[bookmark: _8fz3l2uvtxdh]Project Brief: [Project Name]
[bookmark: _kjht7pc5gze9]Summary
	Team & Roles
	Product Owner:
Unit Sponsor:

Content Lead:
Unit Lead:

Content Contributors:
Content Stakeholders:
UX/Content Strategist:
Web Team Development: Robert, Jemma, William
Web Team Content:

	Timeline
	[Are there any known, hard and fast deadlines for any of the phases? Timeline hopes and dreams?]

	Problem Statement
	[What problem are we trying to solve? Why are we doing this?]
As an <actor phrase> I want <action phrase> so that <outcome phrase>.

	Primary Goals
	[Specific goals; Should focus on concepts not concrete “solutions”]
1. Standard migration goals (balance need to be: user-friendly work well for stakeholders, sustainable code, design, and content).

	Scope
	[Intentional project constraints] 

	Challenges/Constraints
	[Anything that will make this project hard to complete? e.g., tricky politics, technology complications, etc.]

	Special needs
	[bookmark: _GoBack][subdomain, redirect, project-specific “branding,” special graphics, etc.]

	Communication
	[Who and how and when should staff or patrons be communicated with about changes?]

	Assessment Plan
	[What is the plan for assessing iteratively and at end of project? What would success look like? How will it be measured?]


[bookmark: _shmhgzdktd4v]Upon Completion
	Outcome
	[What is the final product? Link to something if possible plus screenshots (before and after) are always nice]

	Location of support documents
	[Google docs? Intranet?]

	Possible Follow-ups
	[Anything that came up during this project that had to be cut but we should return to it?]

	Lessons Learned
	[How’d the project go?]

	Ongoing management / maintenance beyond project phase
	[How will content be managed going forward? Do workflows need to be adjusted?]
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