P.I.D. Template

This template includes a cover sheet and boxes for notes behind. The cover sheet is a check list for all the included information. This template can be adjusted as needed.
	PID Item
	Check when complete

	Section 1: What is the project about?
	

	Project Title
	

	Background (justification)
	

	Purpose
	

	Objectives (And how they are measured)
	

	Project Scope
	

	Exclusions from scope
	

	Deliverables (Including dates of completion)
	

	Constraints
	

	Assumptions
	

	Section 2: Why should this project go ahead?
	

	Business Case
· Project benefits
· Options
· Cost and timescale
· Cost / Benefit analysis
	

	Risk Analysis:
· Risk Identification
· Risk Prevention
· Risk Management
· Risk Monitoring
	

	Section 3: Who will work on the project?
	

	Roles and responsibilities
	

	Project organization chart / structure diagram
	

	Names of:
· Project Sponsor
· Project Manager
· Team
	

	
	

	
	

	Section 4: How and when will the project be delivered?
	

	Initial project plan
	

	Assignments / milestones
	

	Schedule (Gantt or PERT chart)
	

	Human resource requirements:
· Project working Team
· Support staff
· Additional staff
	

	Project control:
· Monitoring mechanisms
· Communication channels and schedules
	

	Quality Control
	






















Section 1
	Project Title
	



	Project background:

	













	Project purpose:

	

















	Project Aim:
	



	Objectives:
	How it will be measured:

	
	

	
	

	
	

	
	



	Project Scope:

	











	Scope Exclusions:

	













	Deliverables
	Dates of completion

	
	

	
	

	
	

	
	



	Constraints:

	










	Assumptions:

	
















Section 2
	Business Case:

	













	Risk Analysis: (include any other documentation in this section)

	



















Section 3
	Roles and responsibilities:

	

































	Project Organisation: (use diagrams)

	


































	Stake Holders: (names of team / PM and sponsors)

	



































Section 4
	Initial Project Plan:

	


































	Taks, assignments and milestones:

	



































	Schedule: (Use Gantt or PERT)

	



































	Human Resource Requirements:

	Project team

	










	Support Staff

	











	Additional Staff

	











	Project Control

	



































	Quality Control

	



































	Additional Notes:

	



































