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	Work Package -  WPD


	Project Manager / Team Leader
	

	Work Package Owner
	

	Period Covered
	

	Document Name
	Pxxx_WPD_project name_Vx.x.doc 

	Plan Reference
	

	Description of Work Package

What does the work package cover?


	

	Appendix

List of Key Products to be produced.
	

	Allocation of Resources
	Allocated Staff and Time

Effort/Cost/Tolerances

Include start and end dates

Time/People Constraints



	Procedures

Include all techniques/processes and procedures to be used.
	Techniques/Processes/Procedures



	Interfaces

Are there any interfaces that impact other projects?
	

	Quality Review

What quality checking methods are in place and are will any independent quality checks be carried out?
	

	Sign Off 

Who will sign off the completed products?
	

	Exceptions

Procedures that will be in place if problems occur.
	

	Reporting
	Updates to be included in the Checkpoint Reports

	Work Package Return

What are the work package return arrangements?
	

	Completion

How will completion of the work be advised?
	

	Authorisation

Authorisation and acceptance to proceed.
	

	Distribution: 
	

	Author:
	
	Date:
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	Status: Draft
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