	[image: image1.png]SKIlQ\Falr




	Project Brief

	
	

	Project Objective

	What do you want the consultancy project to achieve for your business? Is this part of a larger strategic project or a single tactical piece of work? Do you want the consultant to provide advice and ideas, or to implement something that is already defined?



	Budget

	Many people are reluctant to give a figure but you should specify an absolute maximum. This will help you to weed out those who are just too expensive. 



	Location

	Does the work need to be done at your offices? If so where is this? Would you be happy with some or all of the work being done off-site?



	Scope

	Roughly how many days effort do you think are likely to be required over what elapsed time, for example 5-10 days over the next 3 months. If you’re not sure, express the scope in terms of the tasks to be done, for example;

· Review current procedures with 10 staff

· Identify problem areas

· Design resolutions and project manage implementation



	Special Requirements

	This should include specialist technical skills, such as particular IT languages or technologies. It should also explain what experience you want the consultant to have. For example, must have managed large projects in a Local Authority environment. Try to be as specific as possible without being over prescriptive.  



	Deadline

	How soon do you want the work to start and when do you want it to be complete?



	Form of  Response Required

	Specify what information you want from bidders, such as 2 reference sites, CV or company profile.




