This is a specimen template which must be considered carefully and adapted to meet the requirements of the relevant parties

PROJECT INITIATION DOCUMENT TEMPLATE
Title:
Author:

For decision / discussion / noting (delete as appropriate)


Document Control

	Issue
	Issue Date
	Version
	Issued To

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Background:
	Brief statement on the explaining the context of the project, and steps taken to arrive at the current position of requiring a project.


	Project definition:
	Explain what the project needs to achieve under the following headings:

	objectives:
	Describe the project’s objectives


	project deliverables:
	Describe the deliverables and/or desired outcomes of the project.


	scope:
	Describe the projects products and their requirements or features.


	constraints:
	Describe any constraints within which the project will have to operate


	acceptance criteria:
	Describe in measurable terms those aspects of the final product which it must demonstrate for the product to the acceptable


	project approach:
	Define the type of solution to be developed or procured by the project. It should also identify the environment into which the product must be delivered


	interfaces:
	Describe the interfaces between the project and other service areas


	Assumptions:
	Describe the assumptions which are being made within the project.


	Business case:
	Explain why the project is being undertaken


	Project organisational structure:
	Describe the organisational structure of the project within the following headings:

	stakeholders:
	Explain who all the relevant stakeholders are.


	project executive / sponsor:
	Identify the individual or group that is taking the role of Project Executive or Sponsor


	project manager:
	Identify the Project Manager


	project team:
	Identify the members of the Project Team, if one is present


	Quality:
	Define how it is intended that products will be delivered that meet the quality expectations and agreed quality standards.


	Project plan:
	At a high level show how and when the projects objectives are to be achieved. Include the activities and resources and milestones.


	Project controls:
	State how control is to be exercise within the project and the reporting and monitoring mechanisms which will support this
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