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1 Introduction

Summarise the background to this Project, what this PID contains, who Authorises it, who should read it, and the policy for updating it.
2 THE PROJECT MANDATE

A draft of this section (or the material it should contain) might be found in the Bid File (Provisional Project Materials).

In addition to this section as part of the PID template, there is also a template for the Project Mandate as a separate document.

2.1 Assignment of the Project Executive (by the Sponsoring Authority)
2.2 Identity of the Bid and Project
2.3 Project context and interfaces
2.4 Project scope and objectives
2.5 Budget and Constraints
2.6 End Users, Customers, Partners and other involvement
2.7 Resources provisionally committed
2.8 Quality expectations
2.9 Relevant sources of information
3 THE BUSINESS CASE

The initial contents of this section should come from the Bid File (our Proposal the Provisional Project Materials and the Bid Campaign Plan).  Don’t forget that the Project Plan will almost certainly have an impact on the numbers from the Bid File (e.g. the Working Estimates, the Schedule, and the Milestones).

In addition to this section as part of the PID template, there is also a template for the Business Case as a separate document.
3.1 The End User’s or Customer’s business needs
3.1.1 Strategic goals
3.1.2 The current situation

3.1.3 What must change

3.1.4 Timescales

3.1.5 The new situation

3.2 Benefits expected by the End User or Customer
3.2.1 Operational

3.2.2 Service
3.2.3 Financial

3.3 Risks Identified by the End User or Customer
3.3.1 Internal -  those open to control

3.3.2 External – those not open to control

3.4 The End User’s or Customer’s Budget
3.4.1 Direct – Costs of acquisition

3.4.2 Indirect – Costs of Implementation

3.5 The End User’s or Customer’s Investment Appraisal
3.6 Our solution
3.6.1 Options considered and chosen

3.6.2 Our approach to delivery

3.6.3 Our commercial position

3.6.4 Our price

3.6.5 Our approach to pricing changes

3.6.6 Timescales for delivery

3.6.7 Contractual milestones

3.6.8 Risks, Contingency and Tolerances

3.6.9 Revenue, cash flow and margin

3.6.10 The combined business case

3.6.11 Criteria for continuing viability

4 THE PROJECT BRIEF

The information here will come from the Project Mandate, the Proposal, and the Provisional Project Materials.

In addition to this section as part of the PID template, there is also a template for the Project Brief as a separate document.

4.1 Background to this Project
4.2 Project Definition
4.2.1 Objectives

4.2.2 Scope

4.2.3 Main Deliverables

4.2.4 Exclusions

4.2.5 Constraints

4.2.6 Interfaces

4.3 Project Tolerances
4.4 Outline Business Case
4.5 The End User’s or Customer’s Quality Expectations
4.6 Acceptance Criteria
4.7 Risks
5 PROJECT APPROACH

The Proposal and the Provisional Project Materials will provide most of what goes into sections 5.1 to 5.3.  Section 5.4 will point to the Communication Plan which will be a separate document, probably in an Appendix to the PID.

Both this section and the Project Plan (section 9) need to be tailored carefully to the particular situation.  The Bid Campaign Plan, and the Opportunity Manager and Bid Manager who won the work, may well have information that will help.
In addition to this section as part of the PID template, there is also a template for the Project Approach as a separate document.

5.1 The options considered
5.1.1 Technical

5.1.2 Development

5.1.3 Commercial

5.1.4 Logistical

5.1.5 Operation, support and enhancement

5.1.6 Quality Engineering

5.2 Our Solution
5.2.1 Outline Design

5.2.2 Major Deliverables and User Requirements

5.2.3 Development Lifecycle(s) and Quality Control

5.2.4 Implementation

5.3 Delivery Framework
5.3.1 Participants

5.3.2 Phasing

5.3.3 Review and Agreement of Documents

5.3.4 Acceptance Testing

5.3.5 End User or Customer Handover and Operation

5.4 Communication planning
6 ORGANISATION, REPORTING AND CONTROL

Avoid the temptation to insert boilerplate here.  The Project Executive should know clearly who does what, and this section should be discussed as it is being produced, with the Project Sponsor and the members of the Project Board.

6.1 Management structure, roles and responsibilities
6.1.1 Organisation Chart

6.1.2 Sponsoring Authority

6.1.3 Financial Control

6.1.4 Project Board

6.1.5 Project Team

6.2 Commercial Organisation
6.2.1 End User or Customer Contract(s)
Give brief details of all applicable contractual documents.
6.2.2 Partnership, Supplier and Sub-contracts

Give brief details of all applicable contractual documents.
6.2.3 The Commercial Plan

This will usually be a separate document.  Say where a copy can be found.  It may be attached here as an Appendix.

6.2.4 Contractual Acceptance and Sign-off

There will probably be a set of Acceptance Documents including the Test Plan, Test Procedures, Test Cases and so on.  Identify the documents, and say where they will be found.

6.3 Issue Management and Change Control

It may be sufficient to point to The Guidepost B&P’s Sub-process Manage Issues.  However, be sure to mention any organizational matters, e.g. the existence of a Change Review Board, (or Issue Management Meeting), its members, and its way of working.
6.3.1 Issue Types

6.3.2 Issue Priority

6.3.3 The Issue Log and Issue Records

6.3.4 Change Control

6.4 Status Reporting and the Authorisation of Work
If compliance with PRINCE2™ is mandatory, then see the notes in Bids and Projects about the difference between Phases and Stages.  Much of what follows will be fully described there.
6.4.1 Work Status
6.4.2 Financial Status

6.4.3 Quality Status

6.4.4 Exceptions

6.4.5 Project Closure

6.4.6 Authorisation of Plans and Changes

6.5 Resourcing
6.5.1 Resource Management

6.5.2 Resource Requirements

6.5.3 Resource Availability Reports

6.5.4 Resourcing Agreements

7 QUALITY ENGINEERING
7.1 Quality Requirements and objectives
7.1.1 The End User or Customer

Say clearly what the End User or Customer has specified.  If the End User or Customer has no stated Requirement, simply say this.

7.1.2 The company, partners and suppliers

Summarise what the Proposal offered.  This may be identical with the End User’s or Customer’s Requirement.  If not indicate what is different, and why.

7.2 Quality Plan

Say where this may be found.  It may be in an Appendix to this document. Alternatively a separate document may be kept available online in the Project’s filing system.

8 RISK MANAGEMENT
8.1 The Risk Management Sub-process
If Bids and Project’s (B&P) approach is to be used, it should be enough to point to the relevant Sub-process (Manage Risks).

8.2 The Risk Folder

This will usually be in electronic form.  Say where it can be found.

8.3 Mitigation and contingency planning

If B&P’s approach is to be used, point to the pages on Risk Management that describe how this is done.

9 PROJECT PLAN

A draft of this section (or the material it should contain) may be found in the Bid File (Provisional Project Materials).  In addition to this section as part of the PID Product Template, there is also a Product Template for a Project Plan as a separate document.  Note that the formatting and numbering of the subsections in this Product Template is not the same as in the stand-alone Product Templates of the Phase/Stage Plan.

9.1 Description of the Plan

Give an overview of the Plan which lists its Phases or Stages, the major Products each Phase/Stage will deliver, the Contractual Milestones, and external Dependencies.  It would be helpful to provide a brief narrative which makes clear what the Plan is to achieve and the reasons for adopting the structure described.

This description should have been written during the Bid, when the draft Project Plan was produced as part of the Provisional Project Materials.
9.2 Quality Engineering

Describe any special requirements or deviations from the overall Quality Plan for the Bid or Project.  Avoid duplicating what is in the Project’s overall Quality Plan. If there is nothing additional to add here, then just say so.
9.3 Project Pre-requisites

Itemise what is needed before work can start.  Often these will be the less obvious needs, which are rather like ongoing Dependencies.  For example a Phase/Stage may need support for a piece of obsolescent software, or skills that are particularly hard to find.

9.4 External Dependencies

There are bound to be interdependencies between Phases/Stages. There may also be interdependencies with Phases or Stages in other Bids or Projects. These should have been identified in the Bid Plan or Project Plan, and for clarity it makes sense to repeat them here.
If a Bid or Project is part of a large Programme, it may depend on the successful delivery of some Product which another Bid or Project in the Programme is to produce.  This Dependency is bound to apply to one or more Phases or Stages in related Bids and Projects.

Dependencies external to a single Bid or Project may include obligations the End User or Customer has to meet – such as providing people to review the functional design and user manuals.  Dependencies which often present a serious potential Risk include deliveries from other suppliers and data migration.
The Dependencies between Phases within a single Bid or Project are external to the Phase and should be identified.

9.5 Planning Assumptions

The obvious subjects will include productivity of members of the Project, the amount of time Users can provide to the Project, or the freedom of access of Project staff to End User or Customer premises.

However there are many less obvious assumptions which ought to be explicit.  For example computer hardware can malfunction if it is subject to high temperatures.  Without air conditioning temporary buildings can become very hot on summer afternoons.  There is a connection here between Risk Management and planning assumptions, and often it is only hard-won experience that leads to the identification of assumptions that are implicit.  This is one of the sources of added value that come from the Independent Review of Bids.

9.6 Tolerances

Summarise the discretion over contractual matters, (e.g. expenditure, timescale, quality, further delegation) that is granted to the Project Executive in the Project Mandate, and delegated to the Project Manager and to his/her subordinates in the Project Management Team.  The Tolerances should be clear and unambiguous but not so constraining that the Project Manager is simply “following instructions”.

9.7 Contractual Milestones

These are key contractual events.  They may include delivery to the End User or Customer, discharge by the End User or Customer of key contractual obligations (e.g. agreement of documents) and the expiry of periods for demonstration of error-free operation.  Payment for the work is usually linked to these Milestones (see “Commercial Plan”), so it makes sense to define them clearly.
9.8 Major Deliverables – draft top-level Product Checklist
This will be a table of the high level Products and Deliverables. Usually these will have been identified provisionally as the Bid was produced.  Their delivery and acceptance may well be linked to the major contractual Milestones, and to progress payments by the End User or Customer.

The information may be available in a draft Product Checklist (see below) for the Project.  It is fundamental to producing the Project Plan and Phase/Stage Plan(s); without it Workpackages and Activities can not be identified, resourced and scheduled. Either complete the table below or say where the original may be found.  For more information about Product Based Planning, see Bids and Projects’ Process Step “Identify Objectives”.

	Phase/Stage Plan Reference (Name and/or Number)
	<insert Phase/Stage ID>

	

	Key dates for Acceptance

	

	Product Identifier or Configuration Item Record #
	Ready for Acceptance (date)
	Acceptance Test scheduled (date)
	Signature scheduled (date)

	
	
	
	
	
	
	

	
	Plan
	Actual
	Plan
	Actual
	Plan
	Actual

	1
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	10
	
	
	
	
	
	

	11
	
	
	
	
	
	

	12
	
	
	
	
	
	

	13
	
	
	
	
	
	

	14
	
	
	
	
	
	

	15
	
	
	
	
	
	

	16
	
	
	
	
	
	

	17
	
	
	
	
	
	

	18
	
	
	
	
	
	

	19
	
	
	
	
	
	

	20
	
	
	
	
	
	

	
	
	
	
	
	
	


Keep the section break that follows here to maintain the consistency of the headers and footers.  Delete this text.

APPENDICES

A The overall schedule, activity networks, and other graphical attachments

These will include a high level Gantt chart, Activity network(s), Resource allocation tables etc.  This section is in landscape orientation to simplify adding these attachments.  Keep the section break that follows here to maintain the consistency of the headers and footers.  Delete this text.
B PHASE/STAGE PLANS

If a PID is produced as a composite document these are attached to this Appendix of the PID as they are produced and Authorised.  Alternatively, if the PID, Project Plan, and Phase/Stage Plans are produced as stand-alone documents, they should still be filed together because they are so closely related.

They will be developed as appropriate from the Product Template for either Phase or Stage Plans. Delete this text.
B.1 INITIATION PHASE/STAGE
B.2 DELIVERY PHASE/STAGE 1
B.3 DELIVERY PHASE/STAGE 2
B.4 ETC.
B.5 CLOSURE PHASE/STAGE
B.6 EXCEPTION PLAN (if required)
C COMMUNICATION PLAN

This may be attached here or a pointer provided to where it may be found.

D COMMERCIAL PLAN

This may be attached here or a pointer provided to where it may be found.

E RISK FOLDER
This may be attached here or a pointer provided to where it may be found.
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