PROJECT INITIATION DOCUMENT



Guidance – complete as follows:-

 Part A for small/low risk projects, Part A & B for medium size/risk projects, Part A,B & C for Large/High Risk Projects

Part A – Project Mandate

	Project Name


	

	Date Document Produced


	

	Project Sponsor


	

	Project Manager


	

	Project Team Membership


	

	Project Objectives
	

	In Scope
	

	Out of Scope
	

	Success Criteria
	

	Benefits expected
	

	Outline Communications Plan
	

	Key Milestones/Timescales
	

	Budget 
	

	Equal Opportunities Implications
	

	Expected Start Date
	
	Expected End Date
	

	Authorisation to Proceed

(Circle one)
	Go
	No Go
	Sign off by and date
	


Part B – Project Brief

	Key Risks
	Impact

H/M/L
	Likelihood

H/M/L
	Containment & 

Contingency Plan
	Owner

	Ref
	Description
	
	
	
	

	1. 
	
	
	
	
	

	2. 
	
	
	
	
	

	3. 
	
	
	
	
	

	4. 
	
	
	
	
	

	5. 
	
	
	
	
	

	6. 
	
	
	
	
	

	7. 
	
	
	
	
	

	8. 
	
	
	
	
	

	9. 
	
	
	
	
	

	10. 
	
	
	
	
	


	Key Stakeholders

	Name
	Role
	Responsibilities

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	Key Deliverables

	Ref
	Description of deliverable
	Date Due
	Expected outcome

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	High Level Budget

	
	Capital (£)
	Non Capital (£)
	Total £
	
	Internal Resource (days)
	External Resource (days)
	Total Days

	Original Forecast
	
	
	
	
	
	
	

	Current Forecast 
	
	
	
	
	
	
	

	Committed amount
	
	
	
	
	
	
	


	Authorisation to proceed (circle one)
	Go
	No Go
	Sign off by & Date
	


Part C – Project Initiation Document

	Assumptions
	

	Dependencies
	

	Constraints
	


	Quality Plan

	Ref
	Date of review
	Name of reviewer
	Activity to be reviewed

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Acceptance/handover criteria


	

	
	

	Results expected


	

	
	

	Standards to be used
	

	
	


	Next Stage Plan

	Stage Start Date
	
	

	Stage End Date
	
	

	Ref
	Deliverable/Activity
	Owner
	Date Due
	Comment

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Detailed Communications Plan

	Ref
	Message/Communications Required
	Audience
	Media to be used
	Owner
	Date Due

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	Authorisation to proceed (circle one)
	Go
	No Go
	Sign off by & Date
	











