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	A document setting out the reasons why change is needed and the benefits to be realised

	Use in…
	Leading change
	Engaging people in change
	Delivering change

	Why would I create this?
	We need to set out a compelling reason to change in order to gain buy-in and commitment to change.

	What is the content?
	The document sets out the reasons for change.  The change brief is a precursor to a Business Case, and will often be used as input.
It begins with a clear statement of an opportunity or problem to be addressed.  
This may be expanded upon in more detail with specific key performance indicator measurements, performance against targets, market information, industry benchmarking, and other existing information to support the statement.  
The potential improvements should be described and they are typically captured as benefits.
Different solutions may be included with a view of which would be preferred, along with any initial view on timescales, resources, risks and other dependencies.

	Who owns this document?
	Change Sponsor

	Who typically will write the document?
	Business Change Manager, Business Lead or Project Manager (acting as a BCM)

	To be created in the change stage…
	Case for Change
	To be used in the project stage…
	All project stages

	Tips on tailoring

	Small Change
Change brief can act as business case
	Medium Change
Create the change brief to aide initial discussions ahead of completing a business case
	Large Change
Create the change brief to aide initial discussions ahead of completing a business case



For the rest of the document, text in italics should be replaced with the required content. Please note the examples are illustrative and have fictional data. Complete as much information as possible.
Change Brief 

	Faculty, School, Division, Directorate Name
	The part of the organisation sponsoring the change

	Change Sponsor
	Name of the individual who will lead and be accountable for the change

	Business Lead or Business Change Manager
	Name of the individual who will be responsible for delivering the change 

	Author
	Name of the individual writing the document

	Date and Version
	DD/MM/YY – DRAFT v0.1 (final should be reflected as FINAL v1.0)




	Background
	Opportunity or Problem Statement

	
	For example: 
More and more people are accessing learning through online services.  There is an opportunity for the University to exploit this trend widening participation, delivering our teaching and learning in a new way and generating additional income.

For example: 
The production of budget reports is manual and time-consuming, reducing the time management accountants can spend with budget holders adding valuable analysis and discussion of the budgets themselves.  We need to automate the production.


	
	Evidence

	
	For example:
Market intelligence shows that last year 27% of UK students opted for an online course.  Participation in the University’s current online offerings showed a 10% uptake in student applications for the academic year 2017/18.

For example:
On average an accountant will spend 2 days of every month in the production of 2 budget statements for a single budget holder. There are 45 budget holders which 1080 days over the course of a year.  This equates on average salary to over £150,000 of salaried time being spent on the production of budget statements. 





	Objective(s)
	Describe the objective of the change

	
	For example:
Expand our online offerings from 24 courses to 28 courses for the academic year 2019/10

For example:
Automate budget statements by the end of the 2018/19 financial year and reduce manual production time to minimum

	
	Describe the desired outcomes of the change – the benefits

	
	For example:
Increase in income of £3.6m in 2019/20 from 4 courses recurring for 5 years

For example:
Reduce production time of budget statements from average 2 days to no more than 1 hour. 



	Scope
	Describe what is in scope and out of scope for the change

	
	In scope
For example: 
The development of 4 new courses in popular online disciplines
The marketing of the 4 new courses 

For example:
The general ledger budget statements
	Out of scope
For example:
Increasing student numbers in existing online courses


For example:
Project ledger budget statements



	Solutions
	Describe any potential solution for consideration

	
	Option A

	
	Short description
	

	
	Advantages
	

	
	Disadvantages
	

	
	Decision
	Recommend, Research or Reject

	
	Option B

	
	Short description
	

	
	Advantages
	

	
	Disadvantages
	

	
	Decision
	Recommend, Research or Reject





	Constraints
	Describe any known constraints

	
	For example: 
Brand identity for University of Manchester must be used in the branding

For example:
The current financial system, Oracle



	Assumptions
	Describe any known assumptions

	
	For example: 
Online courses will continue to increase in popularity over the next two years

For example:
The current functionality of the system will enable automation



	Resources & Budget
	Describe any known staff or non-staff resources required including budget for any additional finance requested

	
	For example: 
4 dedicated developers, 0.25 FTE of 4 academics from chosen disciplines, time of UMW management to oversee development, 1 FTE project manager for 6 months - £500k

For example:
1 developer, 0.25 of 1 management accountant, 0.25 FTE project manager for 1 month - £70k



	Risks
	Describe any known risks

	
	For example: 
Market may decline during the course of the course developments

For example:
Upgrade may impact during project timescales



	Dependencies
	Describe any known dependencies

	
	For example: 
Support from Faculty and Schools to develop and deliver the courses

For example:
Implementation of Excel4Apps by IT during Summer 2018
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