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Communications Project Brief

Project Overview to Guide Customer Communications


	Project Name*:
	

	Tracker Link*:
	

	LTS and/or Wire On Date*:
	

	eBay sites Affected*:
	Please indicate whether microsites are affected


	Product Manager / Business Owner*:
	


1. Overview about the change
	Project summary: What's the project, the overall launch plan and timeline?

	· What are we launching? Provide description of the initiative

· Is the initiative completely new or is it an enhancement?
· Why is it being introduced, or changed?

· What are the timelines?

· Is there a phased launch i.e. trial period and then mandatory?

· Are there any dependencies with other projects which will be launching this year?

.




	What are the customer benefits? Present information from their perspective, not ours

	· Give 3 reasons why you think the end-user will be excited by this.
· What are new functions or better functions when compared to other tools on eBay or in the market?
· Does the customer have to do anything? If so, what? Eg. update listings, pay high fees, change the way they are currently doing something.

Note: Please use measureable, specific terms to describe the benefits of the product / feature.  



	What are the customer downsides and problems? 

	· Would they anticipate this change negatively?
· If so, why?
· Anticipate critical questions they might ask



	What is the call to action for our customers? 

	When?

Action




	What's the main seller segment that will be impacted?  

	· eBay Top-rated sellers?
· Only PowerSeller or all sellers with a business account?
· Are any cross border trade customers affected? If so, how?




2. Specific product information
	How does the feature work? What exactly do customers have to do?

	· Where can they make these changes?

· Which steps do they have to follow?
· Can we compare old versus new function to highlight benefits? 

· Is or can  this new product / feature be tied in with other changes (i.e. should we also promote other changes or tools together with your feature)?

· Are there calculations, metrics and tables involved?
· Does this affect CBT sellers?

Note: Please include step-by-step instructions or links to the entry points, i.e. seller Dashboard or My eBay.




	Are the product details and how it works finalized?

	· Is the product currently being built?
· Is the PRD final?

· Are mock-ups available?

· Is it 100% sure how it's being implemented and where?

· Is there any other complexity to this update? Eg. change is simple, but product is complex 

Note: Very important for our comms planning. Please be specific when details might be finalized.



3. FAQs
	List possible FAQs for the customer or CS

	Question #1:

Answer #1:

Question #2:

Answer #2:




4. Communication scope
	Are help pages, policies or other portals affected by this change?

	· Do we need to update help pages?

· Do we need to update policies?

· Other portals (i.e Legal portal or Security Center)

· Do we need to create a new resource? Eg. Video, graphic etc.?



	Key terms or key messages which have been uses so far to describe similar product / features or earlier versions of them


	


	Relevant help pages, policy pages, portal / hubs or earlier Seller Release pages for this product / feature


	


�To be filled out by Content Strategist


�To be filled out by Content Strategist
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