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Definitions: 
  
A project can be defined as a temporary structure, created to achieve a specified business 
benefit or objective. 
 
Some projects will be complex and large in scope, involving multiple stakeholders over 
many months. Others will be much smaller in scope and accordingly will have proportionate 
arrangements. Essentially however, all projects will follow the same fundamental process 
and decision steps set out in this framework. 
 
The framework explained in this document is a practical and simple to follow guide of the 
application of Prince2 methods adapted to the Councils ways of working and organisational 
structure. It uses our everyday corporate language for ease of familiarity and understanding. 
The concept of this easy to follow guide is still to allow anyone to easily bring forward a 
project idea within a consistent approach which will provide the project creator a “checklist” 
of the type of information that has to be considered. Consequently this will ease the 
approval process for them and those that need to approve any further project development. 
     
Note:  
 

i) The term “Project Sponsor” is already accepted in corporate terminology for the person with 
the responsibility for conducting a project in accord with the framework, the person with 
ultimate authorisation within the project board and the overall accountability for the project on 
behalf of CMT. 

ii) The term “Project Board” is already accepted in corporate terminology as the project team 
that includes a representative for the “users/customers” interests and the “suppliers” interests. 
They work with the sponsor to ensure all appropriate considerations are made in project 
board decisions and that they have the authority to ensure the work in their area is effectively 
carried out to the agreed project plan. The sponsor would appoint a project manager to be 
responsible for the day-to-day running of the project on behalf of the sponsor. 

iii) Project manager capacity: Involvement and active participation in projects is a basic 
requirement of all officers. However, it is clear that project management skills are specific and 
specialised. In the case of complex projects, sponsors will want to be comfortable all the 
necessary skills and experience are in place to deliver.  Moreover, in terms of adhering to 
Prince2 project management principles, it is flawed to have a head of service project 
managing a piece of work for which they are also a stakeholder. An independent resource is 
needed in this case. 

Three options are essentially open to the project sponsor: 

a. Within the sponsors service area: there may be officers who have the necessary 
skills to undertake a project management role 

b. Within the wider organisation: qualified project managers exist across both 
organisations that may have capacity to support projects as required. In the case of 
Business Development, there is a specific resource purely for this purpose (alongside 
a change management resource). Business Development takes its direction from the 
Chief Executive and CMT, support for projects is directed as appropriate for 
corporate needs 

c. Purchase professional support from the market: depending on the nature of specialist 
skills required 

 

The framework consists of two parts: Governance and Project Checklist, each is dealt with 
on the following pages. 

 
 

 



 

Governance 
 
The table below outlines the responsibilities (with regards to projects) for the major bodies 
involved. 
 

Body Role 

CMT � Challenges performance of the Council as a whole and has overall 
responsibility for achieving corporate objectives 

� Reviews all draft committee reports and directs any required further 
project development, e.g., agrees sponsor, agrees appropriate 
governance arrangements. 

� Will direct any further development of “new business” concepts to 
follow the “Project Management Framework for setting up New 
Business Models”. (That model contains essentially the same 
principles set out here for all other projects with the addition of 
some processes/protocols for additional political project assurance) 

� Will take strategic decisions on projects where issues are escalated 
by the relevant project board or sponsor 

Programme 
Board 

� Chaired by the Leader/ Portfolio Holder (representing Member 
interests and priorities and assuring Executive interests) and Chief 
Officer (as direct representative of CMT) 

� Business Development Manager; represents Business Change and 
holder of business development resources to assure transformation 
benefits.  

� Looks at performance of all major projects on a quarterly basis 

� Provides additional and independent challenge on all major 
projects and ensure they are following the project management 
framework appropriately and proportionately.   

� Considers the organisation’s approach to projects corporately and 
how they are affecting each other. 

� Examines specific performance issues, providing ongoing 
challenge, support and direction and tracking improvements. 

Project 
boards 

� Task and finish groups put together to lead a project, (see Note ii) 
above) 

� Chaired by project sponsor, Executive Members may sit on the 
Board depending on the nature of the project.  

� Project manager will be appointed depending on nature of project 
(eg. could come from Business Development, within a service, or 
external) 

Exec Board 
Cabinet, 
Overview & 
Scrutiny 
and  
Full Council 

� The political decision processes are not affected by the Project 
Management Framework and their functions in decision-making 
remain in accord with the Constitution 

 



 

Project Checklist 

1. Is it a project?  
 

If it is a change that you can accommodate within your own service area, using your 
own resources, that affects only your own operations and does not affect the 
customer, or stakeholders in anyway, then NO, it is not a project. 
 

If you need to seek further authorisation for budget, or wider resources, then YES, it 
is a project. 
 

If it impacts on any other part of the Council business operations, then YES, it is a 
project. 
 

If it affects the Customer, or any stakeholders, then YES, it is a project. 
 

If there is a need to set up a temporary structure to achieve a specified business 
benefit or objective, then YES, it is a project.  

2. Start a project by producing a draft version of the committee report  
 

(http://web02/committee_report_template-2.doc)  
 

Summarise your project concept as best as you can for each of the report headings. 
Seek appropriate advice from colleagues, especially Finance, (think “proforma B”!) 

3. Submit to CMT for review and further recommendation. 

4. If CMT approve further project development and/or potential future submission to the 
political decision process, CMT will direct on a suitable project sponsor and authorise 
set up of a project board and any other recommendations they may have for 
obtaining project guidance from the programme board and inclusion of wider 
stakeholders. 
 

At this point, the project is entered into the performance monitoring system.  

5. The project board will develop the project and produce appropriate and proportionate 
evidence for the project to go forward for further authorisation.  
 
All projects to produce a Business Case and a Delivery Plan at this stage and any 
project that ultimately delivers an ongoing service/operational activity/business entity 
will also need to produce a Business Plan as well. 

6. When submitting to CMT for final approval to go forward into the political decision-
making process, the project documents will accompany an updated, refined 
committee report, reflecting and supported by the evidence in the project documents 
together with the customary “proforma B” from Finance. 
 

At this point, the project documents are entered into the performance monitoring 
system. 

Glossary: 

Business Case – a detailed explanation of the areas that were summarised as a concept for the 
 draft committee report together with any corresponding evidence and all financial 
 information, e.g., expenditure and Return On Investment (ROI) profiles 
 

Delivery Plan –  a detailed explanation of how the project will be run, e.g., governance of the 
 project, the project team, project plan (how long it will take and key milestones), 
 communications plan, stakeholder engagement, procurement process. 
 

Business Plan –  a detailed description of how the service will continue to operate when the project 
  is complete, i.e., future sustainability e.g., running costs, governance,  
  resources, market share. 


