
	PROJECT BRIEF



	Project Title: Enter Project Name Here XXX
	Project Ref Code: 

	Current Project Status:
	New Project:       
	Y/N 

	
	Existing Project:    

	Y/N

	
	Other {delete as appropriate}

	Provide details …….

	
	Background – is this project within your Service Plan? Is it a transformation proposal or MTFS initiative?
	

	Project Manager:
	

	Senior Responsible Officer 
	

	Senior Accountable Officer: 
	

	Project Purpose:

	

	Requested/Approved Project Budget (Total):                                                   Budget Code(s)
This section must be completed

	2. PROJECT GUIDING PRINCIPLES:

	To be successful at all levels, the programme is committed to the following principles:

	Inclusivity and involvement: broad participation from across the Council, key multi agency stakeholders, residents, the voluntary & community sector, providers, etc.
Transparency: where decisions and actions are taken, information, methods and approach are clearly communicated and accessible to all
Outcome focussed: designed to deliver the best outcomes for people, focussed on maximising recovery, independence, and a place that people are proud to work, invest and live in
Evidence based: underpinned by decent quality data and a shared understanding of what good should look like, this evidence base can also be used to support ongoing and appropriate national funding and bids
Adherence to the Nolan Principles of Public Life


	3. Executive Summary:

	
{Summarise the request including any monies being requested}. 





	4. Problem Statement & Proposed Solution:

	What is/are the issue(s) or problem(s) you are trying to resolve with this project? 

	
{What is the main purpose of this project, and what matter/issue/concern will it address}







	5. Estimated Investment and Savings: 

	What is the investment required for and how will the project deliver cashable savings? 

	
{Describe what funding is required and describe and quantify the savings this project/programme will deliver}. We recognise that in some instances this will be an estimation and dependent on several other factors}




	5.(a) Funding Request(s):

	
Financial Profile – {profile of investment and cashable savings on an annual cash basis}

	
	
	2023/24 
	2024/25
	2025/26
	2026/27
	Total 

	
	
	
	
	
	
	(£,000's)
	(£,000's)
	(£,000's)
	(£,000's)
	(£,000's)

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Revenue Funding Required
	- 
	- 
	-  
	-  
	-  

	Capital Funding Required
	-
	-
	-  
	-  
	- 

	
	
	
	
	
	
	
	
	
	
	-
	-
	-  
	-  
	-

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Saving to be Delivered
	
	-  
	 -
	- 
	- 
	-  

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Net Saving of Request
	
	- 
	- 
	-  
	-  
	-

	
	
	
	
	
	
	

	Payback period (years)
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	






	
{Add here in-year spend profile, linked to your project plan and key milestones, and calculate the number of years to payback the cash investment}




	6. Key Project Objectives & Outcomes: 

	What are the expected benefits of the project – this should reference the Mayor’s Plan, cashable, non-cashable and other benefits, including social value

	
{Quantify benefits as much as practicable}

· Xxx
· Xxx
· Xxx







	7. Interdependencies:

	What are the key interdependencies for the success of this project? 

	
{If this project/programme has interdependencies beyond your area of control. Pls, ensure you liaise with areas of support as part of your project/programme due diligence – this includes HR, Legal Services; ICT & Comms who may need to plan the provision of support being asked for} 

· Xxx
· Xxx
· Xxx

	8. Risks, Issues[footnoteRef:2] and Decisions:  [2:  The Association for Project Management (APM) defines an issue as ‘A problem that is now breaching, or is about to breach, delegated tolerances for work on a project or programme’ (APM Body of Knowledge 7th Edition, p. 212)] 


	What are the key risks facing the project? What are the key issues facing the project? What decisions (from CMT, Mayor, etc.) will you need to deliver the project? 

	

· ….
· ….
· ….
· 

	9. Timescale: 

	How long do you expect the project to take, from approval to proceed to project closure? 
What factors are behind the timescale (new statutory obligation, delivery of savings, etc.)?


	· XXX
· XXX
· XXX



	10. Project Team:

	Role
	Name

	(Project Manager PM)
	

	(Senior Responsible Officer SRO)
	

	(Seniors Accountable Officer SAO)
	

	Comms Representative 
	

	Finance lead (if required)
	

	Legal lead (if required) 
	

	Xxx
	

	Xxx
	

	Xxx
	




	11. Project Governance:

	Which Internal Control Board (ICB) or other Board acting as Programme Board is overseeing assurance & delivery of this project? What is the ICB approval Date? 
If project assurance is not via one the 10 ICBs, outline proposed governance arrangements? 

	
This is mandatory for all project/programmes 
· Xxx
· Xxx




	12. Project Milestones:

	Key Project Milestones & Deliverables  
	 Target Date
{add date}

	Project Team drafts Project Brief, Key Milestones and Project Plan
	

	ICB / other Board acting as Programme Board Sign off Project Brief
	

	Establish Project Team
	

	Complete Phase 1
	

	Complete Phase 2 
	

	Complete Phase 3 

	

	Complete Phase 4 

	

	
	

	
	

	
	

	13. Equality Impact Assessment (EqIA): (this section must be completed for all projects)

	All projects must consider the impact of change on the council’s ability to meet its Piblic Sector Equality Duty. 



resopiyresc an Equality Impact Assessment (EqIA), access details on how to complete EqIA here  






	14. Data Protection Impact Assessment (DPIA):

	Required Y/N
	If Required Use this Template here 
	{Add link to signed of DPIA here}


	15. Project Resource

	To access resources from the Corporate Programme Office email: pmo@croydon.gov.uk 
Your request will be triaged by the PMO to see if support can be made available. 


	
· Xxx
· Xxx
· Xxx




	16. Appendices – attach here links to reference documents relating to this project and/or stakeholder engagement 

	

	17. Version Control:

	Version No.
	Date
	Status
	Prepared by
	Comments/Notes – including reason for changes made 

	1.0
	10.10.22
	Approved 
	Barbara Grant 
	Original 

	2.0
	08.03.23
	Approved 
	Barbara Grant 
	Extended S.5 to include project bid key information 
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