
APPENDIX 1 

 
Contents 

Instructions ........................................................................................................................ 3 
Purpose of this Handbook.................................................................................................. 3 
When to use this Handbook .............................................................................................. 4 
How to use this Handbook ................................................................................................ 5 
Structure of this handbook................................................................................................ 11 
Part 1 – Project management – planning and governance (INFORMATION) ................. 11 
Part 2 – Techniques, methods and processes (TOOLBOX) ............................................ 11 
Part 1 - Project management – planning and governance (Information) ....................... 12 
1.1 Definition of a project and project management.......................................................... 12 
1.1.1 Starting a Project (Project Initiation) ........................................................................ 13 
1.1.2 The Project Execution Plan (PEP) .......................................................................... 16 
1.1.3 Gateways................................................................................................................. 16 
1.1.4 Business Case......................................................................................................... 18 
1.1.5 Project Brief/Objectives............................................................................................ 19 
1.2 Why project management is required ......................................................................... 22 
1.2.1 Plan.......................................................................................................................... 22 
1.2.2 Control .................................................................................................................... 22 
1.2.3 Monitor..................................................................................................................... 22 
1.2.4 Communicate........................................................................................................... 23 
1.2.5 Progress .................................................................................................................. 23 
1.2.6 Forecast/Predict....................................................................................................... 23 
1.3 Who should use it? ................................................................................................... . 24 
1.4 Project governance..................................................................................................... 24 
1.4.1 Overview & Scrutiny Panels (O&S) (insert link) ............................................ .......... 27 
1.4.2 Directors’ Group (DG) ............................................................................................. 27 
1.4.3 Projects Programme Board (PPB) .......................................................................... 28 
1.4.4 Project Board (PB)................................................................................................... 29 
1.4.5 Project Officers ........................................................................................................ 30 
1.4.6 Processes, procedures and decisions ..................................................................... 32 
1.4.7 Reporting and monitoring.......................................................................................... 33 
1.5 Quality assurance ....................................................................................................... 34 
1.5.1 What is it?................................................................................................................. 34 
1.5.2 Why do we need it? ................................................................................................. 34 
1.6 Levels of authority....................................................................................................... 35 
1.7 Gateways.................................................................................................................... 36 
1.7.1 Gateway 01 – Initiation (project inception) and Viability (insert link) ....................... 36 
1.7.2 Gateway 02 – Feasibility (insert link) ....................................................................... 41 
1.7.3 Gateway 03 – Scheme design (insert link)............................................................... 44 
1.7.4 Gateway 04 – Detail design (insert link)................................................................... 47 
1.7.5 Gateway 05 – Procurement (insert link)................................................................... 50 
1.7.6 Gateway 06 – Construction (insert link) ................................................................... 52 
1.7.7 Gateway 07 – Operations (insert link)...................................................................... 55 
1.8 Controlling projects .................................................................................................... 57 
1.8.1 Duties of the client .................................................................................................. 57 
1.8.2 Stakeholders........................................................................................................... 57 
1.8.3 The Construction (Design & Management) (CDM) regulations 1994...................... 58 



APPENDIX 1 

1.8.4 The Brief .......................................................................................................... 60 
1.8.5 The PEP .......................................................................................................... 60 
1.8.6 Fiscal authority................................................................................................. 60 
1.8.7 Managing issues.............................................................................................. 61 
1.8.8 Project Programme Board ............................................................................... 61 
1.8.9 Project Board.................................................................................................... 62 
1.8.10 Development and Major Projects Director ..................................................... 62 
1.8.11 Taking corrective action.................................................................................. 62 
1.8.12 Procurement .................................................................................................. 63 
1.8.13 Programmes and progress ............................................................................. 73 
1.8.14 Permissions and approvals............................................................................. 73 
1.8.15 Communications ............................................................................................. 74 
1.8.16 Project files ..................................................................................................... 75 
1.8.17 Cost planning and cost controls...................................................................... 75 
1.8.18 Design management....................................................................................... 78 
1.8.19 Value management and value engineering..................................................... 79 
1.8.20 Risk management............................................................................................ 82 
1.8.21 Quality management........................................................................................ 85 
1.8.22 Health and safety............................................................................................. 86 
1.9 Financial Management.......................................................................................... 87 
1.9.1 Principles ........................................................................................................... 87 
1.9.2 Financial regulations.......................................................................................... 88 
1.9.3 Budget and cost plan reports............................................................................. 88 
1.9.4 Delegated Authorities......................................................................................... 88 
1.10 Change management ......................................................................................... 89 
1.10.1 Principles ......................................................................................................... 89 
1.10.2 Control ............................................................................................................. 89 
1.11 Project reporting.................................................................................................. 91 
1.11.1 Introduction...................................................................................................... 91 
1.11.2 Reporting and decision levels ......................................................................... 92 
1.11.3 Project Reports and Reporting cycles.............................................................. 93 
1.11.4 Project Documentation..................................................................................... 94 
1.11.5 Project Manager’s Report (Director’s Review) ................................................ 95 
1.11.6 Projects Programme Board.............................................................................. 96 
1.11.7 Project Board Report ....................................................................................... 96 
1.11.8 Gateway reports .............................................................................................. 96 
1.11.9 Directors’ Group............................................................................................... 96 
1.11.10 Overview & Scrutiny....................................................................................... 97 
1.11.11 External reports (consultants) ....................................................................... 97 
1.11.12 Client requests .............................................................................................. 97 
1.12 Project completion .............................................................................................. 97 
1.12.1 Close-out ......................................................................................................... 97 
1.12.2 Handover ......................................................................................................... 98 
1.12.3 Debrief ............................................................................................................. 98 
Part 2 - Techniques, methods and processes (The Toolbox) ................................... 99 
2.1 Project management techniques............................................................................ 99 
2.1.1 Project management software ........................................................................... 99 
2.1.2 Tasks/activities ................................................................................................. 101 
2.1.3 Work breakdown structure................................................................................. 102 



APPENDIX 1 

2.1.4 Logic, links and durations .............................................................................. 102 
2.1.5 Gantt charts, Networks and the Critical Path ................................................. 103 
2.1.6 Milestones...................................................................................................... 104 
2.1.7 Resources, cost planning and cost control .................................................... 104 
2.1.8 Risk management.......................................................................................... 108 
2.1.9 Project Issues ................................................................................................ 109 
2.1.10 Monitoring/tracking schedules ...................................................................... 109 
2.1.11 Document control.......................................................................................... 110 
2.1.12 Information management .............................................................................. 111 
2.1.13 Processes...................................................................................................... 111 
2.2 Standard project management forms.................................................................. 112 
2.2.1 Project Initiation Form....................................................................................... 113 
2.2.2 Project Start up sheet ...................................................................................... 114 
2.2.3 Key Event Schedule - Monthly Status Report (“Radar chart”) (DR) ................ 114 
2.2.4 Monthly Cost Report (DR)................................................................................ 115 
2.2.5 Project cash flow (actual vs predicted) (DR) ................................................... 115 
2.2.6 Risk Register (DR) .......................................................................................... 115 
2.2.7 Key Issues Schedule (DR)............................................................................... 116 
2.2.8 Milestone Schedule (DR) ................................................................................ 116 
2.2.9 Marked-up Programme (DR) ........................................................................... 117 
2.2.10 Development & Design Programme (DR) ...................................................... 117 
2.2.11 Consultant & Contractor Appointments Tracking Schedule (DR)................... 117 
2.2.12 Regulatory Schedule (DR) ............................................................................. 118 
2.2.13 Project Directory (DR).................................................................................... 118 
2.2.14 Schedule of Project Boards & Authority (DR) ................................................ 118 
2.2.15 Notices and Claims Schedule (DR) ............................................................... 118 
2.2.16 Change Requests .......................................................................................... 119 
2.2.16.i Change Form Template (Change Order) .................................................... 119 
2.2.16.ii Change Request Register – Dataform (DR)............................................... 120 
2.2.16.iii Summary (DR) ........................................................................................... 120 
2.2.16.iv Contingency Burn Rate (CBR) Monitor and Forecast (DR) ........................ 120 
2.2.17 CDM – Client responsibilities checklist (DR).................................................. 121 
2.2.18 Health and Safety Summary Report (DR)...................................................... 122 
2.2.19 Close-out Tracking Schedule (DR) ................................................................ 123 
2.2.20 ‘Lessons Learned’ Log (DR) .......................................................................... 123 
2.2.21 Stakeholder Interest (DR) .............................................................................. 123 
2.2.22 Project Resources Schedule (DR) ................................................................. 124 
2.3 Useful References ................................................................................................ 125 



APPENDIX 1 

List of Figures 
Figure 1 - The importance of being a team ............................................................................. 2 
Figure 2 - Project initiation process ......................................................................................... 8 
Figure 3 - Project document and process flow chart - initiation to close out............................ 9 
Figure 4 - Project initiation and the capital planning process ................................................ 14 
Figure 5 - Gateways and safe steps...................................................................................... 17 
Figure 6 - Relationship between scope for change and cost of change ................................ 21 
Figure 7 - Overall project governance – roles and responsibilities ........................................ 25 
Figure 8 - Roles & responsibilities – decision & advisory relationship................................... 26 
Figure 9 – Decisions and reporting ....................................................................................... 32 
Figure 10 - Project reporting and monitoring......................................................................... 33 
Figure 11 - Project initiation process flowchart...................................................................... 38 
Figure 12 - Selecting a procurement route............................................................................ 72 
Figure 13 - Examples of cost control graphs ......................................................................... 78 
Figure 14 - Utilisation of value management ......................................................................... 82 
Figure 15 - Service and corporate risks................................................................................. 83 
Figure 16 - Project risk management .................................................................................... 84 
Figure 17 - Contingency Burn-rate graph.............................................................................. 91 
Figure 18 - Reporting and decision levels ............................................................................. 92 
Figure 19 - Project reports and reporting cycles.................................................................... 93 
Figure 20 - Project documentation ........................................................................................ 94 
Figure 21 - Precedence model network............................................................................... 101 
Figure 22 - Arrow model network ........................................................................................ 101 
Figure 23 - Work breakdown structure ................................................................................ 102 
Figure 24 - Gantt chart ........................................................................................................ 103 
Figure 25 – Examples of: (a) construction expenditure graph; (b) cash flow histogram...... 108 
Figure 26 - Information box from the Microsoft Excel ® application .................................... 119 
Figure 27 - CBR monitor instructions .................................................................................. 121 
 
 
List of Tables 
Table 1 – Levels of authority ................................................................................................. 35 
Table 2 - Consultants procurement guidance........................................................................ 64 
Table 3 - Identification of priorities-Source: Thinking about Building, NEDO/HMSO (1985).. 70 
 


