Project Brief Template - expert version

A project brief template gives everyone a one-page project overview: the background, goals, audience, deliverables, timeline, budget and team. It is lighter than a
charter and ideal for kicking off work quickly.

How to use this template

. Fill in the background and goal first; everything else follows from them.
. Describe the audience and key messages in plain language.

. List deliverables, dates and budget.

. Name the team and the person who approves the work.

. Share the brief at kick-off and keep it linked from your project plan.
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Tips
» Keep it to one page.
e Use measurable success metrics.

* Write for someone new to the project.
* Update it if goals change.
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Project brief - A one-page overview to align the team

Project title
Background
Goal

Audience
Deliverables
Key messages
Timeline
Budget

Team and roles
Constraints
Success metrics

Approvals

What prompted the project?
What does success look like?
Who is it for?

What will be produced?

What must people understand?
Key dates and deadlines.
Approved spend.

Who is involved and who decides?

Limits on time, money, brand or tools.

How you will measure results.

Who signs off and when.

Spring product launch
New feature set ready for release in Q2.
500 trial sign-ups in the first month.

Existing customers and operations managers.

Landing page, email series, webinar, sales deck.

Kick-off 1 Mar; launch 15 Apr.

$20,000

Sign-ups, demo requests, conversion rate.
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