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1 About This Document

This document is a template that provides the industry accepted guidelines to plan, execute, control, and close a project.  This document will need to be tailored and customized to the needs of the project; however, special care should be considered if major sections are “tailored out”.

1. “Tailoring” is the process that modifies the structural components of the template to the needs of a specific project.  As an example, the Project Manager may have a standard appendix that does not apply to the project.

2. Customization is the mechanical task of inserting customer or project logos, deliverable identifiers, names, and so on, into a copy of the template.  The copy then becomes the live version of the Project Management Plan for the project and will need to be updated, as project conditions require.

3. Any level of tailoring can be applied to the template, as long as the PMO is advised.  This notification has several purposes:

a. It allows Quality Assurance to adjust checklists and questionnaires,

b. It allows the Program Management Office (PMO) to adjust its oversight and QA activities to the project’s plan,

c. It allows the PMO to advise the project team of the potential effects and risks that may occur if materials are omitted, and

d. It serves as a trigger for possible improvement of the template by the PMO.

4. Any highlighted text indicates that there are some brief instructions for the completion of that section.

2 Revision History

	Revision Number
	Date
	Comment

	1.0
	August 15, 2005
	First Draft

	
	
	

	
	
	


3 Project Overview 

3.1 Deliverables and work products
[The Deliverables and Work Products acceptance process is included in the Project Management Plan.  In most cases, the deliverable acceptance process in the PMP will be satisfactory; however, in some cases, there may be a need for a separate document specifically for the delivery and acceptance process.]

3.1.1 Deliverables

3.1.1.1 [Deliverable Name] 
	Description
 – [Write a general description of the deliverable
	Deliverable Acceptance Criteria 
– List the acceptance criteria for this deliverable

	
	Standards for Content and Format 
– List the templates or standards required for content and format

	
	Quality Review 
– List the individuals or titles of the individuals who will review the deliverable for quality


3.2 Delivery & Acceptance Process

3.2.1  Deliverable Approval Authority Designations

	Deliverable Number
	Deliverable or Work Product
	Approvers (Who can approve)

	3.1.1.1

	Project Charter
	

	
	
	


3.2.2 Deliverable Acceptance Procedure

The Deliverable Acceptance Procedure assures that the deliverables meet the requirements of the customer and is a key factor in managing the project. 

· The Project Manager will deliver an Acceptance form (as shown in Appendix A) to the Approver with each Deliverable.  The Acceptance form will identify the deliverable and the acceptance criteria. The Project Manager will sign the acceptance form indicating that the deliverable meets all requirements.

· Upon receipt of the Deliverable and Acceptance form, the Approver has 10 working days to formally approve or reject the Deliverable.  The form must be marked approved or disapproved.  There is no acceptance or rejection by default.  “Conditional” approvals are not allowed, as they would not be handled any differently than rejection of approval.

· If the Deliverable is disapproved, a detailed description of why it was rejected must be included on the form. All errors and omissions must be detailed in the first rejection.

· If the disapproval is based on factors that were not identified in the acceptance criteria, the Approver must submit a change request to add the factors to the acceptance criteria and the Project Manager will reschedule the due dates for the deliverable based on the change request.

· E-mail approval with the approver’s name typed on the form is an acceptable form of transmittal. When e-mail approvals are used, the e-mail with the approval should be saved as a text document and pasted into the acceptance form at the end of the form. Verbal approvals are not acceptable.

3.2.3 Criteria for Acceptance

The Project Manager and Approving Authority must agree on acceptance criteria for all deliverables before delivery.  Acceptance criteria will describe deliverables by title or name, content requirements, or other measurable factors. 

Deliverable/Work Product specific acceptance criteria have been included in Section 3.1
 of this document.  Formal approval of this document constitutes acceptance of these criteria. 

3.2.4 Acceptance Log
The Project Manager will maintain an acceptance log (see Appendix B) to document the delivery and approval of each deliverable.  The acceptance log will include the following information:

· # - Deliverables are numbers in the order that they are delivered and posted in the log.
· Deliverable – brief identification of the deliverable which may include the cross reference from the Project Management Plan or Acceptance Delivery Plan for the deliverable.

· Date Submitted – the date the Project Manager presents the deliverable to the approving authority for acceptance.

· Approved or Rejected – indicating whether or not the deliverable is approved or rejected.

· Date of Action – Date that the approval or rejection took place.

If there is a large number of deliverables, the form may be coded or shaded to indicate completion of deliverables.
Appendix A – Acceptance Form
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Deliverable Acceptance form

[Insert Project Name]
	deliverable Number and description: 


	Acceptance Criteria: 



Project Manager Acceptance
 FORMCHECKBOX 
 Approved
 FORMCHECKBOX 
 Disapproved

	Name
	
	Signature
	
	Date
	


QA Acceptance
 FORMCHECKBOX 
 Approved
 FORMCHECKBOX 
 Disapproved

	Name
	
	Signature
	
	Date
	


Business Owner Acceptance

 FORMCHECKBOX 
 Approved
 FORMCHECKBOX 
 Disapproved

	Name
	
	Signature
	
	Date
	


Remarks:

Appendix B – Acceptance Log

Project Name

Acceptance Log
	#
	Deliverable
	Date

Submitted
	Approved or Rejected
	Date of Action

	1. 
	
	
	
	

	2. 
	
	
	
	

	3. 
	
	
	
	

	4. 
	
	
	
	

	5. 
	
	
	
	

	6. 
	
	
	
	

	7. 
	
	
	
	

	8. 
	
	
	
	

	9. 
	
	
	
	

	10. 
	
	
	
	

	11. 
	
	
	
	

	12. 
	
	
	
	


�PAGE \# "'Page: '#'�'"  �Page: 1���The Project Overview sets the stage for the details of the project and begins the “story” of the project and plan.  It states the vision for the project (and larger effort, if applicable) in terms of a business need – not a solution. It answers “What is the specific answer that will move the business owner from the current state to a valuable future state?” The Project Overview describes the difference (gap) between the current state and future state in terms of the business need.  The content structure order is the introduction, which provides background, the current state, the future state, and the need.


�PAGE \# "'Page: '#'�'"  �Page: 1���Deliverable description conveys the features and/or the functions that will be included in the project product. Each deliverable is a subsidiary element of the project product (final deliverable), each with its own separate but interdependent deliverable scope


�PAGE \# "'Page: '#'�'"  �Page: 1���Acceptance Criteria are quantifiable measures of the success of each deliverable (or set of deliverables). Its how the executive sponsor and the project team know when a deliverable is acceptable and can be approved. Acceptance criteria are similar to measures of success except they are for a specific deliverable. The criteria may include functional and technical testing and utility verification at defined points in the process; methodology and criteria should be published.


�PAGE \# "'Page: '#'�'"  �Page: 1���Standards for Content and Format describe the format that the executive sponsor can expect to receive the deliverable. This section ensures that the deliverable will be usable to meet its objective upon delivery. The tools, techniques, and processes used to develop the deliverable must compliment the executive sponsor’s environment and enable the executive sponsor to use the deliverable


�PAGE \# "'Page: '#'�'"  �Page: 1���Quality review provides the opportunity for peer and cross-discipline reviews of the deliverable. This process will improve the Quality Control metrics by reducing the testing cycle and the number of exceptions reported by Quality Control and eventually the executive sponsor.


�PAGE \# "'Page: '#'�'"  �Page: 2���Complete the following table to identify the deliverables this project is to produce, and to name the person or persons who have authority to approve each deliverable.  Each deliverable should be assigned a control number for tracking. The date approved column serves as a log of when each deliverable was approved.


�Use the insert cross reference tool  to insert a hyperlink to the deliverable and acceptance criteria. Insert > Reference > Cross Reference


�PAGE \# "'Page: '#'�'"  �Page: 2���Describe the process that this project will use for the formal acceptance of all deliverables.  Generally, a Deliverable Acceptance Form is utilized with specific timeframes allowed for review, approval, rework, etc. Issues identified in this Deliverable Acceptance Procedure should follow the Issues Escalation Process that is defined in a later section.


�[Note: This is a cross-reference field be sure to right click and chose update when finalizing the document – delete this note]
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