
 

Project Brief 
 The Project Brief is the first thing to do.  It should be completed before any activity of 

any sort takes place.  This is because the Brief is the document that subject to 
authorisation triggers the development of the Business Case.   

Project Name 
 

 

Project Manager   

Document Author (if different 
from Project Manager) 

 

Organisation Name  

 
 
Benefit 
Why would the community benefit from this project? Is there clear evidence of need for this project- detail any 
consultation, statistics or reports that back up for project brief. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Details of the Project 
Please list the details of your project 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 



 

Project Objectives 
What will the project deliver, or what changes will it bring about and how are these linked to the CEF’s Community 
development plan (CDP) for the area? 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Benefits 
Outline any key financial or non-financial benefits the project will deliver and how this will impact the community. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Project Approach / Delivery Options 
Outline any initial ideas for how the project might be delivered including external delivery, consultants, governance 
arrangements etc. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 



 

 
Project Timescales (Milestones) 
Outline the overall timescale for project completion and include delivery phases together with milestone dates and 
funding deadlines, if appropriate. Your knowledge may be based on assumptions at this stage. 
 

 
 
 
 
 
 
 
 
 
 

Project Resources (people and money) 
These will be indicative at this early stage.  However, on the basis of what you expect the project to look like, 
indicate your estimates together with the assumptions made in making the calculations. 

• Costs –  
 
 
 
 
 
 

• People –  
 
 
 
 
 
 
Funding 
Where do you expect the money to come from, e.g. revenue or capital budgets, external grants, all from CEF 
funding or a combination? Please state if you don’t know at this stage where the money is coming from. Please 
include any quotes you have received. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 



 

Risks / Issues 
Identify what you consider to be the main risks at this stage. Also indicate any issues you may be aware of that the 
project will resolve.    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Links and Dependencies 
Does this project link to any others in the area or services already available? Is its success dependent on the 
completion of other projects, funding from elsewhere, interest from volunteers etc? 
 
  

 


	Project Manager: Jackie Mook
	Organisation Name: 
Age UK Selby District
	People: Paid Driver, volunteer escort and one hour per week admin support
	Project Name: 
Age UK Selby District Shopping Bus Service
	Document Author: 
Vicky Harrison
	Benefit: Here at Age UK Selby, we have a wealth of knowledge of what is needed locally. We operate an internal management system where we record referrals that are made to the organisation. Therefore we can identify and highlight hot spot areas within the District, where people aged 50 plus are in need of our support and services.Through our previous volunteer community navigator work and our staff working across the District we have identified that the people in these areas would greatly benefit from the bus service. As Follows:-Reduce Loneliness & Isolation-Maximise Social Inclusion & Independence-Enabling people to get out of the house & be more active-Enabling Age UKSD to offer people access to other services-Enabling people to have more choice & save money by going to the supermarket  
	Project Details: We would like to run a regular shopping bus service which would cover the villages of Riccall, Ryther and Kelfield in order to expand our presence in the Eastern CEF.  We would also look to recruit new volunteers within these areas to assist the driver and passengers.The minibus would be provided by Age UK Selby District on a weekly basis and would collect passengers and take them into a Selby supermarket. We would then take the clients home after they had finished shopping, ensuring they are safely in their home before leaving.The mini bus has a tail-lift for those who are less mobile and a shopping structure for the safe retention of shopping whilst traveling.
	CDP Objectives: The project would ensure that older residents are given the opportunity to access transport to  take them into Selby directly to the supermarket. This ensures a level of independence as well as social interaction.Transport is a particular issue in Ryther which has neither a bus service nor a village shop. We have clients in all 3 of the villages and are aware of the need of the service.Experience of running the shopping bus in other areas of the district, shows us that it is not  only a practical solution, but also a social outing. Our service users look forward to the  shopping day as they can have a chat with the other passengers. Friendships are often formed as they are from the same village and as they attend every week, there is always a friendly       face on the bus to greet them. Once they have completed their shopping they often pop into  the cafe together until it is time to return home.
	Benefits: The benefits of this service are:Maintaining independenceReducing social isolationGaining access to other Age UK activities, advice and signpostingThis impacts on the community by reducing the clients feeling of being a burden on their family or neighbours as they are able to purchase provisions independently.  As we would have a funded driver, the service would be provided on a weekly basis all year round.  During the winter months this will be invaluable to those older residents who for whatever reasons, cannot access a bus service.  Having an affordable, reliable service for older and more vulnerable people will help to maintain independence as well as offering a more sociable and cost effective alternative to a taxi service.
	Project Delivery: Here at Age UKSD after having years of managing successful contracts, we have everything in-place to deliver this project.  Such as:-The Mini Bus-Up-to-date policies & procedures-Detailed risk assessments-GDPR -Documentation & Reporting on outcomesIf we were successful, we would notify potential service users, parish councils, church groups and other organisations of the service.The service will be delivered in the highlighted areas, using our own mini bus.  We will set-out to recruit a volunteer escort who will assist the driver and the service-users.  This will be a weekly service, where a small charge will be made to enable the continuation of the service when the funding has ceased.
	Milestones: The project will run for 1 year and as soon as a driver has been employed and given a thorough induction, the service would be ready to commence.Milestones:-0-6 weeks, employ, induct and train a suitable driver-0-6 weeks, recruit a volunteer escort-0-6 weeks,contact key people/advertise and make aware of the service-6 weeks onwards service will commence User contributions will enable the service to continue indefinitely.
	Costs: Driver for 8 hours per week at £9.50 per hr incl NI x 52wks = £3,952
1 hour per week admin to include reports £11 per hour x 1 per wk x 52 =£572There will also be a small amount of volunteer expenses '0.40 per mile x 25 per wk x 52 = £520Leaflets x 500 = £78.00Total amount is £5,122
	Funding: We are confident that we can provide the service with the amount requested from the CEF. Our financial contribution will be towards the running costs of the mini bus and any other costs associated with this project will be met from user contributions of £5 per person.Therefore we would like to request £5,000 from the CEF.
	Risks: We are not aware of any serious risks at this stage. However,those who feel lonely or isolated may become depressed and affect their health & well being.Our project will reduce some of the affects of rural isolation and enable people to feel part of the community, make new friends and be more independent.This service will enable us to monitor clients and be in a position of offering other services, advice, information and sign-posting.
	Links:    This project is in addition and links to our current shopping services. We would recruit a volunteer to act as an escort on the shopping bus in order to ensure the safety of the passengers as well as to give assistance where required. Success will be dependent on the funding to provide this service. We are not seeking to request additional funds for this project, other than a user contribution.


