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Students Name:



Masters: Consultancy Management
Project Initiation Document (PID)



INSTRUCTIONS:
1. Give as much justification as possible for every question asked. This means, you must not limit yourself to just stating WHAT you believe is an appropriate response, but WHY.
2. ALWAYS provide an outline of the financial and cost imperatives associated with your project aim and objectives. Remember, you must be able to SELL your project idea.
3. Put effort into your PID and you will benefit when it comes to undertaking your project and writing your final report.


PID submission date detailed on module schedule
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	1. Your name:
	


	2. Organisation name:
	


	3. Your job title/role:

	

	4. How long have you been in this job/role?
	

	5. Outline main purpose of your job/role:



	

	6. List the main responsibilities within your job/role:


	

	7. Client organisation:
8. 
	

	9. Type of business:

	

	10. No of employees in client organisation:
	

	11. Who is the person mainly supporting your project (Sponsor)? State their job title and their relationship to you:

	Name:

Job title:

Relationship to you:


	12. Aim of project:
In no more than twenty words, state the overall aim of the project. Here you need to compile a sentence that communicates clearly what you intend the project idea to achieve.


Aim:







TOP TIP: KEEP IT SPECIFIC. A CLEARLY STATED AIM HELPS TO IDENTIFY CLEAR PARAMETERS AND SERVES TO ESTABLISH THE BASIC DESIRED OUTCOME OF THE PROJECT.

	13. Objectives of project:
Lists up to four objectives that are each directly from the project aim. Here you must ensure the objectives are S.M.A.R.T (specific, measurable, achievable, realistic, time bound). Essentially, objectives are the steps you need to take to achieve the project aim. Each objective must contain a verb (doing word) that states clearly how the objective is to be undertaken.




Objectives:

1.




2.




3.





4. To make recommendations….



TOP TIP: KEEP OBJECTIVES SIMPLE AND ADHERE TO S.M.A.R.T PRINCIPLES. OBJECTIVES ARE ALWAYS AGREED AND “SIGNED OFF” BY YOUR PAYMASTER SO THAT BOTH PARTIES KNOW WHAT IS BEING CARRIED OUT AND IN THE END, PAID FOR.

	14. What is the business case for considering undertaking the project? Here you need to justify how achieving the project aim will advantage and benefit the business and its stakeholders. For example, savings, gaining intelligence of competitors, promoting innovation, return on investment etc.
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TOP TIP: NO BUSINESS CASE? BIN PROJECT, START AGAIN – BETTER NOW THAN LATER!

	15. 
 Identify the risks associated with the project and how these could be overcome.





TOP TIP: THERE ARE RISKS TO ALL PROJECTS. THE SKILL IS EVIDENT IN THEIR IDENTIFICATION AND MANAGEMENT. 



	16. List the information and resources you will need to make your project a success. State why such are needed. These may include, people, time, cash, technology, data. Identify any constraints that you may encounter and explain how you would overcome these.







TOP TIP: THE ASTUTE PROJECT MANAGER KEENLY IDENTIFIES ALL REQUIRED RESOURCES PRIOR TO THE PROJECT BEGINNING. TO ASK YOUR SPONSOR “I WOULD LIKE SOME MORE, SIR” ONCE THE PROJECT HAS COMMENCED SHOES POOR PLANNING AND IS UNLIKELY TO YIELD ADDITIONAL FUNDS ETC.

	17. State what method you intend to use to collect your primary data. For example, questionnaire, interviews, telephone surveys, focus groups etc. Outline why a particular research method was chosen over alternatives.




TOP TIP: CHOOSE AN APPROPRIATE METHOD AND ENSURE YOU WILL ACTUALLY BE ABLE TO COLLECT THE DATA YOU REQUIRE. KEEP DATA COLLECTION SIMPLE.

	18.  State from whom you plan to collect primary date and detail any challenges you anticipate. Here you need to consider whether or not you will be given or denied access to personnel and why. Outline how you plan to approach people to take part in your research and why you have chosen such individuals. State why they may agree to take part in your project or indeed refuse. If you plan to collect data from family and/or friends, rationalise such and explain how you will overcome bias etc.






TOP TIP: IF APPROPRIATE, GIVE ASSURANCES OF CONFIDENTIALLY AND ANONYMITY. BE SURE THAT THE PERSONS YOU WANT YO PARTICIPATE IN YOUR PROJECT ARE THE APPROPRIATE PERSONS AND THAT THEY ARE AVILABLE AT THE TIME!

	19. State from where you plan to collect secondary data. This means providing an early list of alphabetised websites and a bibliography that details (using Harvard method) the journals, magazines, textbooks and websites you intend to use.

Website addresses:


Books (on topic area):


Books (on research methodology):


Journals:


TOP TIP: REDERENCES TO APPROPRIATE LITERATURE AND OTHER RESOURCES GIVE CREDIBILITY TO ANY PIECE OF WORK –BEWARE OF CUTTING AND PASTING INTERNET MATERIAL AND CLAIMING IT AS YOUR OWN - THIS IS PLAGIARMISH IN THE REAL WORLD TOO!



	20. Design a time plan for the lifetime of the project. Begin by breaking down all tasks that need to be undertaken and assess the duration of time you need to devote to each task. Be sure to show tasks in a logical sequence. Be further sure that you plan well enough to enable you submit your project report on the deadline date. Include any meetings that are planned with your project lecturer at UWTSD. Be realistic and make your project manageable, account for holidays and other “off-days”.

	Task
	Date to be completed

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	
	


	

	


TOP TIP: IMAGINE YOU ARE SELF-EMPLOYED AND WANT TO DEMONSTRATE TO YOUR PAYMASTER EXACTLY WHAT YOU HAVE TO DO TO SUCCESSFULLY COMPLETE THE PROJECT.
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