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[PURPOSE OF THE PROJECT BRIEF:]
[It is essential to obtain a clear view of the final objective(s) and outcome, as well as the constraints and assumptions that impact on those responsible for the project. A properly constructed Project Mandate will help but as the creation of the Project Mandate is outside the control of the Project Manager, the Project Brief is used to “fill in the gaps”.  The Project Brief is used to identify the basic essentials of the proposed project (Objectives, Scope, Outline Business Case & Key Risks; Project Product Description, Project Approach etc). The Project Brief should be drawn up in consultation with the Executive and Senior User(s) of the proposed project. The Project Manager is responsible for producing the Project Brief and agreeing it with the Project’s main authority (the Project Board Executive member) and subsequently the entire Project Board at the meeting held to authorize the initiation of the project.]

	PROJECT BRIEF 

Use to obtain approval to start the project and to obtain formal approval to expend the resources for project initiation.  This document must be accompanied by a plan (the initiation stage plan) covering the creation of the Project Initiation Documentation.

	Programme:


	Project:

	Author:


	Date:


Purpose:

[A statement of the purpose of the Project Brief.  The following is a “standard format” that may be used or adapted by the Project Manager:]
This document has been produced to capture a “first cut” view of the scope, investment needed, dependencies on other projects and anticipated payback so that the constituent parts of the project can be prioritised, funded and authorised.  The Project Brief will provide a full and firm foundation for the initiation of the project and become the basis for the project authority (Project Board) to decide to authorise the initiation stage and subsequent creation of the Project Initiation Documentation (PID).

Background:

[Identification of the source of the undertak​ing and its sponsor (the customer).  Any previous reports, documentation etc that might impact on the development.]

Objectives: 

[Specifically what  is  required  to  be  achieved   by the project, expressed wherever possible, in measurable terms;  it is often helpful to identify separate objectives covering time, cost, quality, scope, benefit and risk performance goals].

Desired Outcomes:

[This should be a clear description of the desired results of the change to be derived from using the projects outputs (products). For example, if an output (product) of a project were a new sales system, a desired outcome from using the new sales system would be that sales orders are processed more quickly and accurately].
Scope and Exclusions:

[The major product areas, functions, processes etc to be addressed during  the project - essentially what work is “included” and what is “excluded” within the project.   A simple "scoping diagram" may be appropriate].
Constraints:

[Restrictions on time, resources, funding, and/or the eventual outcome - a statement of the restrictions or limitations for the project, essentially any “no-go” areas.]

Assumptions:

[Given statements that are true for the purpose of planning, but which could change later, based on facts that are not yet known or decided. These should be related to matters of some significance that, if they change or turn out not to be correct, there will need to be considerable replanning.]
Project Tolerances:
[Any known project-level tolerances as set by corporate or programme management.]
The user(s) and any other known interested parties: 
[An indication of the users/user areas and any other known interested parties (stakeholders)]
Interfaces: 
[Any known interfaces required of the products in operational life and/or people interfaces during the development work.]
Outline Business Case:

[Write a brief summary (max 1 x A4) of the Reasons for the project, the business option selected and any detail of known business benefits that are expected to stem from this project’s outcome.]
Preliminary Risk Assessment:

[Provide a commentary on the main risks as perceived at this early point.  The Risk Assessment Checklist can be completed or the questions used as a list of topics to be addressed with regard to project risks.]
Project Product Description
[A description of the final project product, including the customer’s quality expectations for the product and the related ‘measurable’ user acceptance criteria and operations & maintenance acceptance criteria. This will set the criteria for what must be delivered by the project in order to gain acceptance.]
Project Approach
[This should define the choice of solution that will be used within the project to deliver the business option selected from the Business Case. The choice of solution should be compatible with the operational environment into which the solution must fit. The project approach will include the decision on whether the solution will be developed in-house or contracted out to a third-party.]
Project Management Team Structure and Role Descriptions:

[This should be a chart showing who will be involved in the project management team, backed up by role descriptions for each role and any other key project resources, for example Quality Assurance) identified at this time.]

References:
[A reference to any associated documents, e.g. a Feasibility Study or perhaps a Legislation which caused the need for the project etc, and a reference to any related products which are either in existence within the business, or are being produced by other projects.]

Timing:

[Assuming no external dependencies, when should work start?]
Additional Comments:
[Add any additional information to be brought to the Project Authority’s/Project Board’s attention.]
[Check this document against the following Quality Criteria:
1. Does this Project Brief accurately reflect the Project Mandate (the trigger for the project)?

2. Does this Project Brief form a firm basis on which to initiate the project?

3. Does this Project Brief indicate how the Customer will assess the acceptability of the finished Product (the project’s outcome)?

4. Has this Project Brief been discussed and agreed with the Customer/User and a sign-off obtained? ]
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