Museum Name

Project Management Brief

Name of Exhibition

Project Scope

1.1  Project Title

1.2  Project Background

Briefly describe the reasons for establishing the project and how it was initiated, including any relevant background information, such as reference to an approved Project Proposal. This should be less than half a page long

1.3  Objective(s)

What is the goal of the project, what is it expected to deliver? This should be a high level description of the objective(s) of the project (a one-liner)

1.4  Target Outcome(s)/Benefits

List the target outcomes/benefits, the measures which will be used to measure their success, the dates for achievement and who is accountable. 

1.5  Outputs(s)

List the project outputs (deliverables). These are services, products, or management practices that need to be implemented to meet each identified outcome.

1.6  Project Activities and Milestones

List the milestones and major activities for the project. Milestones are indicated by a blank schedule start date, these are the dates identified during the initial planning stage used to monitor progress of the project. Activities in the predecessor column must be completed prior to this activity commencing. 

	Id
	Description
	Who
	Scheduled Start
	Scheduled Finish
	Predecessor
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1.7  Budget

Summarise the project’s budget and expected expenditure.

1.8  Other Resources

List other resourcing requirements, for example human resources, accommodation, conservators, collection managers, instillation, technicians, and designers, audiovisual.

2 Project Management Plan

2.1 Governance

Determine what parties will form the governance structure for the project, detail their responsibilities and identify who will be fulfilling each role. 

As a minimum you will need in your governance structure a:

· Project manager

In addition you may have one or more of the following parties in your governance structure:

· Project Team;

· Reference Groups;

· Working Groups; or

· Quality Consultants

2.2 Reporting Requirements

Describe the reporting frequency, the format and to whom the report goes.

2.3 Stakeholder Management & Communication

List the key stakeholders who will impact the project or be impacted by the project and describe how they will be engaged. A summary of the overall key communication and management issues for the project, concentrating on what will contribute to the project's success or where a lack of communication can lead to failure. 

2.4 Risk Management Plan

A risk analysis should be undertaken upon commencement of the project and regularly reviewed throughout its life cycle. 

Include here a summary of the major risks, mitigation strategies, estimated additional costs to deploy the strategies (these should be included in the budget) and an overall assessment as to the level of risk associated with the project. Also discuss how risks will be managed in relation to risk identification, reviews and reporting.

2.5 Quality Management Plan

Quality Management should contain project specific information describing the:

· Methodologies and standards (museum standards, conservation, collections management, display, security);

· monitoring procedures;

· change, issue, and problem management;

· documentation and record keeping; and

· the review processes to be used to capture lessons learnt through the project.

2.7 Project Closure

Who are the outputs going to be handed over to, and how?
At what point will the project be closed?

3. Appendices

Additional documents or information may be attached to the Project Business Plan as appendices to enhance or meet specific project requirements. For example:


· Details Project Budget 

· Risk Analysis


Provides ‘snapshot’ details of the current risk assessment and risk management strategies.


· Project Plan


A ‘snapshot’ Gantt chart, or similar, of major project milestones and processes.
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