Project Initiation Document (PID) 
A Project Initiation Document (PID) brings together all the key information about your project. It covers all the aspects you will need to plan and deliver your project on time and to the best standards. 

The PID defines all the major aspects of the project. It is the 

· Who
· Why 
· Where
· When 
· What 

of the project. 
The PID is an internal document to help the organisation clarify the project. It shows what is expected and can be used by the project worker, delivery team and the board to keep the project on track and to oversee progress. Your organisation may already have a PID that they  expect you to use. If there is no template,  you might want to use this version to help you plan your projects. 
A few hours spent researching and writing the PID can save hours of wasted time later in the project.

PID Template

This template has 12 headings, with sub-headings. All headings may not be relevant to every project, but they give a good starting point. Depending on the organisation and its internal process, you may have to include additional headings. 

Be as clear and succinct as possible. The PID is a working document - a complicated document is less likely to be used. Any changes to your project will need to be justified against what is written in the PID.   
This template assumes the need for a project board, however not all projects need a formal group, but it is important to have some kind of ‘sounding board’ for project ideas. 
Project Initiation Document (PID) 

1. Background and Context
· References - how we got where we are – our history, research, track record, experience
· Why are we doing this project?

· How, and where, does it fit with our structure and aims and where does it fit in the wider context? 
· Stakeholders and partners – who are the key players in the project and why is it important to involve them?
2. Project Definition 

Vision /Aims/Outcomes  
· Our method of approach – explain why we plan to deliver the project in a certain way and the standards will we work to
Objectives and outputs 

· What are the project objectives? What specific outputs will the project deliver? 

Scope 
· What are the project boundaries? What is practical and realistic and what is not?
· Exclusions - what is not included in the project?

Constraints 
· What will stop us and what will help us?
Inter-relationships

· How will the project fit into the overall management of the organisation?
· Is this a partnership project?
· Other players – who else is operating in the same field of work, the same geographical area?  
Assumptions 
· What assumptions are we making about the need for the project, our service users, our partnerships, funding streams, etc.?  
· How have we gathered people’s views?

· What needs to happen for the project to be successful?
3. Initial Business Case 

Needs assessment 
· What research have we done to prove the need?
· How have we involved service users?

Benefits 
· What are benefits and outcomes of running the project?
Service users 
· Who are the target service user group?
· How many people will benefit? 
· What experience or prior knowledge are we basing our figures on?
Marketing and Access 
· How will we tell people about the project? 
· Do we need to alter location or method of delivery?
Sustainability / exit or succession strategy  
· How are we going to keep things going? 
· Are we able to generate income during or after the project?

· What is our strategy for making sure the project can continue or closing it?
4. Initial Project Plan 

You can use planning charts, Gantt charts or specific software to help you present this section.

· Assignments (tasks) – who will do what within the project? Do they need individual work plans?
· Timings – when do actions need to be delivered? Are there set milestones along the way?
· Estimated effort - Staff time, volunteer time, trustee time, project board time 

5. Budget

You may be expected to write the budget yourself or seek help from others in the organisation. The budget section of the PID needs to include: 

· Costs – can these be justified, have you built in predictable cost increases?
· Year on year cash flow forecast – setting out the expected project income and expenditure

6. Quality Plan/Expectations 
· What can service users, staff, volunteers, partners and funders expect? 
· Will you be following any quality frameworks, national standards or professional standards?
7. How the work we do will be tested?
· Monitoring - set out what we need to gather, record and report on progress.
· Evaluation – what methods will we use to judge success and failure. Do we need to build in resources and time for an independent external evaluation? 
8. Risks 

It is essential to identify possible risks within a project and look at simple strategies for managing them.  This helps to focus attention and allocate resources where most needed.  
· Risk – identify risks and set out contingency plans. How will we deal with risks and issues? 
9. Project Organisation Structure 

· People – their roles within the project, job descriptions, line management, responsibilities of staff, volunteers and trustees.   

10. Project Controls 

· Project Boards – do we need project board to manage the project?
· Roles and responsibilities of the Project Manager
· Reporting processes – what do we need to report on internally, to our partners and investors?

11. Exception Process 

· Under what circumstances do we make changes when things are different to what was expected - who makes those decisions and do we need to check with partners or investors? 

12. Filing Structure 
· Project documents – set out in advance where and how project information will be stored, who has access, what are the confidentiality and data protection issues? 
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