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1.  Purpose
The Master Index is the controlled inventory of every component of the IMTITHAL Project Initiation & Governance Toolkit. It records the reference, title, format, folder, version, document owner, approval authority, effective date, revision date and document status for every file, together with the folder structure and the version history of the toolkit as a whole. It is the authoritative statement of what the toolkit contains and at what version.
1. Provides the definitive list of toolkit components and their current versions.
1. Records ownership and approval authority for every file.
1. Documents the folder structure so that files are stored consistently.
1. Carries the version history of the toolkit as a controlled product.
2.  When to Use
1. When issuing, distributing or receiving the toolkit.
1. When confirming that a template in use is the current approved version.
1. When a component is amended and re-issued.
1. During audit or assurance review of the organisational methodology.
3.  Responsibility and Approval
	Governance Role
	Assignment
	Description of Involvement

	Responsible (prepares)
	PMO Manager
	Prepares, populates and maintains the document; ensures accuracy and completeness of all fields.

	Accountable (owns)
	Head of PMO / Portfolio Director
	Single point of accountability for the quality, currency and control of the document.

	Consulted
	PMO, Finance, Risk, Quality, Legal/Contracts, business owners and technical disciplines as applicable
	Provides subject-matter input before submission for approval.

	Informed
	Project team, affected business units, supporting functions, key external stakeholders
	Receives the approved document through the controlled distribution list.

	Approves
	Head of PMO / Portfolio Director
	Formally authorises the document; approval is recorded in the Project Approval Register.


 
4.  Required Inputs
1. All toolkit components at their approved versions.
1. Approval records for each component.
1. The organisational document control standard.
5.  Required Outputs
1. A published master index issued with every release of the toolkit.
1. A version history recording every amendment.
1. The controlled folder structure applied on distribution.
6.  PMBOK® Guide – Eighth Edition Alignment
This document has been designed in alignment with the following elements of the PMBOK® Guide – Eighth Edition. The alignment statement is provided for conceptual traceability only.
	Focus Area
	Supports all focus areas

	Performance Domains
	Governance (primary)

	Guiding Principles
	Embed quality into processes and deliverables · Be an accountable leader

	Tailoring Consideration
	The index is not tailored. Where an organisation omits a component, the omission is recorded in the index with a status of Not Adopted rather than by deleting the entry.


 
7.  Review Frequency and Approval Requirements
	Review Frequency
	On every toolkit release, and annually as a minimum

	Review Triggers
	Change of sponsor or governance structure; change of delivery approach; stage-gate decision; material change to scope, cost, schedule, benefits or risk exposure; audit or assurance finding; organisational restructuring.

	Approval Requirements
	Formal written approval by the stated Approval Authority before the document is baselined and distributed. Approval is logged in the Project Approval Register (IMT-PIG-021).

	Change Control
	Any change to an approved version requires a change request assessed through the project change control process. Minor editorial changes increment the minor version; changes affecting scope, cost, schedule, benefits or governance increment the major version and require re-approval.

	Retention
	Retained for the life of the project plus the organisational records-retention period, in the Project Information and Document Register.


 
8.  Instructions for Completion
Complete every field. Where a field is not applicable, enter "N/A" and state the reason — never leave a field blank.
1. Issue the master index with every distribution of the toolkit. A toolkit distributed without its index cannot be version controlled.
1. Update the index whenever any component is amended, and increment the toolkit version accordingly.
1. Record the status of each component: Approved – Issued for Use, Under Revision, Superseded, or Not Adopted.
1. Apply the folder structure in Section B exactly. Consistent structure is what makes the toolkit navigable across projects and business units.
1. Verify against the index before using any template, to confirm the version in hand is current.
1. Record every toolkit amendment in the version history in Section E.


9.  Master Index
Section A — Toolkit Identification
	Toolkit
	⟨ Toolkit 01 — Project Initiation & Governance ⟩

	Product Family
	⟨ IMTITHAL Project Management System ⟩

	Alignment Statement
	⟨ PMBOK® Guide – Eighth Edition Aligned ⟩

	Toolkit Version
	⟨ 1.0 ⟩

	Effective Date
	⟨ 01-Sep-2026 ⟩

	Revision Date
	⟨ 01-Sep-2026 ⟩

	Next Review Date
	⟨ 01-Sep-2027 ⟩

	Toolkit Owner
	⟨ Project Management Office (PMO) ⟩

	Approval Authority
	⟨ Head of PMO / Portfolio Director ⟩

	Document Status
	⟨ Approved – Issued for Use ⟩

	Classification
	⟨ Internal – Controlled Document ⟩

	Total Components
	⟨ 32 files (26 templates, 2 workbooks, 3 guides, 1 index) ⟩


 
Section B — Folder Structure
	Folder
	Contents
	Naming Convention

	01_Project_Initiation_Governance
	Toolkit root
	—

	├── Word_Templates
	26 controlled documents and forms
	IMT-PIG-0NN_Title_vX.Y.docx

	├── Excel_Registers
	Master project registers workbook
	IMTITHAL_Project_Registers_Master_vX.Y.xlsx

	├── Dashboards
	Portfolio initiation and governance dashboard
	IMTITHAL_Initiation_Governance_Dashboard_vX.Y.xlsx

	├── User_Guides
	Implementation, registers and dashboard guides
	IMT-PIG-UG-0N_Title_vX.Y.docx

	└── Master_Index
	Master index document and register
	IMT-PIG-000 / IMTITHAL_Toolkit_01_Master_Index_vX.Y.xlsx


 
Section C — Component Index
	Reference
	Title
	Format
	Version
	Status

	IMT-PIG-001
	Project Charter
	Word
	1.0
	Approved – Issued for Use

	IMT-PIG-002
	Project Business Case
	Word
	1.0
	Approved – Issued for Use

	IMT-PIG-003
	Project Proposal
	Word
	1.0
	Approved – Issued for Use

	IMT-PIG-004
	Project Initiation Checklist
	Word
	1.0
	Approved – Issued for Use

	IMT-PIG-005
	Project Objectives and Success Criteria Form
	Word
	1.0
	Approved – Issued for Use

	IMT-PIG-006
	Project Benefits Identification Register
	Word + Excel
	1.0
	Approved – Issued for Use

	IMT-PIG-007
	Project Benefits Realisation Plan
	Word + Excel
	1.0
	Approved – Issued for Use

	IMT-PIG-008
	Project Governance Framework
	Word
	1.0
	Approved – Issued for Use

	IMT-PIG-009
	Project Governance Structure
	Word
	1.0
	Approved – Issued for Use

	IMT-PIG-010
	Project Decision-Making Matrix
	Word
	1.0
	Approved – Issued for Use

	IMT-PIG-011
	Project Authority Matrix
	Word
	1.0
	Approved – Issued for Use

	IMT-PIG-012
	Project Roles and Responsibilities Matrix
	Word
	1.0
	Approved – Issued for Use

	IMT-PIG-013
	RACI Matrix
	Word + Excel
	1.0
	Approved – Issued for Use

	IMT-PIG-014
	Project Organisation Chart
	Word
	1.0
	Approved – Issued for Use

	IMT-PIG-015
	Project Management Approach Selection Form
	Word
	1.0
	Approved – Issued for Use

	IMT-PIG-016
	Predictive, Agile and Hybrid Suitability Assessment
	Word + Excel
	1.0
	Approved – Issued for Use

	IMT-PIG-017
	Project Tailoring Assessment
	Word
	1.0
	Approved – Issued for Use

	IMT-PIG-018
	Project Assumptions Log
	Word + Excel
	1.0
	Approved – Issued for Use

	IMT-PIG-019
	Project Constraints Log
	Word + Excel
	1.0
	Approved – Issued for Use

	IMT-PIG-020
	Project Dependencies Register
	Word + Excel
	1.0
	Approved – Issued for Use

	IMT-PIG-021
	Project Approval Register
	Word + Excel
	1.0
	Approved – Issued for Use

	IMT-PIG-022
	Project Stage / Gate Approval Form
	Word + Excel
	1.0
	Approved – Issued for Use

	IMT-PIG-023
	Project Kick-Off Meeting Agenda
	Word
	1.0
	Approved – Issued for Use

	IMT-PIG-024
	Project Kick-Off Meeting Minutes
	Word + Excel
	1.0
	Approved – Issued for Use

	IMT-PIG-025
	Project Management Plan Index
	Word
	1.0
	Approved – Issued for Use

	IMT-PIG-026
	Project Information and Document Register
	Word + Excel
	1.0
	Approved – Issued for Use

	IMT-PIG-XL-01
	Project Registers Master Workbook
	Excel
	1.0
	Approved – Issued for Use

	IMT-PIG-XL-02
	Initiation & Governance Dashboard
	Excel
	1.0
	Approved – Issued for Use

	IMT-PIG-UG-01
	Toolkit Implementation Guide
	Word
	1.0
	Approved – Issued for Use

	IMT-PIG-UG-02
	Excel Registers User Guide
	Word
	1.0
	Approved – Issued for Use

	IMT-PIG-UG-03
	Dashboard User Guide
	Word
	1.0
	Approved – Issued for Use

	IMT-PIG-000
	Toolkit Master Index
	Word + Excel
	1.0
	Approved – Issued for Use


 
	NOTE   Every component carries the same control block: File Name, Version, Document Owner, Approval Authority, Effective Date, Revision Date and Document Status. The Excel master index in the same folder holds the same information in filterable form.


 
Section D — Ownership and Approval Authority
	Component Group
	Document Owner
	Approval Authority
	Review Frequency

	Governance framework (008)
	PMO
	Executive Management
	Annual

	Authorisation documents (001–005)
	PMO
	Project Sponsor
	Annual

	Benefits documents (006–007)
	PMO
	Project Sponsor
	Annual

	Governance documents (009–014)
	PMO
	Project Sponsor
	Annual

	Approach and tailoring (015–017)
	PMO
	PMO Manager
	Annual

	Registers and logs (018–021, 026)
	PMO
	PMO Manager
	Annual

	Gate and mobilisation (022–025)
	PMO
	Project Sponsor
	Annual

	Excel workbooks
	PMO
	PMO Manager
	Annual

	User guides
	PMO
	Head of PMO
	Annual

	Master index
	PMO
	Head of PMO
	Every release


 
Section E — Toolkit Version History
	Version
	Date
	Description of Change
	Components Affected
	Approved By

	1.0
	01-Sep-2026
	First issue of Toolkit 01 — Project Initiation & Governance
	All
	Head of PMO

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 


 
Section F — Distribution Record
	Date
	Version Issued
	Issued To
	Business Unit
	Medium
	Acknowledged

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 


 
10.  Approval and Authorisation
By signing below, each approver confirms that the content of this document has been reviewed, is accurate to the best of their knowledge, and is authorised for use within the project.
	Approval Role
	Name
	Position / Title
	Signature
	Date

	Prepared by (PMO Manager)
	 
	 
	 
	 

	Approved by (Head of PMO)
	 
	 
	 
	 


 
11.  Revision History
	Version
	Date
	Description of Change
	Prepared / Revised By
	Approved By

	0.1
	DD-MMM-YYYY
	Initial draft prepared for review
	Project Manager
	—

	0.9
	DD-MMM-YYYY
	Reviewed by PMO; comments incorporated
	PMO Analyst
	—

	1.0
	01-Sep-2026
	First approved and issued baseline
	Project Manager
	Head of PMO / Portfolio Director

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 


 
	NOTE   Rows shown in shaded italics are illustrative examples of how the revision history is completed. Replace them with the actual revision record.


 
12.  Notice and Disclaimer
PMI®, PMBOK®, PMP®, PMI-ACP® and PfMP® are registered marks of the Project Management Institute, Inc. This document is an original work product of IMTITHAL, developed in alignment with the principles, performance domains and focus areas described in the PMBOK® Guide – Eighth Edition. It is not issued, certified, endorsed or approved by PMI, and it does not reproduce PMI copyrighted text or proprietary PMI templates. Organisations remain responsible for tailoring this document to their own governance, contractual and regulatory obligations.
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