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Template & Notes

Controlled Start Up: Project Brief

The Project Brief 

The Project Brief is required to enable a project to progress from a good idea or Feasibility Study to a formal request to the Project Board.  The contents of the Project Brief will eventually be expanded into a Project Initiation Document (PID), which contains the detailed project plan. However, this will only occur if the Project Board believes that the project is worthwhile, and viable. 

The Project Brief is generally short and provides an overview of the proposed project. When a Feasibility Study has taken place the Project Brief should refer to the Feasibility study rather than reproduce it. If considerable time has passed since the Feasibility Study was produced, it will be necessary to check the contents of the report still hold true.  

Further support

For further advice and support on Project Management please contact:

www.Pmadvice.co.uk
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1. PURPOSE

This document should provide a full and firm foundation for initiating the project, and although forming the basis of the Project Initiation Document, it is a key document in its own right and gives the direction and scope of the project.

2. BACKGROUND

Refer to Project Mandate. Explain the context of the project and what it was that suggested the need for it. State whether the project will be a stand-alone activity to fulfill a particular business requirement or whether it is part of a larger programme.
3. PROJECT DEFINITION

3.1. PROJECT OBJECTIVES

Refer to Project Mandate. Explain what the project is trying to achieve by stating its objectives, which should be measurable and defined in terms of the project’s major deliverables, effort, cost, tolerances and business benefits expected.

3.2. project scope

Refer to Project Mandate. Describe the major deliverables of the project along with specific products, which are not part of the project. Describe the major dependencies (which impact on the project during its life) and interdependencies, which will exist after implementation.

3.3. outline PROJECT DELIVERABLES AND/OR DESIRED   OUTCOMES

Describe in outline the main project deliverables and outcomes. Do not attempt to explain how the project will produce the deliverables or achieve the desired outcomes.

3.4. exclusions

State which products are excluded from the project, including any products that may be added at a later date, subject to appropriate change control processes.

3.5. CONSTRAINTS

Refer to Project Mandate. Describe the constraints within which the project must operate, for example there may be constraints on the amount of resources available to the project or the location of the project team.

3.6. INTERFACES

Refer to Project Mandate. Describe any interfaces with the project both internal and external to the organisation including any links to other projects or programme(s) of projects.

4. outline business case

Refer to Project Mandate. Show a summary of the project’s business case, or if an external product make reference to it.

5. customer’s quality expectations

Refer to project mandate.  State the Customers Quality Expectations and key success factors for the project.  Detail the relative importance of time, cost and quality of the product so that future decisions may be based on what factor is paramount to the project's success.
6. acceptance criteria

Insert a prioritised list of criteria which the final product(s) must meet before the customer will accept them. It is essential therefore to meet with the customer and seek agreement as to content and priority.

7. risks

Document any risks to the project’s Business Case known at this time.

8. outline PROJECT PLAN

Show an outline of the overall project plan including major products, their key delivery dates plus overall costs and resource usage.
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