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Mandate / Brief / PID Guidance Notes

The Mandate/ Brief/ PID is a workflow project management document. It is a single point of truth that sets out what is proposed with a project, who is involved, any risk, constraint or interdependency issues, what budget is needed, which governance groups it is taken to for approval, and
what decisions are made on the project. Only one is used for each capital project, throughout the duration of the project lifecycle. Initially, in the Foundation stage of project development, a Project Delivery Manager will complete this document as a Mandate. It will be updated to a Brief in
Discovery project stage, and to a PID in the Design project stage. The Mandate/ Brief/ PID is protected to maintain the formulas and supporting guidance so please don’t try and unprotect the document. On the form you will see grey boxes, this is where you input text and once complete
press Tab to move to the next grey field. If you want to go back to a previous field just press Shift &Tab. When completing the financial breakdown table, to add up the figures as just press tab on to the next box and the figures will add up.

Guidance notes and definitions

This should be the Project Delivery Manager or Project Sponsor. Note: editing of the project PID will be limited to author, the Finance Lead and the PMO.

Project and Governance Details

Project Number -{ Each project will have a number, issued by the Project Management Office (PMO).

Project Name - Name/description of the capital project. This should be appropriate for the entire lifecycle of the project.

Version-| The version numbers helps keep track of changes, ensure everyone is working with the most up-to-date information, and maintain version control.

Have we delivered any similar projects in

the pasts | e have worked on a similar project previousy, please review the closure report as it will provide valuable context It willhelp identiy lessons leared, best practices, and potentia isks based on previous experience.

Proposed Project Governance (to be agreed by Working Group and Placemaking Board)

Proposed Project Governance -{ This sets out who is involved in the project, and who is ible and forits and delivery.

A senior Council Officer, normally an Assistant Director or Head of Service, with overall responsibility for the success of the project across its lifecycle, from Foundation to Review stage. The sponsor is responsible for ensuring there is a clear business case articulated in

Project SPonsor-|y o reject management document, that it is delivered within budget and that the benefits are realised.

Director who has overall andis for making key (project gateways and exceptions issues) on the commissioning/ specification of a capital project, including where that is delivered through other service areas in the Council. They

Project Executive-| ;b1 the project sponsor and project manager to account.

Asingle Council Officer with responsibility for day-to-day delivery of the project. They develop the project in its foundation stage (including commissioning feasibility studies), are responsible for writing and updating the Mandate/ Brief/ PID and tracking whether the project

Project Delivery Manager (PDM)-| ;o\ oino delivered to plan, timescales, budget, and quality. They wil highlight general progress, report on gateways, and escalate exception issues and proposed changes to the Project Sponsor and Working Group.

Independent corporate support provided by the Project Management Officer to ensure that the Project's costs, risks, and delivery plan are being managed effectively by the Project Delivery Manager and Project Team/ Group. They provide assurance to the Project

ProjectAssurance-| £ o . tive and Capital Programme Board that anticipated outputs, outcomes and benefits are deliverable.

Working Group - To provide the overall direction on the Project to deliver agreed strategic objectives and deliverables. Note: Not every project will have a working group, or it may be stood up/ down at different project stages

Initiated and led by the project delivery manager, the project team group will normally be made up of staff from different departments across the Council, as well as potentially externally commissioned agents (consultants, contractors, technical experts) to provide subject

ProjectTeam/Group -\ tter expertise to enable development and delivery of a project across its lifecycle.

This is a nominated representative from the Finance Team. They must be sent the PID link by the PDM and must be consulted with regarding the initial project costs. They should also be regularly consulted during subsequent project gateways: to ensure that all project

Finance Officer/Lead | ;.15 are identified and accounted for in the Capital Programme and Medium-Term Financial Plan; to control project delivery costs in line with accounting standards; and, to ensure that sufficient budget is avalable for project development and delivery.

This is a nominated Capital Prog; Officer from the Prog Office (PMO). They must be sent the PID link by the PMO and will set up an initial meeting with the PDM and Finance to check and help complete the PID. They will set up a project folder
Programme Management Office Lead - in Teams, provide a project reference number and include the project in the Capital Programme pipeline. They must be consulted on project gateway work and wil facilitate gateway approvals and exception matters/ change requests at the Capital Programme governance
groups.

Support/Resources

What support/resources will be needed| Include here what resources are required for the project, including internal and external staff, financial or other physical resources. Consider whether these can be sourced from resources within SBC? You may be required to provide a fully costed resource plan to evidence|
from other service areas?| sufficient resources.

Communication and Stakeholders

Communication Plan -| Please contact the Communications Team for a template. The Communication Plan ensures that all stakeholders receive the right information at the right time, fosters transparency, and clarifies roles and responsibilities.

Stakeholders are individuals, groups, or organizations that have an interest i or are affected by a project, its outcomes, or its processes. They can include project team members, customers, sponsors, suppliers, regulators, and the wider community. The method of contact

Stakeholders | -1\ include: Emails, Meetings (in-person or virtual), Phone calls, Video conferencing, Newsletters or reports, Project dashboards or online portals, Instant messaging apps (e.g. Slack, Teams), Workshops or seminars etc.

A project description is a clear, concise summary that outlines the purpose, scope, and objectives of a project. It provides stakeholders with an understanding of what the project aims to achieve. What should be included:
Project purpose and goals: Why the project s being undertaken and what it aims to accomplish.

Scope: The boundaries of the project — what is included and what is not.

Deliverables: Key outputs or products the project will produce.

Background: Context o reasons for initiating the project.

Key stakeholders: Who is involved or impacted.

Timeline: Overview of the expected schedule or key milestones.

High-level resources: Budget, team, or tools involved (i relevant).

Project Description -

Non-negotiable outcomes are essential results or deliverables that must be achieved for a project to be considered successful. These outcomes are fixed and cannot be compromised or altered, as they are critical to the project's purpose, stakeholder expectations, or

Non-Negotiable Outcomes -
strategic goals.

These are activit or areas that the project will not address, helping to manage expectations, prevent scope creep, and focus efforts on what is agreed upon. Please list the things that project won't be delivering.

KeyInterfaces -| Key interfaces are the points of interaction or communication between the project and external systems, teams, or organisations. They define how different parts of the project or exteral entities will connect, exchange information, or collaborate.

Project constraints are anything that restricts or dictates the actions of the project team. This can be quite wide ranging and can be related to resources, time, budget, technology, or other factors that limit options or decision-making. E.g. Fixed deadiines, Budget caps,

Constralnts-| | imited availability of personnel or equipment, Regulatory or compliance requirements.

Dependencies are relationships between tasks or activities where one depends on the completion or start of another. A dependency ocours when one deliverable is needed to make progress on another deliverable. Therefore, they determine the order in which tasks need

Dependencies-|; be performed for the project to progress smoothly.

Assumptions -| An assumption is something believed to be true or taken for granted without immediate proof, which is considered to be valid for planning purposes. Assumptions are used to fill gaps in information and help in developing project plans.

Project Plan Milestones -

A millestone is a marker in a project that signifies a change or stage in powerful in project because they show key events and map forward movement in your project plan. Milestones act as signposts through the
course of your project, helping ensure you stay on track.

Risks and Mitigation

Risk Register | A risk register is a tool used in project management to document and track potential risks that could impact a project.

KeyRisk-| A risk is something that may lead to a negative outcome and can be foreseen and mitigated against. Key risks are those which score over 16 using the Council’s risk matrix, or score 5 in any of the domains on the risk proportionality matrix.

Mitigation Actions -| A mitigation action is a step or measure taken to reduce the likelinood or impact of a risk. In project management,its part of the risk response plan and aims to prevent a sk from occurring or lessen its consequences if it does happen.

Project Gateways

Formal control and decision-making stages, determined at Project Working Group (see the Governance Structure). The project's current status will be reviewed, including its performance to date against budget, timelines, milestones, and any scope changes, prior to the
Project Gateway -| Working Group Chair determining whether it can progress to the next project stage. The determination will include the Financial Authorisations Approved Amount for each gateway (not cumulative), which will be completed by Finance Lead for the project and returned to
e officers. Any comments from the Working Group or Placemaking Mission Board on the project will be recorded on the form by Finance or the PMO and returned to the Project Manager.

Board Hearing Report & Working|

This section will be completed by the PMO on behalf of the PDM, Working Group and/ or Placemaking Mission Board.
Group/Board Comments -

Financial Authorisation Approved """""f This section must be completed by the Finance Lead for the project.

Estimated Project Start on Site/Delivery|

Date.| TS should be an estimated date for starting on site or delivery starts. (For the Mandate and possibly Brief you may not know this information)
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Estimated Project Completion Date-

Enter the date the project is going to delivered by. (For the Mandate and possibly Brief you may not know this information)

Estimated Gateway Costs -|

Cost Codes

Revenue -

Enter the amount of money estimated would need to spend to get the project to the next Gateway.

Revenue budget s the everyday operational budget we have to run our services. If you brought this to a household level your revenue budget is the food and drinks you put in your fridge.

Capital -

Future Revenue Costs

Future Revenue Costs to Council|
Resulting from Project -

Procurement Strategy

Capital budget generally the buying, on or i of physical assets. Again, if this was a household example this would be the money used to fix your fridge if it breaks.

This is any additional costs that will need to be factored into future budget planning following capital completion e.g. maintenance costs of a new site/ building. Please state an approximate cost and how these will be funded also.

Procurement Strategy -

This is a summary of your plan for how any goods and services needed to design and deliver the project will be delivered. Project Delivery Managers must include summary information of the procurement strategy they will be utilising to enable design and delivery of a
capital project. As an example, and depending on the value of the project, this might involve undertaking a quotation, tender exercise, or use a call of from an existing framework.
onsult the current Contract Procedure Rules and the Procurement Tea if you need assistance to specify your strategy.

Social Value -

Is the quantification of the relative importance that people place on the changes they experience in their lives. Please check the policy link to check current guidance. For assistance, contact corporateprocurement@stockton.gov.uk

Financial Breakdown

In conjunction with the Finance lead, figures should be entered for each of the years and then press tab to move on and as you exit the square it will add up the figures for you in the columns.

If you have any ongoing revenue costs, please identify where they are going to be funded from.

AGREED TOLERANCES — these are set boundaries within which a project's operational delivery might reasonably deviate from the original estimated project timeframe, costs, risks and deliverables. In the interests of organisational efficiency and enabling, empowering Project Delivery Manager and project
teams/ groups to get on and manage their project, any deviation within tolerances will not need to be reported but when they are exceeded, they must be reported to WG and PMB. The Project Delivery Manager should keep the Project Sponsor apprised of deviations when they occur and particularly when the
project s approaching tolerance boundaries.

Any changes in tolerances would reqy

uire a Change Request form submitting to either the Working Group or ing Mission ing on who is ing the project) for
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CAPITAL PROJECT PID Document: Foundation - Mandate
This should be the Project Delivery Manager or Project Sponsor. Note: editing of PIDs will be limited to the author, the Finance Lead and the PMO .

Author: Rachel Butler

Project and Governance Details

Mayoral Renewables Fund (MRF) Social

Project Numbe Project Name: FCUNNRSsy

(to be provided by PMO)

S (b L Lk | Yes (Please locate previous Closure Report

Version:
projects in the past? RURGLALY]

If we have delivered similar projects in the past, please provide the name of the project:

Ingleby Barwick Leisure, Cowpen Depot, Billingham Forum - all solar projects.

Proposed Project Governance (to be agreed by Working Group and Placemaking Board)

Chris Renehan
Project Sponsol Project Executive:

(Chair of Working Grou
Directorate from which projec ( )

L L L ye] Rach Butler

Project Assurance:
(Crticalfriend. I none available, PMO repto
included here)

Jane Matthews, Gary Laybourne, Rach
Butler, John Angus, Neil Mitchell, Craig
Loughran

Project Team/Group:

(This must be complt 3

Holly Cuthbert

Programme Management
 supported by Joanne King - B

Office Lead:
(To be completed by PMO Lead- must be
ulted on project gateway work & asked

to confirm this to PDM via email)

What support/resources will be needed from other service areas?:
[ Technical appraisal - Gary Laybourne
Facilities support and data - Craig Loughran

*Communication Plan (contact Communications Team for a template):
N/A

*Stakeholders:
Who are the stakeholders? Method of Communication
Telephone, email, face to face

Telephone, email, face to face

Target Date
ongoing, as required
ongoing, as required

Adults Services - relevant building managers

Childrens Services - relevant building managers

*Project Description:

[TVCA are bidding for funding from the Mayoral Renewables Fund (DESNZ) to cover the cost of installing solar PV on public sector buildings. We elected to bid

for funding for installations on 5 of our buildings, designated as childrens homes and adult centres. Structural surveys revelaed that 3/5 buildings were
sorevised i options have been to maximise the grant funding available for the remaining 2 buildings (Lanark Close and

[Allensway). The funding bid was successful and TVCA will allocate the funding to SBC to deliver the project, up to a maximum of £260,000.

*Non- Negotioable Outcomes:
Delivery of the solar PV as identified though the bid.
Reduction in energy bills and carbon footprint for the buildings.

Any additional measures that are not PV

lated.
*Exclusions/Not in Scope: jiiisas

TVCA, centre mangers, appointed

L | conractor (Marshall and McCourt - TEC)

Project needs to be delivered in current
financial year.
Works to be delivered while centres are in

*Constraints: -
operation.

TVCA bid is successful.

Availability of contractors.
Allproposed buildings are suitable for
installations.

*Assumptions:

Project Gateways:
Project Gateways

Gateway 1: Foundation

Placemaking Mission Board

Working Group/Board Comments:

Working Group/Board
Hearing Report:
Cost iJ:1e

[ Agreed to progress with accepting grant funding for installation of |\ A

solar panels on 2 buildings (Lanark Close and Allensway).
Estimated Project Start on 01/12/25
Site/Delivery Date:

Feasibility Select
Year
Feasibility Requirements

Please input the amount to be spent in the

financial year. If itis split across two

financial years, please check with Finance

Lead and input the amounts that will be

spentin each year. Comments:

Financial Authorisation Approved Amount

-1 £260,000.00

Estimated Project Completion

Building must be fit for purposeand have
suitable orientation to accommodate any
planned installations.

Structural engineers to confirm suitability of
roof structure for installation.

 TVCA bid for funding is successful.

*Dependencies:

Additional

Comments
TVCA submitted
grant application,
£235k CAPEX and
£25k ARM.

Board Date

15/01/26

DEICH

Estimated Gateway 1 Costs: £260,000.00

Estimated Overall Project Cost: £260,000.00

Select
Year

Select
Year

Select
Year

Select
Year

Feasibility Requirements During Mandate

(FOUNDATION stage)
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APITAL PROJECT P B
Rachel Butler
o Mayoral Renewables Fund (MAF) Social.
Care Sola
v pm— BOPRI c (Ploase locate previous Closure Report
and reviewt)
onsor: D Ghris Renehan
Rach Butler John Angus
sset Jane Matthenws, Gary Laybourne, Rach
- B8 i, Jonn Angus, Nl Mitchell, Crag
= Loughran
Holly Cuthbert O
LLES supportea by Joane king Pro 0 o
Technical appraial - Gary Laybourne
Faciles support and data-Craig Loughvan
Contractapproval and procurement - Angela Miles
A
Telepn Lo ,.
o o o0/01/00
o o o0/01/00
o o o0/01/00
o o o0/01/00
o o 0/01/00
o o o0/01/00
o o 0101700
o o o0/01/00
Project Descriptiol
The fundingbid
on-Negotioable Outcome
Delivery of the solar PV as denfiied though the bid
Reduction inenergy bills an carbon footprint for the buldings
[Any acditonal measures that arenot PV TVCA, contre mangers, appointed
snemotinscoe. L)  contractor (arshalland McCourt-T8C)
Projectneeds o be delvered ncurrent Building mustbe it forpurposeand nave
fnancial year, suttabte orentation o accommodate any
Works o be delvered whilecentres are n planned instalations
operation. Structurat engineers to confirm sutabityof
Depend oot tructure fornstalaton.
TVCA bid forfuncingis successful
TVCABId s successiul
BN ..y of contractors.
1 proposed bulcings aresuitable for
instalatons.
Fundingconfirmed 2010025
Sie surveys feasiblty and designs finalised ors
Procurement of contractor otnis
Commencement ofworks ow0o2e
Completion and sig o, contrcator payment a0aze
ou started Ves - there are norisks over 15
bulding.
TvCA submited
£26000000 rantappication,
Placemaking Mission Board 2 nd
— Joogzs | ESkARM
e to progress with accepting gant undingor intallation of T8O
Solar panets on 2 buildings (Lanark Close and Alensway).
T 2 onans Pro pletionD: 3u0ans.
. e |e28000000
OverallPro & [e260,00000
a H
a0 -
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Explain how will this be funded?

Procurement Strategy:

ude summary information o the procurement. they willbe utiising to enabe design and detvery

the value ofth project,tis might invalve undertaking a quotation, tender exer frtrom an exi

and the Procurement Tearm

Itcase see the SocialValue e

Feasibility

[Feasibiuty Requirements.

Comments:

[Feasibilty Requirements During Mandte

(FOUNDATION stage)

[capitat
[Expenciture source

Comments:

[Acquisition of Land and Buldings

Installation of solar PV
[New Construction (main contract) £235,00000

Design services

[Fees - Internal this should include ALL
" £25,000.00

5 .8.PMO foes, Tratic Mgmtfees etc)

Fees -External

s8C LegalCosts

[Expenditure - Other

ase specily what this s

(Contingency 10% included in £235,000

Select  Select  Select  Select

(Capital Funding Source Description/Source

[supported Government Borrowing

rudentialBorrowing

Mayoral Renowables Fund
(Governement Grants (e.g. HLF, ERDF £260,000.00

[Devetoper Contrbutions

[Revenue Contributions

(Centrat Fnancing ($8C)

£260,000.00

[Revenue Funding Source : e ——

(Government Grants

[Revenue Contributions

(Centra Financing (58C)

(Ongoing Revenue Expenditure (2.5,
(ongoing Maintenance) Description/Source
[Expenditure Profie

[Expenditure - other

[Expenditure - other

[Expenditure - other

[Expenditure - other

[Expenditure - other

[Expenditure - other

Board Approval (Completed by the Board)

[Board Approvine:

[Board ate:

Approved:

Board Comments:

*Financial Authorisation (must be completed by Finance Lead)
CostCode ()

Capital

Finance Officer(s)
Signature
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Capital Project Process

Project Delivery Manager
(PDM)

Project Management Office

FINANCE

WORKING GROUP (WG)

PLACEMAKING MISSION.
BOARD (PMB)

CMT/ CABINET
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