Name:- Lee S Jones













































Student Number:- 1906692







Project Initiation Document


















J
L
S

To:- Antje Cockrill

Date:- 06/12/19

BMMB7010



Contents

1. Aim of Project
2. Objectives
3. Business Case
4. Risk 
5. Resources
6. Primary Research
7. Operationalisation

















Name: - Lee S Jones
Client Organisation: - ICON Training

1. Aim of Project: - 
1.1. Retain the trainee throughout the traineeship programme, progressing through the apprenticeship pathway from entry level 1 to the executive level 7. 
2. Objectives: - 
2.1.  Retain partnership working with Social Enterprises, maintaining ‘excellent’   relationships for the duration of the contract period.
2.2. Increase Retention of traineeships by 20%, allowing progression into the apprenticeship scheme at the end of each trainee revolving programme. 
2.3. Increase Retention of apprenticeships by 20% at each stage of the apprenticeship pathway. 
3. Business Case: - 

3.1. The purpose of this Project Initiation Document (P.I.D) is to provide the board of directors justification for the undertaking of this project. The P.I.D will be updated on a stage by stage basis and presented to the Project Board to ensure continued viability.
3.2. Icon training has recently launched a new product focused at attracting 16- 24-year olds into a traineeship programme aimed specifically toward persons who are not in Employment, Education or Training (N.E.E.T.s)
3.3. At present the current retention rate is less than 5%.  According to Fred Reichheld, Bain & company, 2001 a 5% increase in customer retention produces more than 25% increase in profit.  Amy Gallo Harvard Business School 2014 states acquiring new customers is anywhere from 5 to 25 times more expensive than retaining existing ones. 
3.4. By increasing retention rates by 20% there is a potential increase in profit by 75% to ICON training.
3.5. It is the intention to create a retention strategy and incorporate it into a Customer Relations Management tool. This will benefit ICON training by growing the business efficiently by decreasing costs and increasing income as well as creating customer loyalty. 
3.6. The alternative is not to change the current practices which may result with ICON training not maintaining its current profitability.
4. Risk: -  
4.1. As part of this P.I.D a comprehensive risk assessment has been undertaken which was adapted from mindtools risk and probability chart evaluating the probability of a risk which may occur and the possible impact the occurrence may have on the business.
4.2. For the purposes of this plan the potential risks were determined within two areas. Firstly, stakeholder engagement which included Social Enterprises, Trainees, Apprentices, Senior Management and ICON Training Employees. Secondly, process and systems including research effectiveness / balanced view, communication and adoption of any recommendations regarding change.
4.3. All risks are deemed as controllable and are valued at low to middle. To mitigate all risks an action plan has be developed with associated members of the project team given responsibility to manage and ensure all actions are completed. 
4.4. A detailed risk assessment can be found in appendix 1
5. Resources: - 
5.1. By Applying Cohen, E (2018) Workamajig Work Breakdown Structure (Appendix 2), it was the following breakdown of ‘People time’ was  determined: - 
5.1.1 Project Manager 37 hours a week - Responsible for the success of the project. Manages Scope creep, Tolerances, updating Management Board.
5.1.2 Operations Manager 15 hours a week – Responsible for internal           communication, consultation and training.
5.1.3 Business Development Manager 15 hours a week - Responsible for external communication, consultation and training.
5.1.4 Marketing Manager 30 hours a week – responsible for consultation design, testing, reviewing results and presentation.
5.1.5 Administration Asst 15 hours a week – provides support, collates returns
5.2 Total hour allocated are estimated 112 hours a week. The Project Manager hours would be classed as additional to business as usual and an additional expenditure.
5.3 The project in scheduled to last 7 weeks, with a possible constraint in weeks 5 and 6 where focus is required on collecting research data by all project team members.
5.4 Following research there will be a requirement to purchase a license for operating a Customer Retention software system .
5.5 Forecast Expenditure
5.5.1 Project Management cost £5k
5.5.2 Survey Software £1k pa
5.5.3 Retention Software £6k pa
5.5.4 Total Cost £12k
5.6 This investment may result in a 75% increase in profits over a two-year period.
6 Primary Research: - 
6.1 In terms of primary research, the Project will adopt two principles, that being qualitative and quantitative. Susan E Defranzo (2011) describes qualitive research as  primary exploratory research, it is used to gain an understanding of underlying reasons, opinions and motivations. Quantitative is used to quantify a problem by generating numerical data. It is used to quantify attitudes and opinions.
6.2 Quantitative research.
6.2.1 To determine current retention rates at each stage of the apprenticeship pathway with a view of formulating a baseline to measure against as a Key Performance Indicator.
6.3 Qualitative research.
6.3.1 Complete a one to one meeting with senior management to determine expected outcome of the primary research.
6.3.2 Complete skype meetings with Social enterprise leaders to determine what ICON do well and can be improved upon.
6.3.3 Complete group forums with both trainees, apprentices and ICON employees  to determine what ICON do well and can be improved upon.
6.3.4  Also, an electronic qualitative questionnaire will be sent to Trainees, apprentices and ICON staff to determine satisfaction levels plus areas of improvement with regard to retention.
7 Operationalisation: - 
7.1 For the purpose of this project it was decided to adopt the waterfall methodology following a controlled staged plan with a defined start and end date to negate scope creep .
7.2 The project structure is seen below with responsibilities outlined in section 5.Board of Directors
Project Manager
Admin
Support
Business
 Development 
Manager
Operations
Manager
Marketing 
Manager















7.3 The project has been split into five stages:
7.3.1 Stage One – Agree governance, Roles & Responsibilities, Communication, budget, time frame & tolerances
7.3.2 Stage two – Consultation Preparation, formulate format & question plus testing
7.3.3 Stage Three – Consultation
7.3.4 Stage Four – Review Data and Summarise
7.3.5 Stage Five – Agree Recommendations and action
7.4 During the duration of the project, a meeting will be held on a weekly basis where the Project team will update the project manager with progress plus highlight any potential delays and what actions are taking place to remedy the issue.
7.5 The Project manager will present progress to the board of directors at the end of each stage.
7.6 A detailed project plan can be seen in appendix 3
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Appendix 1

	[bookmark: RANGE!B2:F13]Risk  Assessment

	Potential Risk
	Probability
	Impact
	Score
	Action
	Who

	
	1 - 10
	1 -10
	
	
	

	Engagement with Social enterprises
	3
	10
	30
	Set Target return &balance. Arrange focus group meetings / monitor returns of questionnaires. Chase completion 
	Business Development Manager

	Engagement with Trainee
	3
	10
	30
	Set Target return &balance. Arrange focus group meetings / monitor returns of questionnaires. Chase completion 
	Business Development Manager

	Engagement with Apprentices
	3
	10
	30
	Set Target return &balance. Arrange focus group meetings / monitor returns of questionnaires. Chase completion
	Business Development Manager

	Senior Management Support
	1
	10
	10
	Keep up to date with progress 
	Project Manager

	Engagement with ICON Employees
	1
	10
	10
	one to one interviews
	Project Manager

	Research Effectiveness / balanced View
	3
	8
	24
	Set Target return & balance - monitor & keep all up to date of performance
	Marketing Manager

	Adoption of new Customer Relation  Management tool
	1
	10
	10
	Configure & test
	Marketing Manager

	Adoption of KPI
	1
	10
	10
	Manage teams via performance indicators
	Operations Manager

	Poor Communication
	1
	8
	8
	Adopt Communication strategy updated stakeholder of progress
	Project Manager
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Work Breakdown Structure

1.1.2.1 Project Manager  1.1.2.1.1 Responsible fro the success of Project 37

1.1.2.1.2 Manages Scope creep / Tolerances / reporting up to Management Board/ Time / 

1.1.1Governance 1.1.2.2 Operations Manager 1.1.2.2.1 Responsible for Internal communication and consultation & training / IT Systems Solution 15

1.1.2Roles & Responsibilities 1.1.2.3 Business Development Manager 1.1.2.3.1 Responsible for External communication and consultation & training 15

1 Retention 1.1 Establish Project Board 1.1.3Communication 1.1.2.4 Marketing Manager 1.1.2.4.1 Design Questioning / Testing / Survey Monkey / review results / formulate for presentation 30

1.1.4Tolerances 1.1.2.5 Administrator 1.1.2.5.1 Provides Support / Collate returns /  15

1.1.5Time Frame 112
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Milestone Description Category Assigned To Progress Start No. Days

M T W T F S S M T W T F S S M T W T F S S M T W T F S S M T W T F S S M T W T F S S M T W T F S S M T W T F S S

Stage One Establish Project Management Board

1.1      Agree Governance On Track Project Manager 0% 09/12/2019 1

1.1.2  Agree  Roles and Responsibilities On Track Project Manager 0% 09/12/2019 1

1.1.3  Agree Communication Strategy (Internal / External) On Track Project Manager 0% 09/12/2019 1

1.1.4  Agree Management tolerance  On Track Project Manager 0% 09/12/2019 1

1.1.5  Agree Time frame On Track Project Manager 0% 09/12/2019 1

1.1.6  Agree Budget On Track Project Manager 0% 09/12/2019 1

 Stage Two - Consultation Preperation & Testing Formulate format & questions

2.1 Social Enterprices 0ne to one Low Risk Marketing Manager 0% 09/12/2019 2

2.2 Social Enterprises Satifaction Questionnaire Low Risk Marketing Manager 0% 09/12/2019 2

2.3 Trainee - Forums Low Risk Marketing Manager 0% 10/12/2019 2

2.4 Trainee Satifaction Questionnaire  Low Risk Marketing Manager 0% 10/12/2019 2

2.5 ICON Employee Forums Low Risk Marketing Manager 0% 11/12/2019 2

2.6 ICON Employees UNDERSTANDING Questionnaire  Low Risk Marketing Manager 0% 11/12/2019 2

2.7 ICON Senior Management one to one Low Risk Marketing Manager 0% 12/12/2019 2

2.8 Test Consultation documents with each format & groups Low Risk Marketing Manager 0% 16/12/2019 9

Stage Three - Consultation 

Communication Strategy External / Internal - Raise awarenes of Consultations & 

Agree forum dates / one to one / and satifaction survery

Med Risk MM / OPM/ BDM 0% 01/01/2020 14

Update Project Group daily with regard to returns - team leaders to chase

Med Risk Marketing Manager 0% 01/01/2020

Stage Four - Review Data and summarise

Review all data presented and summarise and present to Team leaders

Med Risk Marketing Manager 0% 06/01/2020 21

Table top exercise - review IT systems  that can support retention &  customer 

loyalty

Low Risk Business Development Manager 0% 09/12/2019 49

Stage Five - Recommendations and actions

Formulate recommendation Trainee / Apprenticeships

Med Risk Business Development Manager 0% 27/01/2020 3

Formutate recommendations  Internal Employee

Med Risk Operations Manager 0% 27/01/2020 3

Formutate recommendations  IT Customer retention solutions

Med Risk Business Development Manager 0% 27/01/2020 3

Report presented to Board of Directors

Med Risk Project Manager 0% 31/01/2020 1

This is an empty row

To add more data, Insert new rows ABOVE this one

High Risk Unassigned

Project Start Date:

Scrolling Increment:

OP - Operations Manager

09/12/2019

On Track Low Risk Med Risk


