Project Brief
A PRINCE2-style project brief — enough definition to decide whether the project is worth initiating.
	Project name
	



	Author
	Date
	Version
	Status

	
	
	
	



1. Background
Why has this project come about? What problem or opportunity does it address, and what has been done before?
 
 
 
2. Project objectives
What the project must achieve, in measurable terms — time, cost, quality, scope, benefits and risk.
 
 
 
3. Scope
What is in scope, and — just as important — what is explicitly out of scope.
	In scope
	Out of scope

	
	

	
	

	
	

	
	


4. Key deliverables
The main products the project will hand over, with any known quality expectations.
	Deliverable
	Quality expectation

	
	

	
	

	
	

	
	


5. Constraints and assumptions
Fixed dates, budget ceilings, standards to follow; and anything you are assuming to be true.
	Constraints
	Assumptions

	
	

	
	

	
	

	
	


6. Outline business case
Why the project is worth doing: expected benefits, indicative costs and timescale. A fuller business case follows at initiation.
 
 
 
7. Project approach
How the work will be delivered — build in-house, buy, configure off-the-shelf, contract out — and why.
 
 
8. Project organisation
Who takes each role. One person can hold more than one role on a small project — but keep the decision-maker (Executive) and the Project Manager distinct.
	Role
	Name
	Responsibility

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


9. Known risks
The biggest things that could knock this off course, spotted so far. Move these to a risk register at initiation.
	Risk
	Likelihood (1–5)
	Impact (1–5)
	Initial response

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


10. Tolerances
How much the project can deviate before it must escalate — e.g. ±2 weeks on time, ±10% on cost.
	Area
	Tolerance
	Escalate to
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