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Project name A More Personal, Tutoring System  

Project manager Kirran Khan, VP (Business) 

Project sponsor TBC 

Date agreed TBC 

Agreed by TBC 

 

Project brief 

The project brief is a summary of the purpose of a project and what it will achieve. It identifies key elements of 

the project and the steps that will be followed to reach the objectives. The brief initiates project activity and 

allows the work to move forward. 

 

Project overview 

A brief description of the overall purpose and need for the work. Why does this project need to be done and 

why now? 
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Aims and objectives 

Broad statements of intent 

about what the project is 

trying to achieve. 

List the tangible outcomes and benefits that will 

be achieved. They should be specific and 

measurable etc. We should be able to refer back 

to these at the end of the project to check 

whether the work has been successful. 

How will you measure 

success? 

 

 

 

 

  

 

 

 

 

Scope 

Several sentencing outlining what is within the scope of the project and what is not. If necessary this sections 

should clarify the boundary between this project and other work to ensure there is no overlap or duplication. 

This section should clarify what is specifically excluded from the activity. 
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Deliverables 

List the outputs of the project. 

  

 

 

  

  

  

 

Key stakeholders 

This should list all parties (internal and external) with an interest in this piece of work. 

 

 

Project team: roles and responsibilities 

List all those who have a role to play in the project. Include a summary of their responsibilities. 

 

 

  

 

 

 

 

 

 

 

Implications for the organisation 

Include here any impact this area of work may have on other parts of the organisation. 
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Risks 

Outline any potential issues or barriers (internal and 

external). 

Include a summary of how these might be mitigated. 

 

.  

 

 

 

Costs 

As well as direct costs this should include an estimate of the staff resource required and the amount of time 

from each person/area. 
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Timescales 

An estimate of when project activities will happen. 

What When Who 

Aug Sep Oct Nov Dec Jan Feb Mar Apr May Jun 
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Project name LikeBike (to be renamed)  

Project manager Kirran Khan VP (Business)  

Project sponsor TBC 

Date agreed TBC 

Agreed by TBC 

 

Project brief 

The project brief is a summary of the purpose of a project and what it will achieve. It identifies key elements of 

the project and the steps that will be followed to reach the objectives. The brief initiates project activity and 

allows the work to move forward. 

 

 

Project overview 

A brief description of the overall purpose and need for the work. Why does this project need to be done and 

why now? 
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Aims and objectives 

Broad statements of 

intent about what the 

project is trying to 

achieve. 

List the tangible outcomes and benefits that will be 

achieved. They should be specific and measurable etc. 

We should be able to refer back to these at the end of the 

project to check whether the work has been successful. 

How will you 

measure success? 

 

 

 

 

 

 

  

 

 

 

 
 

 

 

Scope 

Several sentencing outlining what is within the scope of the project and what is not. If necessary this sections 

should clarify the boundary between this project and other work to ensure there is no overlap or duplication. 

This section should clarify what is specifically excluded from the activity. 

 

 

Deliverables 

List the outputs of the project. 

  

  

  

 

Key stakeholders 

This should list all parties (internal and external) with an interest in this piece of work. 
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Project team: roles and responsibilities 

List all those who have a role to play in the project. Include a summary of their responsibilities. 

 

 

  

 

 

 

 

 

Implications for the organisation 

Include here any impact this area of work may have on other parts of the organisation. 

 

 

Risks 

Outline any potential issues or barriers (internal and 

external). 

Include a summary of how these might be mitigated. 

 

 

 

Costs 

As well as direct costs this should include an estimate of the staff resource required and the amount of time 

from each person/area. 
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Timescales 

An estimate of when project activities will happen. 

 

 

What When Who 

Aug Sep Oct Nov Dec Jan Feb  

 

     

Jjjjjjjjjjj 

 

       

 Jjjjjjjjjjj        

  Jjjjjjjjjjj       

 

 JjjjjjjjjjjJjjjjjjjjjj 
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