
	1.3 Project Initiation Document (PID)
 (Blank PID to copy and paste into your assignment to fill in)
	Tick when complete                      

	Section 1 – What is the project all about?

	

	Project Title 

	

	Background 

	

	Purpose

	

	Objectives (and how they will be 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
Put in Section 1.2 of the assignment
 (use a suitable CBA tool to calculate this)
	

	Risk Analysis: Risk Identification

	

	Risk prevention

	

	Risk Management

	

	Risk Monitoring
 
	

	Section 3:  Who will work on the project?

	

	Roles and Responsibilities

	

	Project Organisation Chart/Structure diagram
Use a diagram like the example below to show the structure of the Project within the organisation

	

	Names of: Project Sponsor

	

	Project Manager (PM)

	

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

	

	Initial Project Plan

	

	Assignments/Milestones

	List milestones here
	List times when they should be achieved by here

	Milestone 1
	Date 1

	Milestone 2
	Date 2

	Milestone 3
	Date 3

	Post-implementation Review
	Date of review


			
	

	Schedule (Gantt Chart)
Provide a Gantt chart (use the one in Excel) showing the project schedule in detail.
You need a running order here of the various parts of the project.
What will happen?
How long will it take? 
When will it start?
When will it finish?
What must be done before each action can begin?

	

	Human Resource Requirements:  
Project Team

	

	Support Staff

	

	Additional Staff

	

	Project Control:  Monitoring mechanisms
 
	

	Communication channels and schedules

	

	Quality Control

	




Director of Finance


IT Manager


Department nominee


Department nominee


Estates officer


Senior Management Team


Procurement officer
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