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OBJECTIVE

To ensure that the project is launched into the organisation in a controlled and consistent manner through:

1.1 The identification and mobilisation of the key stakeholders and project team members

1.2 A Kick off/Alignment Meeting process to review the project to verify Project Scope Definition, Roles and Responsibilities and the Project Plan Content and to identify and collate necessary documents that comprise the Project Charter, and

1.3 The obtaining of Executive approval to release the project into the planning and execution phases.

2 SCOPE

This procedure covers the requirements for the effective initiation of a project.

3 REFERENCES

3.1 Inputs

3.1.1 Client Contract Document / Letter to proceed / Letter of intent.

3.1.2 Proposal file with full history of contractual and scope development

3.1.3 Formally appointed Project Manager and Project Sponsor

3.2 Outputs

3.2.1 Work Breakdown Structure PSP310

3.2.2 Project accounting cost code - Code of Accounting PCP231

3.2.3 Preliminary cost code breakdown

3.2.4 Network Project Filing code and structure - Document Control - Non Technical PDP212, Document Control - Technical PDP213

3.2.5 Signed off Project Initiation Approval form, Form PGF788

3.2.6 Project Charter

3.2.7 Project Organisation Chart

3.2.8 Project Personnel listing – internal and external

3.2.9 Preliminary Scope Statement Scope Definition PSP211

3.2.10 Kick-off schedule and Milestone listing

4 DEFINITIONS

4.1 Project Charter: -
A document issued by senior management that provides the project manager with the authority to apply organisational resources to project activities. This is seen to encompass (amongst others):

· The Client Contract document

· All proposal documentation

· Formal letter of appointment

· Signed Project Initiation Form

4.2 Electronic labour/cost Management System used by AAC

5 ACTIVITY FLOW CHART
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· Receive notification of award

· Register Project and obtain SAP project number

· Issue to Manager Projects complete with all proposal documentation

· Appoints Project Sponsor (Procedure PSP111)

· Appoints Project Manager (Procedure PSP111)

· Convenes Project Kick-off/Alignment Meeting

· Approves Organisation Chart

· Select and Appoints project Team

· Compiles Preliminary Scope Statement (Procedure PSP211)

· Prepares Preliminary Work Breakdown Structure (WBS) (Procedure PSP310)

· Coordinates development of Kick-off schedule and milestone listing

· Compiles filing code

· Prepares Project Initiation Approval Form (PGF788)

· Approves Preliminary Scope Statement, Preliminary Work Breakdown Structure, Kick-off schedule and milestone listing, and filing code

· Signs Project Initiation Approval Form (PGF788)

· Approve Project Initiation Approval Form (PGF788)

· Implements Project into Planning and Executing phases

6 RESPONSIBILITIES

6.1 Project Director

· Formally appoints the Project Sponsor

· Approves the release of the project into the planning and execution phases

6.2 Manager Projects

· Formally appoints the Project Manager

· Recommends the release of the project into the planning and executing phases

6.3 Project Sponsor

· Attends the Project Kick-off Alignment/Meeting

6.4 Project Manager

· Manages the overall Initiation Phase

· Arranges the Project Kick-off Alignment Meeting

· Appoints the members of the project team

· Develops the project Personnel List

6.5 Project Services Coordinator

· Ensures that the accounting cost code number and preliminary cost code breakdown are loaded in SAP

· Ensures that the preliminary Scope Statement and Work Breakdown Structure (WBS) are developed and implemented

· Ensures that the network filing code and preliminary structure is opened

· Coordinates the development of the Kick-off schedule and milestone listing

· Prepares Project Initiation Approval Form

· Initiate Document control
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	:
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