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[PURPOSE OF THE PRODUCT DESCRIPTION:]
[A Product Description defines the detailed nature, purpose and function of a product, including quality criteria and quality tolerance, method of quality checking the product, and the people or skills required to produce, quality check and approve the product. The end users of the product should be consulted and involved in production of the Product Description, in particular with stating the quality criteria]
	PRODUCT DESCRIPTION 

(A definition of the detailed nature, purpose and function of a product, including quality criteria and quality tolerance, method of quality checking the product, and the people or skills required to develop, quality check and approve the product.)

	Programme:


	Project:

	Author:


	Date:


Purpose:

[A statement of the purpose of the Product Description. The following is a ‘standard format’ that may be used or adapted by the Project Manager.] 

This Product Description is intended to ensure that all involved understand the detailed nature, purpose and function of a product, including its quality criteria and any related tolerance, the method of quality checking the product, and the people or skills required to produce quality check and approve the product. It is also used to enable the identification of activities to produce, review and approve the product.
Identifier: 
[A unique identifier for the product, usually comprising components such as project, product type, product title and version number. The standards for product identifiers will be documented in the Configuration Management Strategy]
Title:
[The name by which the product is known – e.g. New Finance System – Requirements Specification]

Purpose:
[The purpose that the product will fulfil and who will use it – e.g. To specify user/customers requirements, in order that possible solutions can be identified. Understanding the purpose will help in understanding the product’s functions, size, quality, complexity, robustness etc]

Composition:
[List of parts of the product – e.g. If the product were a report, this would give a list the expected sections/chapters]

Derivation:
[Sources or source products from which the product will be derived,  e.g. Sponsors/Customers/Users of the product will provide information or a Design will be derived from a Specification]
Format and Presentation:
[Standard appearance / characteristics of the product – e.g. A4 Document with standard headers and footers, or an email]

Development Skills Required:
[An indication of the person, group or skill type required to create the product or a pointer to which area(s) should supply the development resources. Identification of the ‘actual’ people required may be left until the planning of the stage in which the product will be produced]

Quality Criteria:
[The quality specification to which the product must be produced together with the quality measurements that will be applied by those who will be quality checking the finished product]

Quality Tolerance:
[Any range in the above quality criteria within which the product would be acceptable]
Quality Method:
[Type of quality check(s)/method(s) to be used to check the quality or functionality of the product, relating to the quality criteria above, e.g. quality review, design verification, test, inspection]  

Quality Skills Required:
[An indication of the skills required to carry out the quality checks/methods or an indication of which area(s) should supply the checking resources. Identification of the ‘actual’ people required may be left until the planning of the stage in which the product will be produced]  

Quality Responsibilities:
[Define the producer, the reviewer(s) and approver of the product]

Check this document against the following Quality Criteria:

1. Is the product’s purpose clear and consistent with other products?
2. Is responsibility for the production of the product clearly defined?
3. Is the product described to a level of detail sufficient to plan and manage its development?
4. Are the quality criteria consistent with the project’s quality standards and acceptance criteria for the project product?
5. Can the quality criteria be used to determine when the product is fit for purpose?
6. Are the chosen types of quality checks/methods able to verify whether or not the product meets its stated quality criteria?
7. Have the Senior User(s) confirmed that their requirements of the product, as defined in the Product Description, accurately defined?

8. Have the Senior Supplier(s) confirmed that the requirements of the product, as defined in the Product Description, can be achieved?
Project Manager’s Signature:

Project Board Executive Approval


Project Board Senior User(s) Approval


Project Board Senior Supplier(s) Approval


Team Manager’s Acceptance
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