
	Project Brief
Should we invest time in fully planning this? Keep it to one page.


Overview
	Project Name
	 

	Sponsor
	 

	Proposed By
	 

	Date
	 


Problem & Opportunity
	Problem
	What's the problem in 1-2 sentences? Be specific.
 
 

	Cost of Inaction
	What happens if we don't address this? Quantify if possible.
 
 

	Proposed Approach
	High-level direction, not the full plan.
 
 


Rough Scope & Effort
Directional, not a commitment. Detailed planning happens after approval.
	Rough Scope
	What's roughly in and out? What systems, teams, or processes?
 
 

	Est. Timeline
	Order of magnitude: weeks, months, quarters?
 

	Key People
	Roles needed. Names if known.
 

	Budget
	Requires budget? Rough range or "TBD in planning."
 


The Ask
	To Proceed, I Need
	Time, people, access, budget for discovery?
 
 

	Risks to Flag
	Anything the sponsor should know before greenlighting?
 
 


Decision
	Decision
	Decided By
	Conditions / Notes
	Date

	Proceed  /
Revise  /
No-Go
	 
	 
	 



