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[PURPOSE OF THE WORK PACKAGE AUTHORISATION:]
[A Work Package is a set of information about one or more required Products, collated by the Project Manager and passed formally to the Team Manager (or team resource member) via the Work Package Authorisation].

	WORK PACKAGE AUTHORISATION 

[Use to obtain agreement with the Team Manager about the Product(s) to be created.  This document must be accompanied by an extract from the Stage Plan the Work Package relates to.] 



	Programme:


	Project:

	Author:


	Date:


Purpose:

[A statement of the purpose of the Work Package Authorisation.  The following is a “standard format” that may be used or adapted by the Project Manager:]
This document has been produced to allow responsibility to be formally passed to the Team Manager (or team resource member) for the production of the Product(s) detailed in the Product Description(s) included.
Date:

[The date the Work Package is authorised, before any work on the related product(s) may begin.]

Team Manager/Team/Person Authorised:

[Identification of the Team Manager or person with whom the work agreement has been authorised to carry out the work.]

Work Package Description:

[A description of what work the Work Package is covering and what it involves.]

Extracts or References:

Stage Plan Extract
[A statement of the key dates extracted from the relevant section of the Stage Plan or a copy of the Stage Plan as appropriate.]
Product Description(s):

[Attach a copy of each Product Description relating to the Work Package. Product Descriptions should be constructed as follows (see Appendix A of the PRINCE2 Manual for further guidance on each section). Note that the types of quality methods to be used are included in each product’s Product Description:]
Product Identifier:

Product Title:

Purpose:

Composition:

Derivation:

Format & Presentation:
Development Skills Required:
Quality Criteria:

Quality Tolerance:

Quality Method(s):

Quality Skills Required:
Quality Responsibilities:
Techniques/processes/procedures to be used

[A statement of any techniques, tools, standards, processes or procedures to be used to carry out the creation of the specialist products.]
Joint Agreement on the Effort, Cost, Start and End Dates:

[To be inserted following discussion and agreement between the Project manager and Team Manager. To include any key milestones for the Work Package]
Work Package Tolerance:

[State the Tolerance for the Work Package (typically Time, Cost and Scope plus any risk tolerance for Work Package level risks).] 

Development Interfaces:

[Relationships with other Projects, Programmes and existing people or facilities with which an interface must be maintained while developing the products. This would include people providing information or those who need to receive information.]

Operations and Maintenance Interfaces:

[Identification of any specialist products with which the product(s) in the Work Package will have to interface during their operational life. These may be other products to be produced within the project, existing products in the business or those to be produced by other projects (for example, if the project is part of a programme).]
Configuration Management Requirements:

[A statement of the configuration management method being used and the procedures for submitting completed products, version control of the products, obtaining copies of the products or their Product Descriptions, advising whoever is maintaining Configuration Item Records of any changes in the status of any Work Package. Storage of the products and submission of the products to configuration management.]
Constraints to Observe:

[Any constraints on the work to be undertaken, for example availability of people to be involved, work permitted timings, charges, rules to follow such as safety and security.]
Reporting Requirements & Arrangements:

[The format, content and frequency of Checkpoint Reports (and any other form of reporting required.] 

Problem Handling and Escalation:

[How the Team Manager will escalate problems / issues to the Project Manger. Verbal, written, e-mail etc. Include details of  the arrangements for reporting any exceptions for the Work Package, i.e. an issue to be raised.] 

Approval Method:

[A statement of how and by whom  sign-off of the completed Work Package and its related products will be conducted and how the Project Manager is to be advised of completion of the products and Work Package]
Additional Comment:
[Add any additional information to be brought to the Team Manager’s attention.]
[Check this document against the following Quality Criteria:
1. Is the Work Package clearly defined and understood by the assigned resource?

2. Is there agreement between the Project manager and the recipient on exactly what is to be done?

3. Is there agreement on the constraints, including effort, cost and targets?

4. Are there Product Description(s) with clearly identified and acceptable Quality Criteria?
5. Does the Product Description match up with the other Work Package documentation?

6. Are standards for the work agreed?

7. Are the defined standards in line with those applied to similar Products?

8. Are the dates and effort in line with those shown in the Stage Plan?

9. Have all necessary interfaces been defined?

10. Do the reporting arrangements include the provision for Exception Reporting?

11. Has any requirement for independent attendance at, and participation in, quality checking been defined?

Project Manager’s Signature:

Team Manager’s Signature:

 Date: 
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