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PURPOSE OF DOCUMENT 

Project Fiche is a Document which outlines the purpose of the project, the way the project will be structured and how it will be implemented successfully. It describes the project’s:

· Vision, objectives, scope 

· Activities and deliverables

· Project Organisation, roles and responsibilities

· Estimated budget 

· Constraints, assumptions, and risks under which the project is required to operate.

Project Fiche is being completed after the Business Case and Feasibility Study have been approved but usually before the Project Team is formally appointed. It is being used for getting approval from the business high level management of the Project Owner for the implementation of the certain project. 

It is being noted that the high level information given in the Project Fiche often forms a foundation for subsequent documents such as the Project Plan, Quality Plan, Risks Management Plan etc. 

1. TITLE OF THE PROJECT

Write the title of the project. The title must reflect the main objectives of the project or/and its expected outcomes.

Examples of project titles
	Development of a complaints website and design of a complaints resolution process

	Measures to develop the implementing capacity of the Cyprus Authorities in applying the European Public Procurement legislative package

	Development of Integrated Water Monitoring Programmes and Tools for cost – effective monitoring and assessment to support sustainability of water resources and the implementation of Water Framework Directive 2000/60/EC in Cyprus.

	Training of Cyprus Civil Service organisations on specialized EU issues 


2. BACKGROUND AND JUSTIFICATION 
The background section sets the scene. It allows the reader to understand the need for the project without already having an in depth knowledge of all the issues and history. 

The background should describe how the project relates to strategies and business commitments of the environment in which the project is being undertaken. If previous documentation has been produced it may be relevant to refer it here. In any case, all related documentation must be referenced to on the cover sheet and be attached to the present document. 

If this project is one phase of a larger project, it should be made clear how this project relates to the overall project and that this Project Brief only defines the particular phase. Similarly, other linked activities that have already be implemented or are going to be implemented simultaneously with the present project, should be mentioned. 
3. SCOPE OF PROJECT
Define the scope of the project in terms of the business:
· Processes which will change

· Organisational areas which will be affected 

· Locations which will be impacted 

· Data which will be altered

· Applications which will be installed and/or altered

· Technologies which will be deployed and/ or decommissioned.
The scope defines the boundaries or limits of the project. It states what is within and what is outside the project.
4. OBJECTIVES
The objectives describe what the project is trying to achieve. All objectives listed should be Specific, Measurable, Achievable, Realistic and Time-bound (SMART). It is important to differentiate between Overall Objectives (business goals) and Project Objectives.

4.1 Overall Objectives 

Describe the overall objectives of the business case.

Examples of overall objectives:
	· To enable citizens to issue complaints on line and receive a direct response from the Ministry of Interiors 

	· To build up the appropriate institutional capacity for the effective implementation of the acquis communautaire in relation to Public Procurement in Cyprus and for the application of best practices in Public Procurement from the point of identification of needs up and including the disposal of assets

	· To implement effectively the Water Framework Directive 2000/60/EC (WFD) and all related EU Acquis and policy

	· To contribute to strengthen the administrative capacity of Cyprus Civil Service organizations to implement the acquis communautaire and generally to operate effectively in the EU administrative context


4.2 Project Objectives
The Project Objectives are what this project is aiming to achieve. 

Examples of project objectives:
	· To build a new website which allows customers to enter and track complaints through to resolution

	· Harmonisation of the Public Procurement legislation with the new legislation package on public procurement adopted by the EU parliament in February 2004

· Analysis of the needs and determination of the strategy for the introduction of e-procurement in public procurement 

· The enhancement of the effective operation of the Public Procurement Directorate (PPD) of the Treasury, following the transposition of EC Directives 2004/17/EC and 2004/18/EC into national law, by the design and implementation of an Action Plan 

· The strengthening of the operational capacity of contracting authorities, through the use of best practices, during the procedure for the procuring of services, supplies or works on accordance with the public procurement legislation.

	· To establish water monitoring programmes, databases, information systems 
· To develop environmental criteria for target chemicals for the implementation of Article 8 of the Water Framework Directive, 2000/60/EC (WFD) and all related Acquis

	· To increase compliance of the administrative and institutional frameworks with the requirements of the acquis communautaire primarily in the sectors of Internal Market, Rural  Development/Fisheries, Environment, Transport, Customs and Taxation, Employment and Social Affairs, Enterprise and Industry/Energy, Education and Training/ Audiovisual, Justice and Public Finance 


5. PROJECT APPROACH & MAJOR DELIVERABLES
The approach is a description of the methodology that is to be used in order to achieve the deliverables of the project. In case that part (subprojects, phases etc) or the whole of the project is going to be contracted to private firms, indicate the number of the contracts to be awarded and the activities that each of the contractors has to execute. 
5.1 Activities to be executed
Describe the Activities to be executed and formulate a high level time schedule. In case that the implementation of the project will be contracted out to private firms, it is difficult to provide even high level time schedule for the contractor’s activities. In this case only the dates for the start of tendering, the start of project activity and project completion should be presented. It is noted that these dates could be considered as critical milestones.
5.2 Results/ Deliverables 
The Deliverables are the objects or products which the project is contracted to deliver. As such they should be defined in clear terms.
Examples:
	· A complaint website with customer complaints forms, a complaint tracking page and organization contact information 

· New process for resolving complaints made 

· New process for assessing complaints characteristics (such as numbers, business areas and resolution timescales) 

	· New national legislation drafted

· Medium-term Action Plan so that the PPD will be in a position to undertake its new role and responsibilities in the public procurement system 

· A Best Practice Procurement Guide providing guidance for the effective application of best practices for the procurement of services, supplies and works from the point of identification of needs up to and including the satisfaction of these needs, contract management and the preparation of standard tender documents 

· Design of a National Training Strategy, including the preparation of training material and implementation of its early phase 

· Training delivery to people involved in public procurement 

· Strategy Study for e-procurement including an Action Plan for the effective application of e-procurement in Cyprus.

· Terms of Reference, Technical Specifications and the Evaluation Criteria for the procurement and implementation of the electronic procurement system.

	· Efficient and reliable groundwater and surface water monitoring networks in accordance with WFD established
· Standardisation of data collection and data recording procedures achieved 

· Environmental quality criteria for target chemicals developed

· Integrated databases and Information Systems linked to appropriate tools and supported by Geographical Information Systems (GIS) technology established

· Development of smooth coordinated activities and effective interaction among the three participating Departments achieved

· Personnel of the three co-operating agencies trained, in order to meet the requirements of the system 

	· Analysis of the learning needs in the sectors dealt with by the project prepared 

· Learning activities to meet the needs identified 

· Plan for all learning activities compiled with prioritisation
· At least 150 learning activities successfully implemented


6. PROJECT ORGANIZATION 
6.1 Institutional Framework 

Describe who will use the deliverables produced from the project (project beneficiaries) and who will be the owner of the project (project owner). Indicate also the Contracting Authority and the Implementing Agency. 
You can find information about the institutional framework as well as definition of the terms “Project Beneficiaries”, “Project Owner”, “Contracting Authority”, “Implementing Agency” in subchapter 1.2 of Chapter 1 of the Guide.
6.2 Project Owner’s Representative

Write the name of the Project Owner’s representative as well as his/her address, telephone number and e mail.
	Name of the Project Owner’s Representative:
	

	Address:
	

	Telephone:
	

	Email:
	


6.3 Project Organization 

Identify the high level project structure by stating the key roles required to undertake the project (e.g. Project Board, Project Manager, Team Manager) and their responsibilities.
For each of the key roles identified, list its main responsibilities in the following table. In case that a certain role has been assigned to an individual, write the resource name provided that he/she has agreed to participate in the project.

	Role
	Organization
	Resource Name
	Responsibilities

	
	
	
	

	
	
	
	

	
	
	
	


You can find guidance concerning the project organization in subchapter 1.5.3.4 of the Guide. 
7. PROJECT BUDGET
Summarize the project budget estimation and attach the analytical cost justification. 
Guidance on how to calculate the project budget and present the analytical cost justification is being provided in subchapter 1.5.3.3 of the Guide. 
In cases that the project is being constituted by subprojects which are supposed to be executed by different subcontractors, you should present the estimated budget for each of the contracts.

	
	Budget 

	Contract 1: (Description)
	

	Contract 2 (Description)
	

	Contract 3: (Description)
	

	Total 
	


Note: A detailed Cost Plan will be drawn during the Planning Phase of the project.
8. RISKS, ASSUMPTIONS & CONSTRAINTS
8.1 Risk 
After having completed the Risk Log, summarise here the most apparent risks of the project. Risks are defined as “any event which may adversely affect the ability of the solution to produce the required deliverables”. Risks may be strategic/ commercial, economic/ financial/ market related, legal and regulatory, organisation/ management/ human resources related, political, environmental, technical/ operational/ infrastructure related. Rate each risk item listed in the following table against its likelihood/ probability and its potential impact to the project outcomes. 
	Risk 
	Risk Description
	Likelihood(
(VL, L, M, H, VH)
	Impact(
(VL, L, M, H, VH)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Risk ratings at this point are general estimates and need to be revised and formalised as more is learned during the Project Planning process (by documenting a Risk Management Plan) and throughout Project Execution. It is also noted that the mitigation actions that have to be undertaken for the reduction of the likelihood and impact of each risk’s eventuating, must be defined in the Risk Management Plan (Risk Management Plan is being compiled during the Project’s Planning Phase).
(  VL= Very Low, L = Low, M = Medium, H = High, VH = Very High

Note: The Risk Log must be attached to Project Fiche. 

8.2 Assumptions
List the main assumptions identified with the project to date. This could include major assumptions made for the cost (e.g. the prices of raw materials will not increase during the project implementation period), the risks (e.g. there will be no legislative changes during this project), the availability of human resources and equipment (e.g. additional personnel will be assigned to the implementation of this project from other units of the agency, agency owned facilities will be sufficient to cover the needs of part of the project) and the time (e.g. each of the 20 tests will take 3 days on average. This estimate will be reviewed after conducting the first five tests).
If not stated here, however obvious, before the project commences they may well not be accepted at a later date and their omission could well lead to the project going off track at a later stage.
8.3 Constraints
List the major constraints identified with the project to date. They include, but are not limited to, all key “must do” or “must have” and must not do” or “must not have” actions (e.g. the formulation of the Action Plan of PPD must start after the completion of the two studies in progress concerning the effective application of e-procurement and Framework Agreements in Cyprus).
9. APPENDIX
Attach any documentation that you think is relevant to the Project Fiche, including:

· Approved Business Case
· Approved Feasibility Study 

· Budget estimation spreadsheets

· Risk Log

· Curricula Vitae for key project staff (especially for Project Manager)
· Other relevant information [image: image1.png]
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