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Controlled Start Up

Terms of Reference

Template & Notes

Controlled Start Up: Terms of Reference

The Terms of Reference for your project is an essential document to ensure that the project is defined at a high level and all parties, including yourself, understand the scope and all it will entail.
Further support

For further advice and support on Project Management please contact:

www.Pmadvice.co.uk
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1. PURPOSE

This document should clearly state the overall scope and understanding of the project. It must make clear to all parties what is in scope and out of scope, who is responsible for what, the high level objectives, the constraints, interfaces, assumptions and dependencies.

2. BACKGROUND

Refer to Project Mandate, Brief, PID as necessary 

Explain the context of the project and the aims of this terms of reference, explain the history behind the project, the objectives in business terms and the business understanding of what will be delivered.

3. Objectives

This section should clearly state the project objectives, usually in bulleted format; each bullet should be clear, discreet and have a business owner to sign up for it.
4. Scope

This section details all the aspects of the project that are both in scope and out of scope.  You don’t want there to be any misunderstandings by someone saying they thought a particular aspect was included that wasn’t. 

In your scope make sure you make a clear high level statement about all aspects of your project from start to finish, including tasks like the decommissioning phase of the programme or project, whether it is in scope or out of scope of your programme or project.  

You need to understand what hardware, software and data decommissioning will fall under the responsibility of the project and what will fall under the responsibility of the decommissioning project.  
5. Constraints

This section will detail the constraints being placed on the programme or project, such as must complete by a specific date, must stay within a specific budget, must use a specific hardware, software or tool, etc.
6. Interfaces

This section details any high level interfaces that will be used, such as interfacing to an accounts system, a data warehouse service and external service etc.  Remember there may be manual systems to be included.
7. Roles & Responsibilities

This section details the roles of each team member, the role of the Programme Manager, the Project Manager, team leaders, technical specialists, business analysts, developers, etc, and who they will report to for the programme or project.
8. Reporting

This section states what reporting will take place daily, weekly, monthly, how and to whom.
9. Methods

This section explains the method that is going to be used to deliver the objectives, the high level design, hardware or software solution.
10. Deliverables

This section explains the project deliverables, such as the Feasibility, Business Requirements, Design Documents, Plans, Specifications, Reports, Budget Reports, etc.  
11. Success Criteria

This section explains the success criteria the project will be measured by, such as, the reduction in complaints from customers by X%, the increase in market share by X%, the SLA being achieved, etc.
12. Assumptions

This section lists the assumptions, usually in a bulleted format, stating such things as the project must complete before a specific date, specific tools to be used, that certain resources will be made available, or that a budget value of X will be authorised, etc.

13. Dependencies

This section will list any dependencies, both internal and external, anything that the project will be dependent on.

14. Key Milestones

Here you will list the major milestones, such as Feasibility Study signed off date, Business Requirements signed off date, Design signed off date, Unit Testing signed off date, System Testing signed off date, UAT signed off date, Implementation signed off date.
15. Costs

This section would set out any key costs to be agreed, such as Software license fees, purchase and renewal, Hardware purchase and renewal, Communication purchase and installation, 3rd party man day rates, Resources, Etc.
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