
Simple Project Management

Video 2: Initiating

During the initiating phase, you as the project manager will need to get as much high-level information as you can 
and need in order to understand what the project will entail. Chances are, your project sponsor will be the person 
who will give you this information. This is where your skills will come into play. If you can see that the information 
is complete and clear, you may have no need to do more fact finding. However, if you don't have the information 
below available to you, you should meet with the sponsor to either get that information or start asking and looking 
for answers elsewhere.

This is where you will move to that second part of initiating‒identifying project stakeholders. You should have a 
list, or you may start filling it out while you do your fact finding. While you may not be able to set large meetings 
with whole groups, try to talk with people to see what their overall stake in the project is, and do a little research 
on outside stakeholders (if none was done for you) to get a high- level idea of how the project might impact or be 
impacted by them.

When you have this information, you can put together a high level charter, perhaps in bullet point form. Let your 
sponsor look over this charter and get official confirmation that this is your project and you are working toward the 
correct objective with the correct deliverables. This charter will be your reference point throughout the project.

Developing Your Charter

Remember  that many projects will have varying levels of importance and complexity, so tailor this and all 
documents to your needs. Generally speaking though, your charter document should have these things in it.

Overall business case and purpose of the project 

Defined objectives for success

High level description of the project and deliverables, necessary milestones

Any known financial information relevant to project needs

Approval requirements (who, what, when)

What authority you have as the project manager (approving purchases, asking for team member help, decision making)

Stakeholder list (this may grow and change along the way, so keep track of your original document)

Identifying Stakeholders

As stated above, you may have to ask around or research stakeholders. Always be willing to talk to experts.

When listing your stakeholders, the official term for the document is the stakeholder register. The register should 
include name, title, internal or external, how they are affected, what kind of influence they have over the project 
(interested, owners, contributors, legal or other rights), and how they feel about the project (unaware, resistant, 
enthusiastic).

Remember, this register is updated, so keep records of past knowledge to refer to.


