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	How to use this template
	This template will help you to create a brief for your proposed Communities of Excellence project.
Remove instructions and examples in blue italics and adapt to make fit for purpose for your Community of Excellence (CoE) project. 
To remove this ‘How to use’ section right-click on the [image: ] that appears when hovering over the top left corner of this section and select ‘Delete Table’.




Why create a Project Brief?
A project brief is how you get written agreement on the key aspects of a project, including the project’s objectives, rationale, roles and responsibilities, and a high-level plan of activities and timings. It should have enough information to give stakeholders and the approving executive a clear understanding of the approach and scope of the project. 
Once approved, the Project Brief, along with the Project Initiation Document, serve as the “true north”—setting the direction and boundaries for your project. The Project Initiation Document will be based on the Brief, expanding on the items included here and adding details about how the objectives will be achieved and how success will be measured.
This template includes the headings that are standard for a project brief. Each represents an important consideration for proposing and planning a project, so it’s a good idea to make sure you can speak to each heading, even if it’s just a few dot points. 
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[bookmark: _Toc46411172]Community summary
Give a snapshot of the community’s current health services, healthcare providers, and consumers (population) to help contextualise the project objectives and deliverables. You can get this information from your Community Profile.
Suggested details to include:
· Approximate population
· Significant subpopulations (e.g. Aboriginal and Torres Strait Islander peoples) and what proportion of the population they comprise
· Numbers of healthcare services and facilities: public and private hospitals (with number of beds), Aboriginal Medical Services, Royal Flying Doctors Service, aged care facilities (with number of beds)
· Numbers for each healthcare provider cohort: GPs, pharmacies, diagnostic imaging services, pathology services, allied health services, private specialists.


[bookmark: _Toc46411173]Objectives
[bookmark: _Toc25053334][bookmark: _Toc27131302]What are the main outcomes to achieve, and how will they be measured? A project typically includes 4 or 5 main objectives, each summarised in a sentence. Use the SMART method to craft objectives that are clear and concise:
Specific: Objectives are clear and detailed, with no room for interpretation,
Measurable: Include key performance indicators or outputs that determine if an objective has been met,
Attainable: You can reasonably expect the objectives to be successfully completed,
Realistic: The project team believes the objectives can be achieved,
Time-bound: Set due dates or specific periods for accomplishing the objectives.


[bookmark: _Toc46411174]Key deliverables
Describe the outputs that this project will deliver—adjust the provided list as required. The CoE Toolkit Guidebook may help you identify what’s applicable to your project.
· Project Brief (this document)
· Project Initiation Document
· Project Schedule
· Benefits Realisation Plan
· Monitoring and Evaluation Plan
· Project Status Reports
· Major Project Registers – Risk and Issues, Change Request, Project Lessons, Stakeholder, Communication, Resources, Minutes, Actions and Decisions, Quality and Dependencies
· Registration and usage statistics for General Practices, Pharmacies, Aboriginal Medical Services, Aged Care, Pathology, Diagnostic Imaging, Specialists and Allied Health
· Education and awareness plan
· Community engagement and communications plan

[bookmark: _Toc46411175]Benefits
Describe the key benefits that may be realised following the completion of the project. Consider benefits in terms of improvements in safety, quality, and efficiency of healthcare services, as well as benefits to patients and healthcare providers in the community. 


[bookmark: _Toc46411176]Timeline
Provide an indication of project timings for high-level activities (expected project delivery timeline). This may be easiest to present in a diagram, such as a Gantt chart or timeline.


[bookmark: _Toc46411177]Scope
Scope defines the boundaries for the project. This may include types of work, parties involved, types of problems, geographic area covered, etc. Any areas of potential ambiguity or where stakeholders may make assumptions about things being included (or not) should be listed in the scope.
[bookmark: _Toc46411178]In scope
E.g. 100% of healthcare providers registered to and using (viewing or uploading) the My Health Record system by [target date / end of project].


[bookmark: _Toc46411179]Out of scope
E.g. Implementation of secure messaging is out of scope as the infrastructure is not yet mature. However, awareness and education sessions for the healthcare industry are required (in scope).



[bookmark: _Toc46411180]Constraints, assumptions, & dependencies
[bookmark: _Toc46411181]Constraints (pre-requisites)
Requirements or pre-requisites that must be met prior to project initiation or implementation. E.g. Healthcare providers must be digitally enabled (i.e. use computers).


[bookmark: _Toc46411182]Assumptions
Assumptions made while deciding on project objectives and deliverables. E.g. There is timely access to appropriately skilled and experienced project resources.


[bookmark: _Toc46411183]Dependencies
Known dependencies on external stakeholders or third parties to deliver project outcomes. E.g. ‘Train the trainer’ sessions to prepare instructors for the digital health literacy program will be run and managed by a partner organisation. 



Appendix: Additional template elements (delete this section on finalising)
Example of a table with heading text
	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Bullet points
Level 2
Level 3

Numbered points
Level 2
Level 3

The style for normal text in the document (i.e. not headings, etc.) is Body Text. It should appear as the first option in the Styles section of the ribbon (Home tab). 
[image: ]
image1.png




image6.png
4280CcDc| o AsBDCc  AaBbCe  AaBbCcD AgBbCcDC 1. A285C 1 AaBb 1.1 AaBl 1.1.1 AaB 4abbCeDoi AaBoCcDdl AsBhCeDae o AsEoCDs [
BodyText | TBullet1 THeading.. THeading.. THeading.. TNumber.. Headingl Heading? Heading3 Instructions Toblehea.. Tabletext TTablebu.. |3

Styles




image2.png




image3.svg
     


image4.png




image5.emf

