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 1  Document properties

 1.1  Background

This document is a Work Package as according to PRINCE 2. It is intended to be a set of instructions to perform/manage one or more required products. It is designed by the Project Manager and performed by a Team Manager. 

 1.2  Revision history

Below is the history of the document. The columns show the document version, the version date, a short description of the corresponding version, along with the name of the responsible person.

Table 1: Document history

Revision
Date
Description
Responsible

Draft
2009-01-22
Initial draft
KS

2009-02-16
2009-02-16
License and QA mod
KS

 1.3  Approvals

<The person signing this document should either be the representative for the Board, or in the case of the project being an external project, the Customer.>

This document requires the following approvals. Signed approval forms are filed in the project files.

Table 2: Approvals.

Name
Title
Signature
Date of issue
Version







 2  Package details

 2.1  Date

<Date of agreement between Project Manager and Team Manager>

 2.2  Team or person authorized

<E.g. a Team Manager>

 2.3  Description

<Describe the work to be done>

 2.4  Product description

<Describe the products to be produced. Single out each product as appropriate>

 2.5  Resources and capabilities

<People, processes, partners, products, procedures, policies, plans to be used>

 2.6  Interfaces

 2.6.1  Relations

<Interfaces to be satisfied by the completed product, in relation to other packages, products>

 2.6.2  Dependencies

<Interfaces to be maintained during the work>

 2.7  CI management

<Configuration management requirements (Based on CIs)>

 2.8  Stage Plan extract

<Extract from Project Plan with sliced up tolerances>

 2.9  Resource tolerances

<Joint agreement on effort, cost, time>

 2.10  Constraints

<Any constraints to be observed: Standards, compliances>

 2.11  Quality-checking arrangements

<When, what, how will be checked>

 2.12  Reporting arrangements

<Mini communication plan for Team Manager (RACI based)>

 2.13  Problem handling and escalation

<Define how problems should be handled, as well as an escalation procedure. Normally a reference to the Project Issue procedure is enough>

 2.14  Sign-off requirements

<Who will approve the finished products?>

 2.15  Acceptance by Team Manager

<The Team Manager should sign the Work Package to confirm that it is accepted>
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