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[bookmark: _Toc527688392][bookmark: _Toc528678088][bookmark: _Toc205305031]Document Version Numbering
Document versions numbered “1a, 1b”, are draft status and therefore can be changed without formal change control. Once a document has been formally approved and issued it is version numbered “Issue 1” and subsequent releases will be consecutively numbered, following formal change control. The version number appears in the footer of every page.
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1. Purpose
This Project Brief is the formal statement of the objectives and functional and operational requirements of the project. If approval is given to proceed to initiation, the Project Brief is to be extended and refined into the Project Initiation Document.
This document will be the basis of the Project Initiation Document, which gives the direction and scope of the project and forms the 'contract' between the project team and corporate or programme management. 
Any significant change to the material contained in this Project Brief will need to be escalated to the programme board.
[bookmark: _Toc205305033]2. Project Objectives
Detail the objectives of the project in terms of what outputs and outcomes it is required to deliver. It can also include benefits which are directly derived from these outcomes. The objectives should be obtained from the Programmes Dossier of Projects, Blueprint and Programme Business Case.   
This section should list briefly for alignment purposes the aims /vision of the programme.
[bookmark: _Toc205305034]3. Project Scope
Need to detail the boundaries of the project and a high level definition of what the project is required to deliver in terms of :-

· Outputs 
· Capability
· Outcomes
[bookmark: _Toc205305035]4. Business Case
Outline Business Case for the project which is derived in part from the Programme Business Case. This needs detail:-

· Business Objectives the project is being set-up to achieve
· Cost constraints and overall expected timeline
· Forecast of cash flow and expenditure over the project timeline.
· Chosen approach for delivering this project to satisfy the objectives.
· Brief description /outline of how the programme is to be funded over its life.
[bookmark: _Toc205305036]5. Project Exclusions
Detail what is outside of the projects scope. This can be simple shopping list table or something more detailed.
[bookmark: _Toc205305037]6. Project Constraints
All projects have constraints and these need to be listed below. Time /Cost / Quality and Scope Drivers are typical areas where constraints can be found. It is important to make sure that once you have listed your constraints it is important to put the project drivers in priority order so that the project manager and his team know that the project is time driven or quality driven as a good example. 
[bookmark: _Toc205305038]7. Key Milestone Dates
Extracted from the programme plan a detailed list of expected milestones the project is expected to achieve in terms of its outputs /outcomes and handing over of the resultant new capability to the customer. 
[bookmark: _Toc205305039]8. Resources
· Staff
· I.e. who? what they are doing? are they Full Time Equivalent (FTE) or Part Time (P/T) etc?
· Include skills / use consultants etc
· Other – i.e. ICT or accommodation etc
[bookmark: _Toc205305040]9. Risk Profile
List the projects risks
[bookmark: _Toc205305041]10. Issue Profile
List the project Issue Profile
[bookmark: _Toc205305042]11. Assumptions
List the assumptions profile for the project.
[bookmark: _Toc205305043]12. Governance
This section to point to a number of key programme documents such as :-
Programme Definition Document and appendices – Organisational Design, Stakeholder Profiles
Programme Strategies – 
· Quality Management Strategy
· Risk Management Strategy
· Issue Management Strategy
· Information Management Strategy
· Stakeholder Engagement Strategy 
· Resource Management Strategy
· Monitoring and Control Strategy
This section needs to pull out of these documents what governance is applicable to the project being selected for initiation. This should especially detail how the project will identify its Senior Executive Sponsor and supporting executives and whether a Business Change Manager will be sitting on any future Project Board.
Needs to identify key governance roles and responsibilities i.e. the make up of the project board and the programmes senior governance figures:-
SRO
(if appropriate) Programme (& Sub-Programme) Manager
Programme Director
Project SROs /Directors and Managers
[bookmark: _Toc205305044]13. Interfaces
This will detail the different organs of the programme which the project will interface with. This could cover areas such as the PMO (Project Management Office) or the Programme Board and the level of communication in terms of reporting etc necessary to make these interfaces are as seamless as possible.
[bookmark: _Toc205305045]14. Quality Expectations
Take the Quality Management Strategy and the Quality Management Plan and detail the areas where quality will be reviewed and checked and detail the techniques and approaches that will be used by the project to make sure that the quality of the projects outputs match that which is expected by the programme.
[bookmark: _Toc205305046]15. Acceptance Criteria
Hear should be listed what constitutes the end of the project and the trigger for an acceptance review by the Business as Usual team designated to accept to the projects outputs /outcomes so they can be put into full operational service so that benefits can be earned. This section details how a review will be carried out and by whom and the procedure for passing the outputs over to the BAU team. 
[bookmark: _Toc205305047]16. Stakeholders
Who are the Projects key stakeholders / delivery partners? (and are they internal to your organisation or external e.g. other NDPBs, Government Departments, Local Authorities, Commercial Partners et al?). Also, indicate / assess level of interest. Identify key stakeholders from stakeholder map.
How will they be managed / kept in the loop / consulted (links to Communications – see below)
[bookmark: _Toc205305048]17. Communications
Brief details of how Project communications are to be run / operate etc – i.e. who to? how? and when? (may be complimented as more detailed/separate Project Communications Plan)
[bookmark: _Toc205305049]18. Sources of Information
The Project Brief is developed from the mandate for the project identified at the start of the project.
If the project is part of a programme, the programme should provide the Project Brief. 
If no mandate to proceed is provided, the project owner (SRO) should provide the necessary input to the Project Sponsor/Project Director who will generate the Project Brief. 
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