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Project Briefing for an AL$ Campus Initiative
Document History:  Each time the document version is changed, record the author, date and a brief description of change.

	Version
	Date
	Author
	Description

	
	
	
	

	
	
	
	

	
	
	
	


PROJECT OVERVIEW:

	Title of Project
	

	Start Date
	

	Expected Date of Completion
	Define phases to the project if you are developing an on-going service

	Brief Description
 
	The project will result in X by us doing Y


	Use Cases


	Brief scenarios about how students, faculty, and staff will be able to do their work differently (and better) with the use of the products and services delivered by your project



	Goals & Benefits (larger vision)


	What are the project goals and how do they align/support the goals of your institution

	SMART (Specific, Measurable, Achievable, Realistic and Time-based targets)

Objectives
	If you have SMART objectives, it’s useful to list them.   If not, you will need to develop them so you can provide evidence of the value of your project.


PROJECT TEAM: 

Project Leader(s): 

	Name
	Email
	Phone
	Department

	
	
	
	

	
	
	
	


Workgroup Team Members: 

	Name
	Email
	Phone
	Department

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Project Partners: 

	Name
	Email
	Phone
	Organization & Responsibilities

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Project Governance Structure:

Name(s) of Executive Sponsor(s):
Other Shared Governance Individuals or Groups:

What major decisions and support from the Governance Structure are needed for your project?
PROJECT WORK PLAN
Proposed Timeline of Deliverables – This simple table helps you keep track of the basic outcomes of a work plan.   See the more detailed AL$ project planning spreadsheet.
	Due Date
	Deliverables: Products and/or Services 
	Person(s) Responsible

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Measures of Success:  What measures will be used to provide evidence that the project is succeeding?  Do you have targets for these measures (for example, 2,000 students are choosing digital textbooks, resulting in an estimated savings of $100,000).  Connect your measures to your SMART objectives.
Dependencies:  What activities must be completed by others for project to proceed?

Getting Ready to Succeed:  Have you satisfied your “Pre-requisites”
· Communication Plan: (see other handout)

· Technology Requirements:

· Facility Requirements:
· Policy Requirements:
Resource Requirements & Projected Costs:

	Staff Time: Person 1
	
	Hours per month

	Staff Time: Person 2
	
	Hours per month

	Staff Time: Person 3
	
	Hours per month

	Travel
	
	Est. cost

	Phone
	
	Hours per month

	Other Expenses
	
	Est. cost

	Other Fees
	
	Est. cost
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