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The project justifcation is a record 
of why the project is viable. It 
identifies the reasons why the 
project should exist.
Everything that is done on the 
project should link back to the 
original justification. Or, if the 
justification is changed, to the 
modified justification. 
The purpose of the project is to 
create what the justification 
intends; that it why it is important 
for there to be a clear link between 
what the justification expects and 
what is actually being done.

A project justification often takes 
the form of a business case, which 
is a record of the viability of the 
project as assessed at a particular 
point in time.

The project brief is a summary of 
the project. It is a short statement 
that briefly introduces the project. It 
describes what the broad aims are, 
why they are important and the 
broad methods to be used to 
create the aims of the project.
It sets the scene of the project.

This serves as an introduction to 
those who are unfamiliar with the 
project and also acts as a reminder 
of the core reason for the project 
existing (without having to read 
through all of the detailed 
justification). 

Stakeholders are those people 
directly involved and those affected 
by the work, or results, of the 
project.
Since the success of projects is 
largely dependant on how people 
act in relation to the project, it is 
important to identify everyone with 
a connection to it. That way it is 
possible to manage each type of 
stakeholder so that those who 
support the project can work 
usefully and those who oppose the 
project can be managed too.

A register of everyone with an 
involvement in the project will help 
you manage different stakeholders 
appropriately and regularly.

Requirements form the scope of 
the project i.e. how much there is 
to do.
A requirement is a specific and 
measurable trait that, once 
completed, forms part of the 
successful completion of the 
project.

A controlled and organised register 
of requirements will identify what 
the project needs to achieve.
Each requirement should be 
measurable so that you can show 
that it has been completed.

Requirements are often recorded 
in a specification of work, or 
similar.

Assumptions serve to plug the 
gaps in knowledge about the 
project. They are the statements 
about uncertain aspects which 
clarify how something is to be 
treated in the absence of better 
information.
This helps create a base of 
information on which project 
decisions can be made.
A register of assumptions will help 
identify where particular 
uncertainties lay and also identify 
when the assumptions have 
changed, or have been removed, 
due to the identification of more 
reliable information.

Different project types require 
different management methods. 
Identifying the type of project you 
are involved with will help frame 
decision making. The main types 
are:

Research and Development
‘Answering questions’

Design
‘Applying solutions’

Manufacture
‘Creating the new’

Deployment
‘Getting it out there’

Refurbishment
‘Life extension’

Decommission
‘Leave no trace’

A project may involve more work 
than the part you are involved with. 
For instance, a project may start 
with research work but finish with 
deployment. Your work may only 
involve work in the research part.

Confirm the project boundaries to 
help identify what is within the 
scope. Consider who provides the 
initial authorisation to start the 
project. Who receives the final 
results of the project? Anything 
within the project boundary should 
be your responsibility.

If some of the requirements seem 
to not fit within your project 
boundary then confirm whether 
they are the responsibility of 
someone else’s part of the project.

Every project is governed by a set 
of rules in some shape or form.
Some of these may be specific to 
the project, or specific to the client 
you are working with, or specific to 
the country you are working in.
The key thing to identify with rules 
is:
- Are the rules applicable?
- Who controls them?
- How and when do you 
demonstrate compliance?
- What are the consequences of 
non-compliance?

Consider things such as; security, 
commercial, quality, data 
protection, general regulations and 
laws.

 

A plan is the document that shows 
who is doing what, when and for 
how much. It will also show the 
sequence of work so that task 
dependencies can be identified.
The plan will show a clear start, 
middle and end to the project. It is 
likely that milestones (interim key 
stages of completion) will be 
shown too.
The plan is used to model the 
future so that it is possible to 
manage the people delivering the 
project to ensure they can do the 
right work at the right time.
The level of detail should be 
sufficient so that people working on 
the project can identify what needs 
to be done next and how much 
progress has been made.

The organisation structure shows 
how the people in the project are 
grouped and which specific people 
are involved in the project. 
This helps identify person 
management responsibilities.
The organisation chart can also be 
arranged in such a way that is 
shows who is responsible for which 
pieces of work in the project.

The organisation structure helps to 
identify any resource shortages or 
team size issues.

Targets are specific achievements 
in the project which hold particular 
significance.
Likely to be extracted from the 
plan, the targets will be monitored 
and reported upon to determine 
whether they have been achieved, 
or otherwise.
Choosing appropriate targets will 
help indicate the general 
performance of the project but they 
should not be assessed in isolation 
as a narrow view can compromise 
the evaluation of the project as a 
whole.

A register of targets, and the 
progress towards achieving them, 
will help record project 
performance and attainment of 
project success.

Risks are events in the project 
which you should try to avoid. 
Opportunities are events which you 
should promote in order to give the 
project an advantage.

A risk and opportunities register will 
identify which things to avoid, and 
which to seek out.

Each risk and opportunity will have 
a perceived likelihood, an 
associated action (to avoid or 
promote it) and a score based 
upon the impact if the risk or 
opportuniyt occurs. High scoring 
risks and opportunities should be 
prioritised for management.
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