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The Capital Projects and Capital Programmes Boards were established in 2006/7 to ensure that there are effective governance arrangements on significant capital projects and programmes of work that the Council undertakes. 

This report provides more detail on the work of the Capital (now Corporate) Projects Board.

Recommendations:

a) That Members note progress to date.

b) That Members confirm that the information contained within business case logs and progress summary reports is appropriate to their needs. 

c) That Members confirm that they wish to receive summary reports from the Corporate Projects Board on a quarterly basis.
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To:
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3 April 2008  

Report on Corporate Projects and Corporate Programmes Board

1.
Introduction

This Committee received a report providing a progress update and proposals for extending the remit of the Capital (now renamed Corporate) Projects and Programmes Board at the meeting in February 2008 (report CE08/08).

Members requested more detailed information about the role and activities of the Corporate Projects Board and that is the subject of this report.

2.
Corporate Projects Board
2.1
New Business Cases

Business Cases are reviewed by the Corporate Projects Board and comments and recommendations passed to Corporate Programmes Board that then influence the budget approvals.  

In order to demonstrate the activities that the Corporate Projects Board undertake, a copy of the minutes from the meeting in February 2008 is attached as appendix A.

Appendix B provides minutes of a joint meeting between the Capital Projects and Capital Programmes Boards which provided an opportunity to discuss progress and the future of the Boards.

2.2
Recording and Reporting 

The extent and quality of project reporting is variable at present. Whilst there are some examples of very good practice on projects, others need some additional support and guidance to embed ‘highlights’ reports, issues logs and risk registers into routine project reporting. 

2.2.1
Highlights Reports (see appendix G)
Essentially these rely on ‘traffic light’ reporting ie green status shows everything is ok whilst red would indicate major problems on a project.

Highlights reports contain a summary of key activities and achievements since the last report, planned activities for the period up to the next individual project’s board meeting, issues and risks affecting the project during the period.

2.2.2
Risks and Issues

Risks and issues are monitored by individual project boards but it is also important that the Corporate Projects Board have an overview of key risks and issues as they may impact on other projects, or may help to identify an emerging pattern that needs addressing corporately.

2.2.3
Overview Recording

A database application has been developed to enable consolidation of projects information, more effective monitoring of projects and to inform ‘traffic light’ reporting. 

This is fairly basic but provides collated information that was not readily available previously.

Examples of summary business case logs and summary of progress (Highlights) reports which are  produced for the Corporate Programmes Board are attached as appendices C and D respectively. 

2.2.3
Covalent Performance Management Software

It is anticipated that Covalent will be used for monitoring most City Council projects in the future as this has much more integrated monitoring and reporting facilities, within and across projects and programmes,  than existing, disparate software systems that are in use. 

The implementation of Covalent itself is being monitored using the Covalent software and it will soon be tested at a high-level with the capital projects information. 

2.3
Role of the Project Support Officer 

The recent appointment of a Project Support Officer is working to bring the data from projects up to date, ensure that project governance arrangements are embedding and that key reports are provided at agreed intervals. She can alert the Corporate Projects Manager to any potential problems/clashes between projects and identify development needs of those involved in managing projects.

3.
Training 

Project Management now forms part of the Management Development Plan. Whilst PRINCE2 Practitioner training is delivered by external providers, training has been developed and delivered in-house to a number of Managers re. capital projects and the roles of the Boards and this will be developed further over the next year.

4.
Templates

A number of standard templates, with guidance, have been produced and are now available on the Intranet. The following templates are included as appendices (note that others are also available) 

· Business Case template
appendix E

· Project Initiation Document (PID)
appendix F

· Highlights report
appendix G

· Issues log
appendix H

5.
Future Plans

The groups have been renamed Corporate Projects Board and Corporate Programmes Board to reflect a broadened remit, covering non-capital projects. A framework for assessing which projects will fall within the revised remit will be developed and presented to CROS at a future meeting. The criteria for inclusion will be risk based and, in accordance with the Council’s Risk Management policy will include risks other than financial e.g. reputational, legal. 

6.
Conclusion

A substantial amount of work has been undertaken around improving project governance in relation to capital projects and this will be extended to other significant Council projects. There is still significant progress to be made, particularly in relation to compiling and summarising progress. 

A part-time Project Support Officer is now in post and she is improving and speeding up the embedding of reporting mechanisms.  

Implementation and roll-out of Covalent software will help to support this process.  

7. Recommendations

That Members note the progress of the Corporate Projects Board to date.

That Members confirm that the information contained within the business case logs (appendix C) and project summary reports (appendix D) is appropriate to their needs. 

That members confirm that they would like to receive business case logs and progress summary reports from the Corporate Projects Board on a regular basis and advise of the frequency at which they wish to receive them.

Appendix A 

Meetings Minutes/Actions Form
Purpose of meeting:


Capital Projects Board

Date & time of meeting:

22nd February 2008

Location:



Civic Centre, Carlisle

Attendees
Responsibility/Position/Company

Carolyn Mitchell 
Project Manager

Carolyn Curr
Head of Policy & Performance

Malcolm Mark
Development & Support Manager 

Simon Taylor
Housing Services & Health Partnerships Manager

Rob Stephenson
Homelessness & Hostels Co-ordinator 

Apologies


Jackie Grierson
Group Accountant 

Tom Millar
Carlisle Renaissance Programme Manager

Gordon Nicholson
Head of Facilities

John Nutley
Head of IT

Minute No.
Action No
Description 
Responsible
Target Date

1.

Previous Minutes

Capital Projects Board and joint Capital Projects and Capital Programmes Boards meeting minutes discussed.



2
1

2

3

4


New Business Cases

Homeless Families Hostel (Shaddongate)

Although this is not a statutory responsibility the Board agreed that it supports the Council’s priorities and should result in an environmentally sound and sustainable asset.

However, the cost of the project seems to be higher than initially indicated and a better estimate of costs needs to be provided (£400,000 shown in Council’s capital provision for 2007/8 but nothing beyond this) and document that adequate funding is available and where from. Simon explained that this includes £750k from the Private Sector Housing budget and the money from the sale of London Rd hostel. Potential revenue savings should also be identified and included in the PID.

Rob advised that he has met with Chris Pearson re. Renaissance proposals for Shaddongate and there did not seem to be any conflicts between the two.

The Board recommended a revised project structure from that shown in the PID, with Catherine Elliot as Sponsor, Mike Battersby as Senior Supplier, Simon Taylor as Senior User and Rob as Project Manager.  The Board stressed the need to ensure that Rob’s post can be funded as part of this bid to enable him to effectively act as Project Manager and pass part or all of his existing job to someone else.

Project controls should include documented Change Controls to be authorised at an appropriate level.

The Board agreed that the risks shown in the PID were insufficient and that the project needs to develop and maintain a risk register.

ST to provide feedback to Housing and update PID prior to next meeting.

YMCA Foyer – This does not need a business case as it is effectively a work package within an existing project (Housing – Supporting Vulnerable People). Carlisle City Council makes a financial contribution but are not responsible for delivery. However, this Board recommends that targets/indicators/ agreed triggers for release of funding and monitoring arrangements and responsibilities should be documented. MS/RS/MM to liase to develop these.

ST to speak to Tom Millar re. Carlisle Renaissance Historic core work which may be planned for the YMCA area

Extra Care Housing Partnership

As with the Foyer, this does not need a business case as it is effectively a work package within an existing project. We make a financial contribution but are not responsible for delivery. This Board recommends that targets/indicators/ agreed triggers for release of funding and monitoring arrangements and responsibilities needs to be documented. MS/RS/MM to liase to develop these.

Ghyll Bank – Business Case to be presented at next meeting.

EDRMS update – CC advised that work with the consultants was leading to the view that there is not a sound business case for EDRMS at present so it is likely to be withdrawn.
CM

MM/MS/RS

ST

MM/MS/RS


3
5


2007/08 Projects

No major financial issues.

CROS report – CM advised that CROS were supportive of an extended remit but asked for a further report with more detailed description of the achievements of the Capital Projects Board since its inception and the framework for assessing which projects should be considered/reviewed by the group.

Highlights Reports 

Housing – green/amber

Bitts Depot – amber in January but now green as alterations to internal layout have been agreed and work is progressing.

Cremator – complete

Synthetic Hockey Pitch – red due to shortfall of funding

Bitts Park Airdome – complete

Willowholme - 

MS reported that Belah is now stopped until CHA funding is in place.  
CM


20/03/08

5



Any Other Business

Carry Forward proformas to be circulated by Finance by end of March.





Date of Next Meeting

19th March 2008 at 2pm in 9th Floor Committee Room.





Appendix B

Minutes of Joint Meeting of Capital Projects and Programmes Board

Date & time of meeting:
19th December 2007 

Location:
Civic Centre, Carlisle




Attendees
Responsibility/Position/Company

Jason Gooding (Chair)
Deputy Chief Exec.

Mike Battersby 
Director of Community Services

Angela Brown
Director of Corporate Services

Carolyn Curr
Head of Policy & Performance

Carolyn Mitchell 
Corporate Projects Manager

Malcolm Mark
Development & Support Manager 

Jackie Grierson
Group Accountant 

Gordon Nicholson
Head of Facilities

John Nutley
Head of IT

Tom Millar
Carlisle Renaissance Programme Manager

Apologies
G Nicolson, Head of Facilities Management


Action By

Project Managers Report

Progress to Date:  See Project Manager’s written report


Terms of Reference - Remit of Capital Projects Board

The prime task is quality assurance of business case and project delivery. Does it fit with the aims and priorities of the council?

It was agreed that the remit should be extended  to include revenue projects and assessment will be ‘risk based’ (criteria to be developed).


CM

Reporting Mechanisms

CM to produce a report updating CROS in Feb.

Capital Project Board updates to be included in J Grierson’s reports to Exec.

CM

JGr

Update/Feedback from Programme Board Members

· The system is working – a huge improvement compared to a year ago.

· There has been a reduction in the amount of capital carried forward because of projects running over time.

· People now know they have to go through a process.

· Members are now aware of what the Board does and looks for its comments.

It was agreed that the Programmes Board would:

· meet more regularly than they have 

· provide more feedback to the Projects Board

· take a proactive role in overviewing and prioritising the Council’s programme


AB

Risks & Issues

Business Cases 06/07 and 07/08 – concerns about projects still being approved where no business case has been reviewed by the Capital Projects Board. Programmes Board recognise that this will happen but Angela advised that that Finance wouldn’t release funding until a business case has been approved.  

The groups agreed that it would be helpful to have some revenue funding allocated to a ‘pool’ reserved for business case development. However, funding for feasibilty etc. should be included in initial costs identified for projects.
AB to ensure Finance are aware of this

AB

Any Other Business 

A Brown referred to the Project Management Training.  The group discussed this and concluded that no more Prince2 should be done by external organisations (unless qualification is an essential  job requirement) and relevant project management training should be delivered in-house for all levels of staff according to what they need.

Project closure, lessons learned, post project review processes and templates will be developed further.

More work on Benefits Realisation is needed as this is an area where awareness raising is needed within the Authority.

Further ‘in-house’ training to be developed and delivered.
CM

JGo/CM

CM with support from Boards


Appendix C   
Business Case Log  - Considered by Capital Projects Board 01/09/07 to 15/03/08


CPB Ref
Project Name
Date of Meeting
Additional info
Comments
Date to CProg


 requested
 Board


17
Adelaide Street Allotments
19/09/2007
Yes
Recommend approval subject to confirmation that estimates have been/are 
19/09/2007


 Funding
received to show that costs will not exceed budget. 


Quotes received from Elizabeth show that the work should be done within budget


 requested.


18
Hammonds CCTV
19/09/2007
Yes
There is an existing agreement within the Authority that any new CCTV would 
19/09/2007


use existing data centres. This could result in some savings and discussions with


 IT should take place to clarify this prior to further progress.


Ongoing revenue cost for maintenance has not been included in the bid. Is this 


because there is already a revenue budget in place for the existing cameras that 


can simply be transferred to these?


Recommend approval subject to liason with (and feedback from) IT and CDRP and


 approval by Service Head and Director. 


CM contacted Phil Gray 27/09/07 for more info and updated business cases (see 


minutes of CPB 19/9/07)


19
River Petteril 
19/09/2007
Yes
Recommend that this should be approved subject to:
19/09/2007


Reinforcement/Enhanceme
Confirmation of legal position re. ownership and responsibilities of riparian owner.


nt Works


Condition survey/indication on rest of riverbank to establish that this amount of 


money is adequate/what is the likely overall or longer term cost


27/09/07 CM requested info and updated business case from Phil Gray.(see 


minutes 19/09/07)


02/11/07 CCC's ownership of the land verbally confirmed by Sally Nicholson.  


Mike Swindlehurst has Title Number: CU216363. Copy Official Register and Plan 


from Claire Liddle - further information of section of bank, if specified,  can be 


obtained.

19 March 2008
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CPB Ref
Project Name
Date of Meeting
Additional info
Comments
Date to CProg


 requested
 Board


20
Kingstown Nature 
19/09/2007
Yes
27/09/07 CM requested info & updated business cases from Phil Gray
19/09/2007


Reserves


21
CCTV Room Relocation
19/09/2007
No
Bid wthdrawn not supported by Director
19/09/2007


22
7th Green - Riverbank 
19/09/2007
No
Recommend should not proceed further due to lack of information
19/09/2007


Erosion


CM advised Mark Beveridge by email 27/09/07


23
Play Raffles MUGA 
19/09/2007
Yes
What is Play Raffles? Are there any risks associated with the sustainability of 
19/09/2007


Multi-Use Games Area
revenue funding sources and if so, how would these be mitigated? What’s the 


breakdown of grants and contributions by contributor? Do we own the disused 


games area that would be the site of the MUGA?


Otherwise, this seems like a sound business case and the CPB recommend 


approval.


No approvals or comments from Service Head or Director shown


Discussions ongoing with Sport England regarding return of funding.


102
Caldew Flood Alleviation
21/11/2007
Yes
Project has been approved by Executive but no business case has been seen by


 Capital Projects Board.  GN to present a report at next meeting.


103
Homeless Families Hostel 
22/02/2008
Yes
Although this is not a statutory responsibility the Board agreed that it supports the
22/02/2008


(Shaddongate)
 Council’s priorities and should result in an environmentally sound and sustainable


 asset.


However, the cost of the project seems to be higher than initially indicated and a 


better estimate of costs needs to be provided (£400,000 shown in Council’s 


capital provision for 2007/8 but nothing beyond this) and document that adequate 


funding is available and where from. Simon explained that this includes £750k 


from the Private Sector Housing budget and the money from the sale of London 


Rd hostel. Potential revenue savings should also be identified and included in the 


PID.


19 March 2008
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CPB Ref
Project Name
Date of Meeting
Additional info
Comments
Date to CProg


 requested
 Board


The Board recommended a revised project structure from that shown in the PID, 


with Catherine Elliot as Sponsor, Mike Battersby as Senior Supplier, Simon Taylor 


as Senior User and Rob as Project Manager.  The Board stressed the need to 


ensure that Rob’s post can be funded as part of this bid to enable him to 


effectively act as Project Manager and pass part or all of his existing job to 


someone else.


Project controls should include documented Change Controls to be authorised at 


an appropriate level.


The Board agreed that the risks shown in the PID were insufficient and that the 


project needs to develop and maintain a risk register.


ST to provide feedback to Housing and update PID prior to next meeting.

19 March 2008
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Appendix D 


Capital Projects Report Summary - Progress reports received between
01/01/08
and
14/03/08


Status
Red

Report
CPB  
Project Name
Project 
End date
On 
On 
Status Explained
On 


 to
ref
Manager
Start date
Time
budget
Quality


05/02/2008
11
Synthetic Hockey 
David Ellis
01/05/2007
No
No
Project stopped due to lack of funding.


Pitch (All weather 


astro turf pitch)

03/03/2008
11
Synthetic Hockey 
David Ellis
01/05/2007
No
No
Project currently stopped due to shortfall of funding. May 


Pitch (All weather 
be rise in costs from Contractor S. I. S. due to wait 


astro turf pitch)
(inflation etc).  Full planning permission has been 


approved.


05/03/2008
52
Payroll/Personnel 
Carolyn 
13/02/2008
No
No
Overspend - mainly due to changes in project costing of 


System
Mitchell
staff time. Delayed due to lack of capacity within HR.

Status
Amber

Report
CPB  
Project Name
Project 
End date
On 
On 
Status Explained
On 


 to
ref
Manager
Start date
Time
budget
Quality


21/01/2008
8
Bitts Park Depot 
David Ellis
01/07/2007
01/04/2008
no
Some alterations needed and probs with condensation.


Block 2 Reconstruction


05/03/2008
47
Car Park 
Keith Poole
Project scope has changed - £27,000 left (for hardware 


Improvements
and software).  Keith Poole is now Project Manager.


28/02/2008
36
Customer Services
Mark 
No
For phase 2.  Funding allocated for 07/08 but business 


Beveridge
case not yet developed. Carry forward to 08/09.

19 March 2008
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RAG Status
Green

Report
CPB  
Project Name
Project 
End date
On 
On 
Status Explained
On 


 to
ref
Manager
Start date
Time
budget
Quality


04/02/2008
1
Belah Community 
Martin 
01/10/2007
Planning application due to be submitted.  Anticipated 


Centre
Faulder
start on site 19 May.  Comm Centre to vacate site on 


21/04/08.


05/03/2008
1
Belah Community 
Martin 
01/10/2007
Yes
Yes
Construction stage health and safety plan.


Centre
Faulder

  05/03/2008
1
Belah Community 
Martin 
01/10/2007



Planning & building control applications submitted.  


Centre
Faulder
Expressions of interest have been advertised & to date 5 


have been received back.  Project due to go out to tender


 on 14 March.  Contract cannot be placed with Contractor


 until all funding in Code.  Comm Centre due to vacate site 


on 21 April.


05/02/2008
5
Bitts Park Airdome
David Ellis
01/12/2006
02/08/2008
No
Yes
Courts complete. Dome to be erected in Jan (weather 


dependent)


28/02/2008
5
Bitts Park Airdome
David Ellis
01/12/2006
02/08/2008 
No
Yes
Near Completion.  Dome late due to weather.  CLL 


operate this facility.

03/03/2008
5
Bitts Park Airdome
David Ellis
01/12/2006
02/08/2008
Yes
Project now complete except for minor snags.  Need 


favourable weather conditions for coatings & markings to


 courts.  Have verbal approval to use facility but waiting 


for sign off from Building Control.  Defects to be monitored
No 


by Projects Team until Dec 08.


05/02/2008
8
Bitts Park Depot 
David Ellis
01/07/2007
01/04/2008
Yes
Programme on schedule to be completed soon with handover Yes


Block 2 
to end users 1st week in April.  Building construction within 


Reconstruction
original budget plus contribution for end-user 


requirements.  Remaining budget to be spent on creation 


of space and infrastructure within the Depot as a whole. 


 Quality of construction work is high.


05/03/2008
8
Bitts Park Depot 
David Ellis
01/07/2007
01/04/2008
Yes
Yes
Only retention carried over.


Block 2 


Reconstruction


19 March 2008
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RAG Status
Green

Report
CPB  
Project Name
Project 
End date
On 
On 
Status Explained
On 


 to
ref
Manager
Start date
Time
budget
Quality


28/02/2008
77
Bitts Park Play Area
Mark 
Project Completed.


Beveridge


28/02/2008
25
Bitts Park Water 
Mark 
Project completed.


Feature
Beveridge


07/01/2008
66
Bousteads depot
Mike 
Add work added to scheme.

Good


Swindlehurst


05/02/2008
9
Bousteads Grassing
Martin 
Yes
Work to Havs store should be complete this week. 

Good


 Yard Development
Faulder
Materials have been removed to the new dry goods 


store.  Barrier & white lining to be carried out in next few 


weeks.  Add work add to the overall scheme.  The 


alteration to the bothey to provided updated & larger 


mess facitilites. Pedestrian health & safety measures are 


being implemented.

05/03/2008
9
Bousteads Grassing
Martin 
Work to HAV's store now complete, will require some 

Yes


 Yard Development
Faulder
racking once store is up and running.  Barrier & white 


lining positions will being finalised with end users, should 


be complete by end of March.  Add work added to sch.  


Alteration to bothey to provide updated & larger mess 


facilities.  Pedestrian health & safety measures are being 


implemented.


19 March 2008
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RAG Status
Green

Report
CPB  
Project Name
Project 
End date
On 
On 
Status Explained
On 


 to
ref
Manager
Start date
Time
budget
Quality


05/02/2008
78
Cremators
David Ellis
01/01/2005
01/10/2007
Near completion with exception of some minor snags and


 defects.


03/03/2008
78
Cremators
David Ellis
01/01/2005
01/10/2007
Yes
With the exception of pipe lagging to the recent heat 
No


recovery pipe work, the project is complete.  Defects to 


be monitored by Project Team until end of Oct 08.  Surplus 


£10,000.


28/02/2008
7
Cummersdale Play 
David Ellis
01/10/2007
31/12/2007
Yes
Near Completion


Area


05/02/2008
34
Durranhill Industrial 
Martin 
Yes
Work started again after VAT delay.  CCTV issues 


Estate
Faulder
resolved.  Signage info still required from Property 


Services.


05/03/2008
34
Durranhill Industrial 
Martin 
Yes
Yes
CCTV now installed and working (ANPR camera).  The 


Estate
Faulder
re-deployable camera to be installed in next 2 weeks.  


Footway surfacing to be carried out towards end of this 


month.  Still some minor carriageway repairs to be 


finished off.  Signage to estate entrance no longer 


required by property services.  VAT and CCTV issues 


now resolved.





 


Near completion.  £138,764 to date.  Some things removed




from project scope and some weather dependant issues.


06/03/2008
64
Energy Efficiency
David Kay
13/02/2008
Yes
No work to do on this project.
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RAG Status
Green

Report
CPB  
Project Name
Project 
End date
On 
On 
Status Explained

On 


 to
ref
Manager
Start date
Time
budget

Quality


28/02/2008
55
Fusehill Street Play 
Mark 
Project completed.


Area
Beveridge


04/02/2008
84
Garfield St Group 
Martin 
14/01/2008
15/05/2008
Poor weather conditions but work is progressing. Signing

Yes



Repairs
Faulder
up of property owners still being finalised.  Full extent of 


project therefore yet not known.


05/03/2008
84
Garfield St Group 
Martin 
14/01/2008
15/05/2008
Yes
Contractor started on site & progressing as best as poor 


Repairs
Faulder
weather allows.  All work to roofs & chimneys should be 


complete by w/e 14 March.  Door & window replacement 


starting next week.  Project on programme.  Some 


concerns about PPE but contractor notified.  Concerns 


about health & safety plan have been rectified.  


Contractor has been asked that pavement below scaffold


 is left free from debris after complaints received.  Couple


 of issues with ingress of water during re-roofing 


operation due to recent severe gales now resolved with 


property owners.


06/03/2008
45
GIS - Data Capture
Rob 
Yes
Expected completion by end of March 2008.


Stapleton


06/03/2008
43
GIS - General
Rob 
Yes
Expected completion by end of March 2008.


Stapleton


06/03/2008
44
GIS - Payments 
Rob 
Yes
Expected completion by end of March 2008.


to external  
Stapleton


consultants

19 March 2008
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RAG Status
Green

Report
CPB  
Project Name
Project 
End date
On 
On 
Status Explained
On 


 to
ref
Manager
Start date
Time
budget

Quality


06/03/2008
46
GIS - Software
Rob 
Yes
Expected completion by end of March 2008.


Stapleton


05/03/2008
87
John St Hostel
Martin 
Architect is progressing towards stage D (planning 


Faulder
approval).  Environmental site desk study report received.


 Bid for funding submitted and awaiting outcome - Early 


April.


04/02/2008
87
John St Hostel
Martin 
Project to Planning.  Waiting for detailed drawings.


01/02/2008
13
Longtown MTI 
Martin 
yes
Near completion.

Yes


Townscape
Faulder


Faulder


05/03/2008
13
Longtown MTI 
Martin 
Yes
Practical completion achieved 21 Dec 07.  Minor snagging
Yes


Townscape
Faulder
 still to be resolved.  Traffic management now removed.


28/02/2008
81
Multi Use Games 
Mark 
Project Completed.


Area - Hammonds
Beveridge


19 March 2008
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RAG Status
Green

Report
CPB  
Project Name
Project 
End date
On 
On 
Status Explained
On 


 to
ref
Manager
Start date
Time
budget
Quality


28/02/2008
80
Multi Use Games 
Mark 
Yes
Balance from other 2 done - Melbourne Park and Petteril 


Areas
Beveridge
Bank - Balance to return to Sport England.


13/03/2008
3
Performance 
Tommy 
Yes
Work is now underway.
Yes


Information System
Davies


06/03/2008
39
Planned Major 
David Kay
Yes
This project is now completed carrying out asbestos 


Repairs - Asbestos
removal work in various properties to achieve compliance


 with current asbestos regulations.  Project related risk 


assessments have been carried out.


06/03/2008
38
Planned Major 
David Kay
01/04/2007
Yes
Yes
This project is now completed.  The project is to carry 
Yes


Repairs - Civic 
out re-siting and fire precautions work in the Civic Centre.


Centre
 he project brief was established  by previous projects 


on other floors of the Civic Centre.  Project related risk 


assessments carried out.


06/03/2008
37
Planned Major 
David Kay
01/04/2007
Yes
Yes
This project is now completed.  The project is to carry out


Repairs - General
condition surveys on buildings.  The reports are sent to 


the project manager when completed.
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RAG Status
Green

Report
CPB  
Project Name
Project 
End date
On 
On 
Status Explained
On 


 to
ref
Manager
Start date
Time
budget
Quality


06/03/2008
4
Play Area 
Phil Gray
No
This was 06/07 project but is running late.


Development


05/03/2008
49
Sheepmount Bridge
Mike 
13/02/2008
Completed.


Swindlehurst


28/02/2008
30
Sheepmount 
Mark 
Project nearly completed.


Development
Beveridge


28/02/2008
31
Sheepmount 
Mark 
On-going programme of work (maintenance work not 


Drainage
Beveridge
PRINCE2 format).  Started in 2006.


28/02/2008
28
Stonyholme (CLL)
Mark 
Project completed.


Beveridge


28/02/2008
72
Tullie House Gallery Mark 
Project Completed.


Improvements
Beveridge


05/03/2008
85
Westmoreland 
Martin 
30/11/2007
Yes
Yes
Retention only.


Street Group 
Faulder


Repairs


01/02/2008
85
Westmoreland 
Martin 
30/11/2007
Contractor works completed but condensation issues.  
No


Street Group 
Faulder
Internal leak at eaves level.


Repairs


19 March 2008
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RAG Status
Green

Report
CPB  
Project Name
Project 
End date
On 
On 
Status Explained
On 


 to
ref
Manager
Start date
Time
budget
Quality


05/03/2008
85
Westmoreland 
Martin 
30/11/2007
Contractor has completed the works and list of minor 
Yes


Street Group 
Faulder
defects has been produced.  Most have been rectified.  


Repairs
Highways have installed bollards & lowered the corners 


for disabled access.  This is the last report until end of 


defects liability period in approx 6 months.


05/02/2008
65
Willowholme Depot
Martin 
Planning and design stage.  UU due to install a new 


Faulder
sewer through site requiring whole of depot.


05/03/2008
33
Willowholme 
Martin 
Yes
Planning application in.  Major sewer works on site.


Industrial Estate
Faulder


07/01/2008
33
Willowholme 
Martin 
UU installing new sewer through depot starting April 08 


Industrial Estate
Faulder
requiring whole of site.
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Appendix E 


 BUSINESS CASE TEMPLATE

Project Name
insert project name

Author/Contact Officer:

Contact Details:


Service Head:


Directorate:


Portfolio Holder:


Document/Version Number:

Date:


Document Location:


Document History

Revision History



Revision date
Previous revision date
Summary of Changes
Changes marked
















Approvals
This document requires the following approvals.




Individual or Group
Name/ Contact
Date Issued
Document/ Version No. 
Date Approved
Comments (attach additional sheets if necessary)

Service Head






Director






Capital Projects Board






Capital Programmes Board






SMT






Executive













Purpose of this document
To document the justification for the undertaking of the project, based on the estimated cost of development and implementation against the risks and anticipated business benefits and savings to be gained.

Contents
This Business Case contains the following topics:

Topic
See Page

Brief Description


Reasons


Objectives


Options Appraisal


Benefits expected


Impact on Corporate Priorities and Service Standards


Other Strategic Considerations


Proposed Timetable


Input Required from Other Teams/External Parties


Risks


Summary Investment Appraisal


Estimated Costs


Brief Description 




Reasons



Objectives




Options Appraisal



Benefits Expected 
?


What are the measurable benefits? 
How will these improvements be measured against today’s achievements
?
When are the benefits likely to be achieved?

























Specific Impact on Corporate Priorities and Service Standards

 

Other Strategic Considerations 


Proposed Timetable
Estimated Date & Comments

Formal Approval for project by Council Executive


Tender Process Complete


Implementation Programme (please provide details of any known milestones and key dates within this)


Estimated Completion


Post Contract Evaluation Due


Details of input required from other teams in the Council to deliver the project. 






Involvement Required 
Name of person consulted re. feasibility of their input  
Summary of involvement to date and their comments (attach additional sheets if necessary)

Construction/Property Services




External Funding Officer




HR




IT




Legal Services




Procurement




Project Management




Details of Input required from External Bodies e.g. contractors, consultants, service providers, partners 




Risks (click here for guidance notes). 


Risk

Likelihood

Impact

Action to mitigate risk

























If the proposal has been the subject of a separate report to Members, including Overview and Scrutiny, please state which committee(s) and give report dates, titles and references.



Summary Investment appraisal 



Summary of Estimated Costs (please ensure that detailed budget breakdowns are attached if applicable)

   Capital Payments

Total/Gross Capital Cost [A]

Capital Grants & Contributions

Total Grants & Contributions [B]

NET COST TO BE MET FROM

CARLISLE RESOURCES [A] – [B]

Revenue Costs

Total/Gross Revenue Cost [C]

Income

Total Revenue Income [D]

NET REVENUE COST TO BE INCLUDED in the BUDGET [C] – [D]
2008/09

£’000s

0

0

0

0
2009/10

£’000s

0

0

0

0


2010/11

£’000s


After

2010/11

£’000s



Financial Services Comments



Finance Officer:                                                  Date:



Business Case Guidance Notes

Reasons
Provide a description of the background to the project. 

Include any history of events and a brief summary of any current system that is to be replaced.

Briefly state the purpose of the project.

Objectives
Please set out the objective of the scheme, its outcome and outputs relating to any policy priorities which will be met.  
Describe how the project supports corporate objectives, business strategy, plans or programmes.

Describe, in simple terms, the key benefits of the project.

Explain the reasons for the selection of the chosen solution (where appropriate).

Options
Please indicate the different options considered (including ‘do nothing’) to achieve the objectives of the proposal and why that now presented was chosen.

Benefits Expected 
Explain what benefits the project will bring in terms of:

· Cost savings

· Time and efficiency gains

· Improved quality 

· Process improvement

· Enhanced controls (e.g. security)

· Ease of operation

Try to express the benefits in a way that can be measured.

Be specific about the benefits to be realised – where the benefits will be gained, which processes are affected, who will be involved, when will the benefits be realised. Means of measuring the benefit

What controls will be established to ensure that the benefit is being realised



Risks
You should conduct a risk assessment on any new proposals.  Briefly set out any issues arising here.  These could potentially be:-

· Whether the proposal can be achieved using existing staff resources. Is there really the capacity to carry out this project?

· The impact on service delivery and/or failure to meet business needs, Council aims or budget priorities;

· Where no action could result in the wasteful use of financial and staff resources;

· Where there is a potential for revenue losses and/or an increase in an expenditure head cost base etc.

Ensure that the risks been evaluated in accordance with the Council’s Risk Management Policy.

Indicate whether the perceived risks are High, Medium or Low in terms of the likelihood of them occurring and their impact on the project. Also provide details of any strategies or processes in place to manage the risks associated with the proposal.



Cost
Provide an indication of the expected costs and timescales of the proposed project. 



 Timetable
Indicative timetable for project milestones/ approvals.



 Investment appraisal
This part of the business case needs to demonstrate a ‘return on investment’, for example by reducing risk, driving up performance or increasing efficiency. It is critical to define how successful delivery of the anticipated outcomes will be demonstrated. For significant investments these details must be integrated into the Service Plans for the relevant Directorates and therefore subsumed into the performance management framework.



Appendix F – PID template
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<PROJECT NAME>



Project Initiation DOCUMENT

(PID)

ID:
<Doc ID>

Version:
<Draft>

Author:
<Author Name>

Date:
<DD-MON-YY>



1. Background

Provide a description of the background to the project here. 

Include any history of events and a brief summary of any current system that is to be replaced.

Briefly state the purpose of the project.

2. Outline Business Case

Describe how this project supports the business strategy, plans or programmes.

Describe in simple terms the key benefits of the project.

Explain the reasons for the selection of the chosen solution (where appropriate).

Make reference to the full business case document where possible.

3. Project objectives and scope

3.1 Project objectives

Explain what the project needs to achieve in terms of performance and quality, budget and time to completion. Describe what will be in place once the project is completed.

3.2 Project scope

Define the scope of the project. Specify inclusions and exclusions. Define any boundaries and/or dependencies with other projects.

Define:

· any exclusions from scope

· constraints on the project (e.g. resource availability)

· interfaces to other projects and/or systems

· dependencies on other projects or parts of the business.

· details of other projects that are dependent on part or all of this one

4. Project deliverables

Provide a list of the key deliverables (products) of the project. Where possible indicate the responsibilities for delivering the products (e.g. Supplier, User) and the expected timescale.

5. Project approach

Explain how the project will be organised in terms of stages and product delivery.

Identify any standard process models that are to be used for stages of the project (e.g. PRINCE2, ISO 12207, DSDM).

6. Project Plan

Provide an overall plan for the project. This should at least provide a high-level view of the stages and the timescales

The PID should include the detailed plan for the project as an appendix, preferably produced with a software package such as MS-Project.

7. Organisation – roles and responsibilities

Describe the project organisation and specific roles and responsibilities (including the Project Board).

8. Resource requirements

Provide an indication of the expected resource requirements for the proposed project. 

9. Project costs

Provide detailed breakdown of costs with profile of expenditure and income 


Anticipated Expenditure/Income by Month (show multiple years if applicable)

Description/Cost code
1
2
3
4
5
6
7
8
9
10
11
12





















































































10. Project quality

Define any standards or ways of working that need to be met (e.g. ISO standards, quality systems). 

Identify any quality reviews or audits to be conducted and who will be responsible for conducting them. 

Define any management processes needed to support the project (e.g.  change control, configuration management). 

11. Project controls

Define any controls on the project (e.g. Project Board reviews, management reporting).

Specify any project specific review points during the project process.

12. Risk management

Describe any known risks in terms of the risk, its probability, its potential impact and explain how each risk will be managed. This should use the standard corporate Risk Register format and can be attached as an appendix. 

Project: 

Author:                   
Date:  

Reporting Period: 
From: 

To: 

Warning Flags:
% complete
This Month
Justification
 

[image: image3.wmf]Red

Schedule: 





Financial: 





Technical: 





Operations:
 








Summary





Key achievements in this period:


Key activities for next period


Key Issues currently affecting the project



Key Risks currently affecting the project
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Appendix H 
Issues Log Template


Project Name:

Date:

         Version 




Author:




Owner:




Document Number:


 




Document History

 Document 

Location
This document is only valid on the day it was printed.



Revision History


Revision date
Previous revision date
Summary of Changes
Changes marked











Distribution
This document has been distributed to:

Name
Title
Date of Issue
Version





















Purpose
To summarise all of the Project Issues, their analysis and status.

Issues:


Reference


Author


Date Identified
Date of Last Update
Description

Status






















































































� CONTROL Forms.OptionButton.1 \s ���





� CONTROL Forms.OptionButton.1 \s ���





� CONTROL Forms.OptionButton.1 \s ���





Please tick appropriate box to indicate overall status of project progress 





� CONTROL Forms.TextBox.1 \s ���





Appendix G – Highlights Report Template








�PAGE \# "'Page: '#'�'"  �� Provide a description of the background to the project here. 


Include any history of events and a brief summary of any current system that is to be replaced.


Briefly state the purpose of the project.





�PAGE \# "'Page: '#'�'"  �� Provide a brief description of the project


�PAGE \# "'Page: '#'�'"  �� Describe the background to the project here. 


Include any history of events and a brief summary of any current system that is to be replaced.


Briefly state the purpose of the project.





�PAGE \# "'Page: '#'�'"  ��Please set out the objective of the scheme, its outcome and outputs relating to any policy priorities which will be met.  


Describe how the project supports corporate objectives, business strategy, plans or programmes.


Describe, in simple terms, the key benefits of the project.


Explain the reasons for the selection of the chosen solution (where appropriate).





�PAGE \# "'Page: '#'�'"  �� Please indicate the different options considered (including ‘do nothing’) to achieve the objectives of the proposal and why that now presented was chosen.





�PAGE \# "'Page: '#'�'"  �� Be specific about the benefits to be realised , where they will be gained, which processes are affected, who will be involved. Explain what benefits the project will bring in terms of:


Cost savings


Time and efficiency gains


Improved quality 


Process improvement


Enhanced controls (e.g. security)


Ease of operation


Try to express the benefits in a way that can be measured.





�PAGE \# "'Page: '#'�'"  �� Means of measuring the benefit and what controls will be established to ensure that the benefit is being realised





�PAGE \# "'Page: '#'�'"  �� Please indicate the different options considered (including ‘do nothing’) to achieve the objectives of the proposal and why the option now presented was chosen.





�PAGE \# "'Page: '#'�'"  �� You should conduct a risk assessment on any new proposals.  Briefly set out any issues arising here.


�PAGE \# "'Page: '#'�'"  �� Indicate whether the perceived risks are High, Medium or Low in terms of the likelihood of them occurring.


�PAGE \# "'Page: '#'�'"  ��Indicate whether the perceived risks are High, Medium or Low in terms of their impact on the project.


�PAGE \# "'Page: '#'�'"  �� Details of any strategies or processes in place to manage the risks associated with the proposal.


�PAGE \# "'Page: '#'�'"  ��This part of the business case needs to demonstrate a ‘return on investment’, for example by reducing risk, driving up performance or increasing efficiency. It is critical to define how successful delivery of the anticipated outcomes will be demonstrated. For significant investments these details must be integrated into the Service Plans for the relevant Directorates and therefore subsumed into the performance management framework.


�PAGE \# "'Page: '#'�'"  ��Date of last report to the Project Board


�PAGE \# "'Page: '#'�'"  �� Brief explanation of reason for warning flag colour 


�PAGE \# "'Page: '#'�'"  ��Green = No problems, Amber = Some concerns, Red= Major problems/’Showstoppers’


�PAGE \# "'Page: '#'�'"  ��Green = No problems, Amber = Some concerns, Red= Major problems/’Showstoppers’


�PAGE \# "'Page: '#'�'"  ��Green = No problems, Amber = Some concerns, Red= Major problems/’Showstoppers’


�PAGE \# "'Page: '#'�'"  ��Green = No problems, Amber = Some concerns, Red= Major problems/’Showstoppers’


�PAGE \# "'Page: '#'�'"  ��Include the key issues affecting the project from the Issues Log and Exception reports


�PAGE \# "'Page: '#'�'"  ��Include the key current risks to the project from the Risk Register


�PAGE \# "'Page: '#'�'"  ��Unique identifier for this issue


�PAGE \# "'Page: '#'�'"  ��Description of what has been found out through analysis of the issue


Any actions that have been taken


What is going to happen to resolve the issue going forward


�PAGE \# "'Page: '#'�'"  �� Indicate whether New/Open/Closed and/or a summary description of the current status





1 IF  = 1 "Note: in compliance with section 100d of the Local Government (Access to Information) Act 1985 the report has been prepared in part from the following papers: None" \* MERGEFORMAT 
Note: in compliance with section 100d of the Local Government (Access to Information) Act 1985 the report has been prepared in part from the following papers: None
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