	

	M
	Progress Reports
	
	

	
	
	
	

	
	Exception Reports
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	Operational Use Memos
	
	

	
	
	
	

	M
	Project Closure Memo
	
	

	
	
	
	

	M
	Project Review
	
	


M - Mandatory for all projects

	11. Progress Report
	Report No.


	RAG Status*:

RED / AMBER / GREEN

	
	
	
	
	
	
	
	

	Headlines



	
	
	
	
	
	
	
	

	Tasks, Milestones, Outcomes delivered this period
	Completion dates

	Tasks, Milestones, Outcomes
	Comments
	Plan
	Actual

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	
	
	
	
	

	Major Risks and Issues

Include an assessment of the impact and any actions taken



	
	
	
	
	
	
	
	

	Recommendations and Requests for Decisions or Support



	
	
	
	
	
	
	
	

	Tasks, Milestones, Outcomes scheduled for next period
	Completion dates

	Tasks, Milestones, Outcomes
	Comments
	Plan
	Forecast

	
	
	
	

	
	
	
	

	
	
	
	


	Author
	Date


	* RED
	"Major concern - escalate to the next level"  Slippage greater than 10% of remaining time or budget, or quality severely compromised.  Corrective Action not in place, or not effective

	AMBER
	"Minor concern – being actively managed”  Slippage less than 10% of remaining time or budget, or quality impact is minor.  Remedial plan in place.

	GREEN
	"Normal level of attention"  No material slippage.  No additional attention needed


	12. Exception Report
	Report No.


	What has happened?
	Describe the circumstances that triggered the need for an exception report 

	What are the implications?
	Describe the expected or possible outcomes if no action is taken

Include the impacts on budget and on schedule

	What are the options?
	Describe the options for resolution, along with their costs and resourcing implications

	What are the effects of the options?
	Describe how each option will affect the outcome, along with implications for the time, cost and quality of the planned project outcomes

	Recommendation
	Describe the Project Manager’s recommended solution (along with any warnings not described above)


	Author
	Date


For the record:
	What action was taken?
	It is possible that the Project Manager has authority to resolve the issue on their own

	Who authorised this
	


	13. Request for Change

	Enter short title for proposed change here
	CR No*.


	Proposer:  Enter name here
	Date


	Description of Proposed 
Change
	

	Reasons for Change / 
Benefits
	


	Reviewer: Enter name here
	Date


	Budget/Cost Impact
	

	Schedule/Time Impact
	

	Resource Requirement 
	

	Impact on other Projects/Activities
	

	Risks
	


Sign Here to Authorise
	Authorised by: Enter name here
	Date

	
	

	
	Approved
	
	Deferred
	
	Rejected

	
	

	Reasons
	


* Change Request Number allocated by the Change Controller

	14. Operational Use Memo
	Version No.


Recommendations for follow-on actions and notes of unfinished work or potential problems, for the manager responsible for a product or asset in operation.

	Product or Asset Concerned
	


	Outstanding 
Risks
	Outstanding risks to be monitored, that may affect operational use or lifetime

	Changes to Specification
	Changes to the original specification

	Actions to be Completed
	Actions (such as approved changes) that have not been completed

	Any other Recommendations
	


	Author:
	Date

	Accepted by: Enter name here
	Date

	Sign Here to Accept


	15. Project Review
	Version No.


	Success in delivering outcomes / deliverables
	

	Impact of Approved Changes
	


	Baseline
Completion Date:


	Actual 
Completion Date:


	Comments and Reasons for any Variance

	Baseline 
Budget Cost:


	Actual 
 Cost:


	Comments and Reasons for any Variance

	Baseline Quality Specifications:


	Final Quality Specifications:


	Comments and Reasons for any Variance

	Baseline 
Planned Benefits:


	Actual  Benefits Delivered:


	Comments and Reasons for any Variance


	Lessons Learned from the Project
	The purpose of this section is to advise other projects about your experiences, good and bad. For example:

· Were initial estimates accurate? If not, why not?

· Were the testing activities effective?

· What tools were most successful?

· What would you do differently next time?

	Recommendations for future Projects
	


	Author
	Date


	16. Project Closure Memo
	


This Project has been completed:

	
	Test has been completed satisfactorily
	Date

	
	
	
	

	
	Acceptance criteria have all been met
	Date

	
	
	
	

	
	All project administration is completed
	Date

	
	
	
	

	
	Project Review is completed
	Date

	
	
	
	

	
	Operational use memo is completed and accepted
	Date


	Comments




	Prepared by: Enter name here
	Date


Signed:

Sign Here to Authorise
I am satisfied that this project has been completed.

	Authorised by: Enter name here
	Date


Signed:

	17. Work Package Definition 
	Version No.


	WP Title
	Date:


	Output required
	List of required deliverables and their key attributes

	Completion criteria
	Required quality controls and approvals

	Activity Description
	Functional description of work required, broken down to an appropriate level of detail

	Inputs/Dependencies and Other Resources
	References to known inputs/dependencies, standards and other constraints, available tools and resources

	Estimated Effort
	Effort allocated for WBS activities – indicate units used

	Planned Timescale
	Date planned for Work Package completion, and any other milestone dates


	Assigned by:

signature
	Date:

	Accepted by: 
signature
	Date:


	18. Communications Plan:  Multiple stakeholders
	Version No.


	Stakeholder
	Objectives
	Message to Communicate
and Tone
	Person Responsible
	Timing and Frequency
	Method of Communication
	How will we Test Understanding

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	This may be regular or at specific times. In the former case, state how often.
	Include media such as Newswire, face-to-face, notice-boards, workshops, Internet, Newsletters, telephone or e-mail
	Include the means by which feedback is received from recipients and how the outcome of their comments will be communicated.

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


	19. Communications Plan:  Single stakeholder
	Version No.


	Stakeholder:



	Objective:




	Message to Communicate
and Tone
	Method of Communication
	Timing and Frequency
	How will we Test Understanding
	Person Responsible

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	20. Linear Responsibility Chart
	Version No.


	
	
	Team Member A
	Team Member B
	Team Member C
	Team Member D
	Team Member E
	Team Member F
	Team Member G
	Team Member H
	Team Member I
	Team Member J

	Task , Activity, Work Package
	
	
	
	
	
	
	
	
	
	
	

	Task , Activity, Work Package
	
	
	
	
	
	
	
	
	
	
	

	Task , Activity, Work Package
	
	
	
	
	
	
	
	
	
	
	

	Task , Activity, Work Package
	
	
	
	
	
	
	
	
	
	
	

	Task , Activity, Work Package
	
	
	
	
	
	
	
	
	
	
	

	Task , Activity, Work Package
	
	
	
	
	
	
	
	
	
	
	

	Task , Activity, Work Package
	
	
	
	
	
	
	
	
	
	
	

	Task , Activity, Work Package
	
	
	
	
	
	
	
	
	
	
	


	21. Change Log
	


	CR No.
	Change Description
	Proposer
	Submission Date
	Reviewer
	Review Date
	Authoriser
	Approval Date
	Approval Status
	Implementation Status

	1
	
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	
	
	

	6
	
	
	
	
	
	
	
	
	

	7
	
	
	
	
	
	
	
	
	

	8
	
	
	
	
	
	
	
	
	

	9
	
	
	
	
	
	
	
	
	

	10
	
	
	
	
	
	
	
	
	

	11
	
	
	
	
	
	
	
	
	

	12
	
	
	
	
	
	
	
	
	


	22. Risk Log
	


	Risk ID
	Author
	Date Identified
	Description
Include cause and consequences
	Key Impact date
	Likelihood Score
	Impact Score
	Total Risk Score
	Countermeasures
	Risk Owner
	Planned Close-out date
	Progress
	Actual Close-out date

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	


	Impact Scores
	Compromise our Outcomes: 3
	Require a new Plan: 2
	Corrective action needed: 1

	Likelihood Scores
	Good chance it will happen: 4
	May happen: 3
	Remote possibility of happening: 2

	Calculate Total Score by multiplying Likelihood x Impact


	23. Gantt Chart

	Activities
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15

	1
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	5
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	7
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	8
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	9
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	10
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	11
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	18
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	19
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	20
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Approved


Deferred


Rejected
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