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1. What is the Project / Programme Delivery Tool?

The Delivery Tool is a standard set of templates, guidance and processes designed to support
programme and project delivery across the ICB. It promotes consistent reporting, governance,
assurance and benefits tracking.

2. When should | use the Project / Programme Delivery Tool?

The first stage before beginning a project is the completion of the Business Case process. The
Business Case provides the justification for a project or investment, helping decision-makers
assess costs, benefits, risks, and strategic fit before approving the work. Once approval has
been sought via the Business Case process, the project can progress to delivery. The delivery
tool should then be used from the start of any programme, project or significant piece of work
and maintained throughout the lifecycle until closure and lessons learned have been
completed.

3. What is the purpose of the Programme Initiation Document?

The Programme Initiation Document (PID) helps define objectives, scope and governance
arrangements and prevents scope creep and should be completed in conjunction with the
Business Case at the outset of the project.



4. Which tabs are mandatory?

The guidance states that all tabs should be used to support programme delivery, assurance and
reporting.

5. Who completes the Delivery Tool?

The Programme Lead or Project Manager is responsible for coordinating completion, but
information should be provided by relevant stakeholders including Finance, Procurement,
Clinical Leads and operational teams. This supports the multi-professional team approach
described in the governance proposals.

6. How often should the Highlight Report be updated?

Highlight Reports should be updated in line with reporting cycles and governance requirements
to provide assurance on progress, risks, issues and milestones. Standardised reporting was
identified as a key priority during toolkit feedback sessions.

7. How do | complete the Finance Summary?

Work with your finance lead to record planned costs, savings, expenditure, forecasts and
financial risks. The Finance Summary provides visibility of programme financial performance.

8. What is the Change Log used for?

The Change Log records significant decisions, scope changes and approved amendments to
support governance and audit requirements.

9. Why do | need a Programme RACI?

A RACI clarifies who is Responsible, Accountable, Consulted and Informed, helping ensure
clear ownership and accountability.

10. What should | do if | don't have all the information?

Complete the sections you can, identify the information required and engage relevant
stakeholders. Missing information may indicate a programme risk or governance gap.

11. When does a programme require committee approval?

This depends on governance thresholds and gateway requirements. The toolkit supports the
preparation of information needed for governance and committee decision-making.

12. What happens at programme closure?
Programme closure should include:

o Benefits review

e lLessonslearned

e Closurereporting

e Handover arrangements

e Completion of closure documentation



The delivery tool supports the production of programme closure information and benefits
reporting.

13. Where can | get support?

Support should be sought from the Planning and PMO team nencicb.ppmo@nhs.net .
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