HOW TO USE THIS TEMPLATE:

Introduction

The template reflects the steps set out in the PRINCE2 Method and is designed to prompt the Project Manag​er and help in the creation of the Project Initiation Document (PID).  The information for the Project Initiation Document will be found within the IP Process in the PRINCE2 Manual.  There is also a Product Description for the PID at Appendix A of the PRINCE2 Manual.

The Project Initiation Document will reflect the information contained in the Project Approach, mainly integrated within the Project Plan.  The PID will be created by expanding the Project Brief: there are separate Templates for the Project Brief and Project Approach.

Loading the file

This template has been produced using Microsoft Word 97.  To use it, load up the file directly from the directory and starting from page 1 follow the prompts (in [...] brackets). 

Deleting the [....] text

When the template is complete, the whole Project Initiation Document can be printed and ap​proved.  

Prior to printing, you should delete all [....] prompt text.

The Italic Text

The template has been set out to reflect the PRINCE2 Manuals interpretation of the sections required, the ‘Stable’ sections being in bold type and the ‘Dynamic’ sections in bold italic type.  

Prior to printing you should change the italic text back to normal.

Saving the Project Initiation Document under its own name

Save the Project Initiation Document by selecting the “SAVE-AS” command; this will avoid overwriting the standard template.  You must specify your own Project Directory.

Once your PID is completed check the document against the following Quality Criteria:

 Does the document correctly represent the project?

 Does it show a viable, achievable project that is in line with corporate strategy or overall programme needs?

 Is the project organisation structure complete, with names and titles?

 Have all the roles been considered?

 Does it clearly show a control, reporting and direction regime that is implementable and appropriate to the scale, business risk and business importance of the project?

 Is the project organisation structure backed up by agreed and signed job descriptions?

 Are the relationships and lines of authority clear?

 Does the project organisation structure need to say to whom the Project Board reports?

 Do the controls cover the needs of the Project Board, Manager and Team Managers?

 Do the controls satisfy any delegated assurance requirements?

 Is it clear who will administer each control?
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1.1
Document Location

This document is only valid on the day it was printed.

The source of the document will be found on the project's PC in location 

1.2
Revision History

Date of this revision:


Date of Next revision:


	Revision date
	Previous revision date
	Summary of Changes
	Changes marked

	
	
	First issue
	


1.3
Approvals

This document requires the following approvals. 

Signed approval forms are filed in the Management section of the project files.

	Name
	Signature
	Title
	Date of Issue
	Version

	
	
	
	
	


1.4
Distribution

This document has been distributed to:

	Name
	Title
	Date of Issue
	Version
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Project Initiation Document

3
Purpose of Document

The purpose of this document is to define the project, to form the basis for its management and the assessment of overall success.

4
Background

[Explaining the context of the project and how we have arrived at the current position of requiring a project]

5
Project Definition

5.1
Project 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 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)]

5.2
Defined Method of Approach

[Which is how the work of the project is going to be approached e.g. if the project will be managed using the PRINCE2 methodology; will the solution be to buy ‘off the shelf’, ‘made to measure’, developed in-house etc]

5.3
Project Scope

[Essentially what is ‘in’ and what is ‘out’ of the project.  A simple “scoping diagram” may be appropriate]

5.4
Project Deliverables and/or Desired Outcomes

[A list of the expected and required Deliverables/Products/Outcomes that the proposed project must create or acquire]

5.5
Exclusions

[What is not included in the project]

5.6
Constraints

[Restrictions on time, resources, funding and/or the eventual outcome – a statement of the ‘no-go’ areas for the project]

5.7
Interfaces

[If the project is part of a programme what impact will it have on that programme and vice versa]

5.8
Assumptions

[Similar to Constraints but more ‘expectation’ than ‘restriction’]

6
Project Organisation Structure

6.1
Project Management Team Structure

6.2
Job Descriptions

7
Communication Plan

[See separate Communication Plan Template]

8
Project Quality Plan

[See separate Project Quality Plan Template]

9
Project Controls

[Laying down how control is to be exercised within the project and the reporting and monitoring mechanisms that will support this; it will include the exception process]

10
Initial Business Case

[Explaining why the project is being undertaken]

11
Initial Project Plan

[Explaining how and when the activities of the project will occur.  See separate Product Description Template]

12
Initial Risk Log

[Documenting the results of the risk analysis and risk management activities]

