Insert Project Name
Product Descriptions                                                                                          Date:  4 August 2006

PROJECT DOCUMENTATION
Product Description

Example PID (Project intiation document)

[image: image1.jpg]‘.
cLarecuy
IT strategy partners




Insert Project Name
Release:  Draft/Final

Date:  

PRINCE2
Author:  

Owner: 

Client: 

Document Number:  

Product Descriptions History

Document Location

The source of the document will be found on the project's PC at location 

Revision History

Date of this revision:

Date of Next revision:

	Revision date
	Previous revision date
	Summary of Changes
	Changes marked

	
	
	First issue
	


Approvals

This document requires the following approvals. Signed approval forms are filed in the Quality section of the PCB.

	Name
	Signature
	Title
	Date of Issue
	Version

	
	
	
	
	


Distribution

This document has been distributed to

	Name
	Title
	Date of Issue
	Version

	
	
	
	


Product Description

Product Title - Project Initiation Document
Derivation - Sources for the material for the product. May include outputs from other (predecessor) products. EXAMPLE
- Project Brief – signed –off 19/02/06

- Business Case – signed –off 10/01/06

Approvals – Who are the individuals required to sign-off the finished product. 
Author – Who is responsible for compiling this description? The person or persons responsible for compiling this description should always be the same people responsible for producing the final product.
EXAMPLE
Captain Hook (Project Manager)

Peter Pan (Junior Project Manager)

Purpose – Purpose of Product.  

EXAMPLE

The purpose of the PID is to define the project, to form a firm basis for management and the assessment of overall success. Information included in the PID will answer the following questions: 

· What is the project aiming to achieve?

· Why it is important to achieve it?

· Who will be involved and what are their responsibilities?

· How and when will it happen?

It is essential to obtain a clear view of the final objectives and outcome, as well as constraints and assumptions that impact on those responsible for the project. This document outlines all of the essentials to form a firm foundation for the project, including objectives, business benefits and risks, quality expectations, scope and timeframes.
Component Breakdown – Details of all the component parts /features of the product to be compiled /constructed.
EXAMPLE

1
Project Background and Context


1.1
Project approach


2
Project Definition


2.1
Business Case Review


2.2
Business objectives


3.2.1
ATL iDTV Site Objectives


3.2.2
Project objectives


2.3
Scope


4.3.1
Target audience profile


4.3.2
Target Platforms


2.4
Features and functionality – Website and ATL iDTV


2.4.1
Website features and functionality


2.4.2
NTL iDTV features and functionality

2.4.3
Prioritised Feature Set


2.4.4
Future Enhancements


2.4.5
Creative approach and User Experience


2.4.6
Technical and security issues (including network architecture/environment)


2.4.7
Outline Deliverables


2.4.8
Software Deployment


2.4.9
Software configuration Management


2.4.10
Maintenance and operational implications


2.5
Exclusions


2.6
Project Assumptions


2.7
Constraints


2.8
Interfaces


4.8.1
Key Third Party Dependencies


4.8.2
Other Vendors


4.8.3
Project Programme


3
Project Organisation Structure


3.1
The Project Board


5.1.1
Overview of Project Board Responsibilities


5.1.2
Project Board Roles


3.2
Zap happy Plc Project Team Roles and Responsibilities


3.3
XYZ Plc Project Team Roles and Responsibilities


4
Communication Plan


5
Initial Project Plan


5.1
Timeframe Estimates


5.1.1
Phased Delivery Plan


5
Project Controls

6.1
Tolerances and Exception Procedure


6.2
Change Management Procedures


6.3
Risk Management


6.4
Issue Management


6.5
Risk & Issue Escalation Procedure


6.6
Management of Key Working Assumptions
6.6.1
Process


6.7
Quality Management


6.8
Managing Stage Boundaries


6.9
Sign-off procedures


6
Initial Risk Analysis

6.1
Initial Risk Analysis


7
Items Not Included


8
Approval Form


Format and Presentation – XYZ Ltd standard document templates and associated fonts.

Allocated to – Bill Clinton & Tony Blair are allocated the task of writing compiling this document product.
Quality Criteria - 
Note on what the quality criteria are. May include adherence to standards, expectations of the (senior) user or sponsor. 
EXAMPLE

This document will contain the following key features, which must be compiled in sufficient depth to maximise the projects likelihood of success on a fit for purpose basis.

· This document will not contain any content which is libellous

· This document will clearly define all the projects key roles and responsibilities

· The PID will detail all the key project controls

· Contain a first cut risk /issue analysis 

· Contain a first cut budgetary estimate

· Detail Development Methods

· Project Management Methods

· Reporting formats /frequency

· Outline the Project Organisation

· Basic overview of the system requirements at feature level.

Quality Method – Here you describe how this Product Description & the final product are to be checked for quality in accordance with the quality criteria.
EXAMPLE
Both the description and the final product will be checked and agreed within a maximum of 3 quality review meetings. Each meeting will consist of a minimum of 3 people:-

· Chair Person,

· Author (Product Owner)

· Peer to the Author - Someone with the same role and job title but who is not attached to the author’s assigned project and has no involvement in the production of the final product or description under review.

Each meetings purpose is to identify the errors in the Description /Final Product, which prevent the quality reviewers from signing off these deliverables as ready for passing onto the sponsor /senior user for final approval /sign-off.

The product description, once agreed among the quality reviewers as being fit for purpose in accordance with the Quality Criteria, will be required to sign-off the description. Once signed off it is understood by the quality reviewers that such a document will be used as a quality control checklist for future quality reviews of the final product. 

Final Product Quality reviews will be completed in a maximum of 3 meetings /cycles, with product rework times and the date of any future reviews set by reviewers attending each review meeting. 

If rework /review cycles exceed 3 iterations then this must be recorded as an issue on the project issue log and is a matter for the Project Manager or the Project Board to authorise more time and budget towards the completion of the outstanding product.
People Required for 

Reviewing the Product

Approving the Product
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