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Consultant’s Brief proforma. related information A proforma 1
	
	

	Reference
	Consultancy reference number (if relevant) MACROBUTTON  AcceptAllChanges "Click and Type"


	Client:
	Organisation name and contact detail MACROBUTTON  AcceptAllChanges "Click and Type"
	Contact:

Name MACROBUTTON  AcceptAllChanges "Click and Type"
Contact Number MACROBUTTON  AcceptAllChanges "Click and Type"


	Title:


	Consultancy title MACROBUTTON  AcceptAllChanges "Click and Type"


	Goal:
	Clearly state the goal of the consultancy based on the project goal.

 MACROBUTTON  AcceptAllChanges "Click and Type"


	Background:
	Explain the background of the wider project which the consultancy relates to (e.g. issues/ events leading to the need for the project, history, key stakeholders, problems, drivers).

Where relevant - include an account of related projects.

 MACROBUTTON  AcceptAllChanges "Click and Type"


	Organisation context
	Refer to any organisational guidelines, strategic or corporate Plans, principles or other considerations that a consultant should be aware of to ensure that the project is conducted in a manner that compliments these broader organisational objectives.
 MACROBUTTON  AcceptAllChanges "Click and Type"


	Scope and Methodology:
	Provide a clear delineation of the scope of the consultancy (state any exclusions)

Include an outline of methodology or key components of a methodology as appropriate (e.g. if a committee must be involved in the process – when, how often)

 MACROBUTTON  AcceptAllChanges "Click and Type"


	Outcomes / Products:
	List the measurable products or deliverables of the consultancy, format and method of documentation

 MACROBUTTON  AcceptAllChanges "Click and Type"


	Staging/Timing:
	Identify the various stages of the consultancy, critical deadlines and commencement and completion dates.

 MACROBUTTON  AcceptAllChanges "Click and Type"


	Management and Reporting:
	Identify the Consultancy Manager, the lines of communication, required frequency of meetings, relevant committees, approval authorities, variation procedures, authorised sign offs etc.

 MACROBUTTON  AcceptAllChanges "Click and Type"


	Client Contribution:
	What facilities or resources are to be made available to the consultant?

What will the client be responsible for? (e.g. preparing agenda reports to Council, booking meeting room, making copies for committee members)
 MACROBUTTON  AcceptAllChanges "Click and Type"


	Fee Conditions:


	Specify any limitations (e.g. fixed fee, final payment after completion of final document)

 MACROBUTTON  AcceptAllChanges "Click and Type"


	Contractual Requirements:


	Specify the contractual arrangements (client standard contract, consultant standard contract, negotiated contract).

 MACROBUTTON  AcceptAllChanges "Click and Type"


	Consultant Submission:


	Request the consultant to submit a proposal covering the following

· The proposed consultancy participant(s) and a summary of their relevant experience

· The proposed management arrangements, accountability and a key contact

· A recommended methodology and timeframes

· Identification of project risks and management strategies

· A fee schedule and hourly rates

· A list of referees and relevant project examples
 MACROBUTTON  AcceptAllChanges "Click and Type"


	Selection Criteria
	The selection process will consider the following criteria and relative weighting):

· Proposed fee (A,B,C)

· Specialist skills & team capacity (A,B,C)

· Experience in related area (A,B,C)

· Project management and timely delivery (A,B,C)

· Proposed methodology (A,B,C)

· Consultation approach (A,B,C)

 MACROBUTTON  AcceptAllChanges "Click and Type"


	Brief Approval


	This Project Brief is approved by:

 MACROBUTTON  AcceptAllChanges "Click and Type"
………………………………………………
……………………………………...........


Date

Date
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