


Contents of the project brief

A project brief or specification is a document that defines the project in detail. The scale of a project will make a difference as to the amount of information that is needed. However, here are the usually essential components of a project brief:

· Project title
Give your project a name (or a number) for ease of reference. You should use this on all documentation to do with the project - display it prominently for easy recognition!

· Key people
You should record the names of the project leader and the project sponsor(s) so that anyone interested in the project knows where to go and who to ask for further information.

· Summary
Include background information on the project, details of the goal(s) and the benefits of the project to your customers and your organisation.

· Objectives
These are the results you are hoping to achieve. You should also give some idea of when they will be achieved.

Objectives should include:
· The milestones for the project
· Objectives for cost, time and quality (project constraints).
Make sure your objectives meet the SMART criteria and are Specific, Measurable, Attainable, Realistic and Time achievable / Time bound.

· Critical success factors
These might be explained with your objectives. They are the things which must be achieved for the project to be considered a success.

· Budget and costs
These can only be included if they are known! If possible, detail set budget and any projected project costs. Don't struggle to make your estimates fit your budget - be realistic, and if you don't think you can deliver within your budget, then say so and explain why. If the costs are unknown they can be added later, after the detailed planning phase.

· Project risk
These are any factors which would put the success of the project in jeopardy. Do an initial assessment of what the risks to the project are. You can include a risk matrix to illustrate the primary risks and how probable they are to occur.
	Comment by Simmonds Helen: Link to the risk matrix


· Revisions/change log
This will allow you to record any changes as the project progresses. It should include a date and any stakeholders that should be notified when a change is made. 
	Comment by Simmonds Helen: Link to the change log



· Signing section
This should be included to record who agreed or signed off on the project.

Always date the authorisation signatures.
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Risks and issues log

		

				Risks and issues log

				Last updated:

				Controller:

				ID		Description		Probability		Impact		Action		Owner		Status		Date

				R0.00		What is the issue or risk		H/M/L		H/M/L		What actions are to be taken?		Who is responsible?		Risk/Issue		??/??/??

				Guidelines for completion

				ID: include a unique code to identify the risk.

				Description: note what the risk is.

				Probability: record here how likely the risk is to become an issue - ie how likely it is to happen.

				Impact: what level of impact will the risk have on the project if it becomes an issue - ie to what degree will it affect the project definition and constraints.

				Action: what actions have been agreed to mitigate the risk or to recover the issue.

				Owner: who is responsible for making sure the actions agreed for mitigation or recovery are taken.

				Status: is the listing currently a risk or an issue?

				Date: date the entry was last updated.





Risk matrix

		Risk Matrix

				You can print out this risk matrix diagram and use it to prioritise the risks you have to deal with. The short codes you have assigned to your risks will come in handy for marking them on the chart. The darker the colour, the more urgent the risk.

						High

				Impact on project		Medium

						Low

								Low		Medium		High

										Probability of becoming an issue
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Change control log

		

				Change control log

				Last updated:

				Controller:

										Impact

				ID		Description		Priority		Time		Cost		Quality		Scope		Overall		Initiator		Status		Date

				C0.00		What is the change requested?		H/M/L		? days		?££		^ or v		H/M/L		H/M/L		Who requested change?		Live/Rej/App/Def		??/??/??

				Guidelines for completion

				ID: each request should have a unique code to identify it for easy reference.

				Description: if the description is lengthy or complicated, you can summarise here and refer to the particular change request document.

				Priority: how important is the change listed? High priority should only be used for changes without which the project cannot be a success, medium describes desirable changes, low describes trivial changes. Depending on the complexity of your project, you may wish to add more categories, such as having an "E" for essential".

				Impact: assess the probable impact of each change on the project definition and record your findings here. You may have to consult with others to assess how the change would affect them. When calculating the probable impact, remember to look at how any additional time, cost etc will affect the critical path of the project - you need to account for the impact overall.

				Initiator: record who requested the change.

				Status: record whether the change is live, accepted, rejected or deferred.

				Date: date of last update to the change control decision.






