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1.
INTRODUCTION
1.1 
Background

Provide background on the project i.e. linkages to other priorities and initiatives.  Refer to outline Business Case

2.
PROJECT DEFINITION
2.1
Project Aim

Set out the overall aim of the project.

2.2
Project Objectives

List the primary objectives of the project linking them to Business Plan  

themes

2.3
Project Scope

Outline project scope taking account of parameters of the project and limitations based on available resources.

2.4
Project Deliverables and Benefits

List the key outcomes from the project.  State the Benefits of the project making reference to the various stakeholders i.e. customers, local authorities, employees etc. (For detailed guidance refer to the Benefits Management section of the Corporate Principles of Programme Management document)

2.5
Assumptions

The following has been assumed:

· Approval to proceed with this project is received;

· Appropriate central and local governance arrangements will be put in place;

· Staff resources will be made available;

· Financial resources will be made available;

· Appropriate stakeholders will be consulted.

· List any other assumptions

2.6
Risks and Issues


The risk and issues register as compiled for the Outline Business Case should be reviewed and updated as necessary and included as Appendix 1.

The approach to managing risk should also be documented.

2.7
Project Costs

Detailed forecasts on costs should be inserted along with a narrative on assumptions included in those forecasts.

An example of a 1 year project
	Project
	Budget Forecasts

	 
	Q1 2006/07
	Q2 2006/07
	Q3 2006/07
	Q4 2006/07

	Activity A
	 
	 
	 
	 

	Consultants
	 
	 
	 
	 

	Research
	 
	 
	 
	 

	Publications
	 
	 
	 
	 

	 
	 
	 
	 
	 

	Activity B
	 
	 
	 
	 

	Consultants
	 
	 
	 
	 

	Events
	 
	 
	 
	 



An example of a multi-year project

	Project
	Budget Forecasts

	 
	Q3 2006/07
	Q4 2006/07
	2007/08
	2008/09

	Activity A
	 
	 
	 
	 

	Consultants
	 
	 
	 
	 

	Research
	 
	 
	 
	 

	Publications
	 
	 
	 
	 

	 
	 
	 
	 
	 

	Activity B
	 
	 
	 
	 

	External Consultants
	 
	 
	 
	 

	Software
	 
	 
	 
	 

	 
	 
	 
	 
	 

	Activity C
	 
	 
	 
	 

	Consultants
	 
	 
	 
	 

	Events
	 
	 
	 
	 


3
PROJECT ORGANISATION

Outline the management methodologies that will be adopted for this specific project.  

Provide information on the reporting lines, linkages, roles and responsibilities of the steering group and/or the project board, the project teams and the project manager.

4.
PLANNING
4.1
Baseline Project Plan

A baseline project plan should be included as Appendix 2 along with an overview on the project planning approach.
4.2
Communications Plan

A clear communications plan should be documented, an example of which is outlined below:

Regular meetings will be held to manage the project, monitor progress and deal with any problems/exceptions.  The meetings will be minuted and will act as progress reports and task allocation documents.
	Meeting
	Frequency
	Standing Agenda Items
	Attendees

	Project Steering Group
	Monthly
	Overall progress against schedule and budget

Deliverables achieved since previous meeting

Progress on current activities

Activities scheduled for next period

Changes to plan – potential and actual

Problem Areas, Risks

Stakeholder Communication and Engagement
	Project Steering Group/  Programme Manager / LA Representation



	Project Steering Group and  project team
	Monthly
	Activities in progress – update and expected completion time

Planned Activities – before next period

Current/Potential Problems, Risks


	Project Steering Group/ Programme Manager and project team

	Programme Board


	Bi-Monthly
	To update board on the project’s status, progress, risks and issues. 
	Lead Authority and 

Programme Manager


4.3
Quality Plan

Outline the approach taken to ensure project Quality i.e. managed by the holding of regular progress meetings, analysis of deliverables and/or the use of peer group reviews. 

4.4
Project Controls


Outline processes for project controls such as:

· Document control

· Change Control

· Review of PID and project plans.

· Overall process for audit and review of the project;

· Tolerances built 

· into project plan - generally a date beyond which an action cannot go without jeopardising other parts of the project or the project as a whole;

· Acceptance Criteria - a set of pre-determined criteria devised at the beginning of each stage detailing expectations of the completed ‘product’, to be compared with the outcome at the end of the stage;

· Forecast Budgets versus actual expenditure.
4.5
Exceptions


Exceptions are normally defined as follows:

· instances where the tolerances built into the project plan are exceeded

· a major change to the project plan is required

· additional expenditure is required for example with regard to bespoke work

Define your approach to communicating and dealing with exceptions.

4.6
Outline Business Case


Enhance and confirm or otherwise the outline Business Case

5.
CONCLUSION
APPENDIX 1


RISK REGISTER

	Risk No.
	Risk Description
	Programme or Project  Objectives Affected
	Risk 

Probability

(H/M/L)
	Risk Impact

(H/M/L)
	Risk Response

(Tolerate, Treat, Transfer, Terminate)
	Consequence of Risk

(Corporate, Political, Financial, Operational, Legal, Reputational)
	Risk Reduction Measures
	Owner
	Next Review
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