COMPANY NAME

Project Brief 

For Project Name

Version

Author:

Date:

Contents

This Project Brief contains the following topics:

	Topic
	See Page

	Outcomes
	2

	Objectives
	2

	Outline of Deliverables
	2

	Scope
	2

	Approach
	2

	Exclusions
	2

	Constraints
	2

	Outline business case
	2

	Reason selected solution
	2

	Outline project Plan/Schedule
	2

	Quality Expectations
	2

	Risks
	2


Document History

	Revision History
	


	Revision date
	Previous revision date
	Summary of Changes
	Changes marked

	
	
	
	

	
	
	
	

	
	
	
	

	Approvals
	


	Name
	Signature
	Title
	Date of Issue
	Version

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Distribution
	This document has been distributed to:


	Name
	Title
	Date of Issue
	Version

	
	
	
	


PURPOSE

Purpose of this Project Brief is to provide an out line of the project for the chosen solution 

Outcomes

What Difference or impact you hope the project will make

Objectives

The purpose of the project; what you will do – must be measurable

Outline deliverables

The specific things (products or service) that you will produce

Scope

What is and isn’t included in the project (users, geographical boundaries, depth ad type of work)

Approach

How you will go about it

Exclusions

What you won’t do

Constraints

The things that might prevent you doing all that you want to do

Outline Business Case

Indicate the needs, benefits expected from the solution, users (numbers), costs, income generation, timescales, and budget 

Reasons for selecting the solution

Outline Project Plan/Schedule

Insert timetable

Quality expectations and acceptance criteria
Including monitoring and performance indicators

Risks

What could go wrong and what the contingency might be
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