Project launch brief
The team is preparing a new customer welcome pack. This brief sets out the agreed scope and the next review.
Project scope
Prepare a welcome email, a short product guide and a delivery checklist. Use clear language and keep the existing product names.
Review plan
	Deliverable
	Owner
	Review day

	Welcome email
	Content team
	Monday

	Product guide
	Product team
	Wednesday

	Delivery checklist
	Operations team
	Friday


Next steps
Each owner will review their draft before the weekly meeting. Record any changes in the shared project folder and confirm when the final files are ready.
