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Overview
	Purpose
	To define the project, to form the basis of its management and the assessment of overall success.
The Project Initiation Document gives the direction and scope of the project and forms the ‘contract’ between the project management team and corporate or programme management.

The two primary uses of the document are to:

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

· Act as a base document against which the Project Board and PM can assess progress, Project Issues and ongoing viability questions.

	Contents
	The Project Initiation Document should cover the following topics
 
Background
2
Project Definition
2
Project Objectives
2
Project scope
2
Outline project deliverables and/or desired outcomes
2
Exclusions
2
Constraints
2
Interfaces
4
Assumptions
4
Project Approach
4
Project Tolerances
4
Project Controls
4
Initial Business Case#
4
Initial Project Plan#
4
Initial Risk Log#
5
Project Organisation Structure#
5
Project Management team structure
5
Job Descriptions
5
Communication Plan#
5
Project Quality Plan#
5

# these sections are considered dynamic and will need to be revised and updated as the project progresses.

	Advice
	The Project Initiation Document will be completed during Initiating the Project (IP).  Parts of it, such as the risk log, Project Plan and Business Case, may be updated and refined by each pass through Managing Stage Boundaries (SB) and will finally be archived as part of Closing a Project (CP).  Information largely from the Project Mandate and Brief but also the Supplier’s project management standards and the customer’s specified control requirements are used in creation on the PID.
The following Quality Criteria should be considered:

· The document correctly represents the project

· It shows a viable, achievable project that is in line with corporate strategy or overall programme needs

· The project organisation structure is complete, with names and titles

· All the roles have been considered

· It clearly shows a control, reporting and direction regime that can be implemented, appropriate to the scale, business risk and business importance of the project

· The project organisation structure is backed up by agreed and signed job descriptions
· The relationships and lines of authority are clear

· If necessary, the project organisation structure says to whom the Project Board reports

· The controls cover the needs of the Project Board, PM and team Managers

· The controls satisfy and delegated assurance requirements

· It is clear who will administer each control.



Background

(explaining the context of the project and how the current position has been arrived at)

Project Definition

(explaining what the project needs to achieve, split into the relevant sections below)

Project Objectives
Project scope
Outline project deliverables and/or desired outcomes

Exclusions

Constraints
Interfaces

Assumptions

Project Approach
(this can reference an existing document elsewhere in the project file if required)

Project Tolerances
Project Controls
(explaining how control is to be exercised within the project and the reporting and monitoring mechanisms that will support this; it will include the exceptions process)

Initial Business Case
(explaining why the project is being undertaken, this can reference an existing document elsewhere in the project file if required)
Initial Project Plan
(this can reference an existing document elsewhere in the project file if required)

Initial Risk Log
(this can reference an existing document elsewhere in the project file if required)

Project Organisation Structure

Project Management team structure
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Job Descriptions

(this can reference an existing document elsewhere in the project file if required)

Communication Plan
(this can reference an existing document elsewhere in the project file if required)

Project Quality Plan

(this can reference an existing document elsewhere in the project file if required)
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