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Introduction
The aim of this Job is to get the project off to the best possible start. Ensure everyone is clear on what will be delivered, why it matters, how fast it needs to happen, and how the best option will be tested.
Setting the direction and pace provides the foundation for the project, ensuring it starts the right way, at the right speed, and that the best option is selected to test before you go all in.
Executive summary
Why:
What:
How (option to test):
When (next steps):
Who & cost:
Decision required:

Project Brief
Why
Problems or opportunities to address
Benefits
Success measures
What
Project outcomes / scope
In scope / Out of scope
In scope:
Out of scope:
Deliverables for Job 2
How
Options considered
Chosen option and reasons
Assumptions / constraints
When
What “Proving it Works” looks like next
High‑level plan
	Phase
	Timebox
	Key outputs
	Owner

	Job 2 – Prove It Works
	12 weeks
	
	

	Job 3 – Make It Happen
	36 weeks
	
	

	Decision points
	
	
	


Who
Core roles for Job 2
	Role
	Named person
	Time commitment
	Notes

	
	
	
	

	
	
	
	


Indicative budget / costs:

Where
Work locations (on-site/remote/hybrid)
Ways of working
Dependencies / access
Appendices
Appendix A - 12-rule checklist
	Rule
	Description
	Notes

	1. Ask Why
	Define the problem/opportunity and benefits
	

	2. Get Expert Guidance
	Find someone who has done this before
	

	3. Get People on the Bus
	Identify and engage your team
	

	4. Make Friends and Keep Them Friendly
	Engage stakeholders and champions
	

	5. Recognise Your Project Is Not Unique
	Find similar projects to learn from
	

	6. Look for Tried & Tested Options
	Identify proven solutions
	

	7. Be Ready to Adapt
	Stay flexible and adjust
	

	8. Keep on Top of Risks
	Regularly identify and review risks
	

	9. Think Big, Start Small
	Break into small parts and test
	

	10. Learn by Experimenting
	Run pilots and gather feedback
	

	10. Adjust for Optimism
	Base estimates on evidence
	

	12. Be Ready to Step Away
	Define stop criteria
	



Appendix B – Example case studies (optional)
Attach one-page Learning from Experience summaries behind this brief. Include title, source organisation, relevance, and whether it is attached.
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