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WORKPACKAGE RECORD
	Change History

	Version ID
	Version Date
	Details of change, its purpose & author
	Sign

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Workpackge Management
	Workpackage Details

	Project Manager
	
	Team Manager
	

	Work Package Name or ID
	
	Work Package #
	

	Date opened
	
	Date closed
	


	Work to be done

	Describe the work to be done including any technical processes or management procedures (e.g. status reporting) to be used or followed


	Products Required

	Product Description #

or CIR #
	Product Name 
	Activity Number(s) if known

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	Prerequisites to start work

	Define what is needed for the work to start (e.g. skills, input dependencies, documents such as controlling specifications etc.).  Identify any other constraints that apply.


Quality Engineering

	Standards & Procedures

	Identify applicable quality standards and procedure(s) (e.g. Configuration Management) to be applied.  Refer if appropriate to the Quality Plan for the Project or Phase.


WORKPACKAGE RECORD (continued)

	Acceptance Testing
	
	
	

	Product Description #

or CIR #
	QC Document (e.g. Acceptance Test Plan) identity
	Pass/Fail
	Date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Acceptance Criteria

	Define the conditions that must be met for the Workpackage to be complete (e.g. reviews /tests passed, Customer Acceptance and Signoff etc.)


	Quality Events and Earned Value

	Product Description #

or CIR # 
	Quality Event #
	Description of Quality Event
	Earned Value (%)
	Date

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Planning Details

	Product Description #

or CIR #
	Effort
	Date Required

	
	Planned
	Actual
	Planned
	Actual

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Commitment

	Delegation Accepted
	Delivery Accepted

	
	

	Signed...............................................................
	Signed...............................................................

	Role...................................................................
	Role...................................................................

	Date..................................................................
	Date..................................................................
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