
<Project Name> Project Definition

for

<Client Name>



Sybase Professional Services
 USERADDRESS  \* MERGEFORMAT 

Project:
PowerTrack Code


Document ID:
doc_id


Status:
Draft


Caveat:
Sybase Professional Services Confidential


Version No:
0.1


Version Date:
10/02/98

Document History
Template Version: 3.5, 13-Sep-98

Version
Date
Author
Comment
Authorization

0.1
10/02/98
Author



Document Approval

Name


<Project Name> Project Manager
Date

Name


<Project Name> Project Sponsor
Date

Name


<Project Name> Quality Manager
Date

Name


<Client Name> IT Director
Date

Name

Sybase Practice Manager
Date

Name


Sybase Senior Practice Manager
Date

Name


Sybase Project Management Office
Date

Name


Sybase Professional Services Area VP
Date

Table of Contents

11.
Introduction

1.1
Document Purpose
1
1.2
Scope
2
1.3
Copyright
2
1.4
Distribution
2
1.5
References
3
2.
Background & Status
4
2.1
Background
4
2.2
Business Drivers
4
2.3
Project Objectives
5
2.4
Approach
5
3.
Project Scope
6
3.1
Purpose
6
3.1.1
Included Activities
6
3.1.2
Excluded Activities
6
3.2
Major Deliverables
6
3.2.1
Major Deliverables - Detail
7
3.3
Risks and Issues
8
3.4
Constraints
8
4.
Project Organization
8
4.1
Project Reporting Structure
8
4.2
Project Roles
8
4.2.1
Executive Committee
8
4.2.2
Change Control Board
8
4.2.3
Key Staff
8
4.3
Location
8
5.
Project Planning
8
5.1
Overview
8
5.1.1
The Project Plan
8
5.1.2
Project Plan Review and Revision
8
5.1.3
Project Planning Software
8
5.2
Project Work Breakdown Structure and Schedule
8
5.2.1
Work Breakdown Structure
8
5.2.2
Project Schedule
8
5.2.3
Project Milestones
8
6.
Project Control
8
6.1
Change Control Management Process
8
6.1.1
Basic Tenets
8
6.1.2
Change Control Board
8
6.1.3
Process Flow
8
6.2
Action Items / Issue Resolution
8
6.2.1
Action Items
8
6.2.2
Issue Escalation
8
6.3
Executive Committee
8
6.3.1
Responsibility
8
6.3.2
Meeting Frequency
8
6.4
Project Status Meetings and Reports
8
6.4.1
Status Meetings
8
6.4.2
Status Reports
8
6.5
Quality Control
8
6.5.1
Quality Control Procedures
8
6.5.2
Project Quality Reviews
8
6.5.3
Data Integrity Strategy
8
6.5.4
Control of <Client Name>-Supplied Product
8
6.5.5
Purchasing and Infrastructure
8
6.5.6
Standards
8
6.5.7
Configuration Management
8
6.5.8
Testing
8
6.6
Deliverable Acceptance
8
7.
Project Completion and Final Acceptance Criteria
8
Appendix A– Glossary of Terms
8
Appendix B - Summary Gantt Chart
8
Appendix C - Effort Summary
8
Appendix D - Change Request Form
8
Appendix E – Action Item Tracking Form
8
Appendix F -  Deliverable Acceptance Form
8


List of Tables

2Table 1.1:  PDD Distribution

Table 1.2: Project References
3
Table 2.1:  Business Drivers
4
Table 3.1:  Major Deliverables - Detail
7
Table 3.2:  Risks
8
Table 3.3:  Constraints
8
Table 4.1:  Roles, Functions and Typical Meetings
8
Table 4.2:  Executive Committee
8
Table 4.3:  Change Control Board
8
Table 4.4:  Key Staff Roles, Responsibilities and Competencies
8
Table 5.1:  Task Level Project Plan
8
Table 5.2:  Project Milestones
8
Table 6.1:  Deliverable Quality Control Method
8
Table 6.2:  Standard Documents
8


List of Figures

8Figure 4.1:  Typical Project Reporting Structure

Figure 6.1:  Change Control Management Process
8
Figure B.1:  Summary Gantt Chart
8


1. Introduction

Here are some notes about this template (please delete before printing):

i) various information in the headers and footers is linked to the document information on the first page.  When editing this data be careful not to delete the ‘bookmarks’ - it will help if you turn on the displaying of bookmarks, which is done via the View tab in Tools/Options;

ii) the document has multiple sections and therefore multiple headers and footers, please bear this in mind if making any changes;

iii) the standard Word margins are used to simplify changing paper size.  Changing paper size from, say, US Letter to A4 may cause minor changes in pagination.  Please ensure that ‘hard’ page breaks are kept to a minimum - the style for Heading 1 ensures that main sections start on a new page;

iv) to facilitate single or double sided printing, pages numbers are printed centrally - each section should start on a new ‘odd’ page.  If you experience problems getting your printer to print double sided correctly it may be advisable to create a master single-sided copy and use a photocopier to produce the double-sided copies;

v) the use of outlining is strongly recommended when reorganizing your document.  Don’t forget to regenerate the table of contents before printing - the easiest way to do this is to go to the contents field itself and press F9 - if you have changed the headings in the document then you must replace the existing table of contents.

1.1 Document Purpose

This section will state the purpose of this document not the purpose of the project.  It should be short and exact.  The following text is recommended.

This document is the Project Definition Document (PDD) for the <Project Name> Project for <Client Name>. 

The purpose of this document is to describe WHAT this project must deliver, WHAT dependencies and risks this project must manage, WHEN major deliverables are planned to be completed, WHO will do what by when and WHERE the project work will be performed.  This document also defines HOW the <Project Name> Project will be managed, monitored, controlled, reported and modified by establishing the standards, policies and guidelines through which each aspect of the project will be accomplished.
It establishes what must be managed and delivered for this project to be accepted.

1.2 Scope

State here what the document covers and, if necessary, what is outside of the scope of this document.   The following items should be included:

what aspects the document covers;

any limitations to its coverage; and,

limited, but pertinent, subject matter descriptions.

If descriptive material is added (i.e. a brief description of the environment within which this document applies) this will be short and relevant.  Use of the following text is recommended.

This document covers the project’s:

· Background;

· Scope including risks and dependencies that need to be managed;

· Organization;

· Initial project plan, including major milestones and deliverables;

· Control; as well as,

· Completion and final acceptance criteria.

This document is intended to clearly represent the project to be delivered.  Where it does not adequately achieve this objective, revisions must be made to provide greater clarity.

This document may undergo revision during the project.  It must accurately reflect the project to be delivered.  It will be modified to reflect major changes in the project and re-issued for formal approval.

1.3 Copyright

Include a copyright statement such as the following text in this section.  Discuss the exact wording for the statement with a Sybase legal representative if the client requests changes to the copyright notice.

This document is the property of Sybase Professional Services.  It may not be copied in whole or in part, or presented to other parties without the prior written consent of Sybase Professional Services.

1.4 Distribution

List those people that will receive a copy of this document.  Include <Client Name> and Sybase personnel.  A format such as that shown in Table 1.1 is suggested.

This document will be distributed as follows:

Table 1.1:  PDD Distribution

name
<Client Name>
Business Manager

name
<Client Name>
IT Director

name
Sybase
Area VP Professional Services

name
Sybase
Project Management Office Area Manager

name
Sybase
Senior Practice Manager, <Practice>

name
Sybase
Practice Manager, <Practice>

name
Sybase 
Quality Manager, <Practice>

name
Sybase
Architect

names
<Client Name> & Sybase
<Project name> Project Manager

Project Team
<Client Name> & Sybase


1.5 References

List here references to other documents mentioned in this document or other documents that may be relevant to readers of this document.

Be sure that the latest version of each referenced document, including the version number and date, is specified.  This is required to remove ambiguity.  If there are no references, this section should be marked as ‘not applicable’.

A table such as Table 1.2 can be used to define reference documents.

Table 1.2: Project References

Document
Version
Date

Sybase Professional Services Quality Management System
3.2
10/12/97

<Project Name> Project Plan
version
Date

<Project Name> Detailed Scope Definition
version
Date

<Project Name> Major Deliverables Plan
version
Date

<Project Name> Engagement Letter or Proposal
version
Date

<Project Name> Risk Management Plan
version
Date

2. Background & Status

This section contains a brief summary of the project background and the current status.  This should be sufficient to allow the reader of the document to understand the context for the project.  Reference, as appropriate, the SPS proposal and <Client Name> provided documents.

Limit this section to 1-2 pages.

2.1 Background

Discuss the business history of the client group or department that has preceded this project.  This is for context only.  Don't get carried away.  If previous project attempts to solve this problem have failed, be diplomatic in how you discuss them.

In this section, refer to section 3.1 Background of the associated project proposal document.  

2.2 Business Drivers

Every project has business reasons that make the case for expending funds to implement the project.  Enumerate and discuss those reasons here.  This will require <Client Name> input.  <Client Name> will judge the value received from this project by whether or not the business drivers have been met.

It is important to indicate that we understand the business reasons for the project yet NEVER, NEVER take responsibility for those business drivers.  There are too many factors beyond the scope of the project that could prevent the business drivers from being met even if the project is a resounding and total success.  At most, express empathy and indicate that the project will assist the business in meeting those business drivers.  Something like:

While the project cannot ensure these goals will be met because there are many influences outside its direct control, the scope defined for the project is expected to support achieving these goals.

A bulleted list format such as the example shown in Table 2.1 can be used to list the Business Drivers for this project thereby indicating our understanding of the client's problem.

Table 2.1:  Business Drivers


Description
Success outcome

· 
Collect customer information
Customer report available that includes date of purchase

· 
Order information collected and processed
Customer receives order confirmation within 5 seconds

This section, in the initial draft of this document, should be the same as that in section 3.4 Current Challenge of the associated project proposal document.  

2.3 Project Objectives

This section is the project objective statement.  It identifies the <Client Name> business areas that will benefit from this project.  

This section, in the initial draft of this document, should be the same as that in section 3.5 Project Objectives of the associated project proposal document.  

2.4 Approach

Summarize here the approach that will be used to meet the project’s requirements.   Wherever possible, reference standard proven methods such as SAFE Development and SAFE Projects.

This section, in the initial draft of this document, should be the same as that in section 4.1 Proposed Approach of the associated project proposal document.  

3. Project Scope

This section is the scope statement for this project.  It identifies the <Client Name> business areas that will benefit from this project.

The intent of this section is to identify tangible, usable deliverables that are major milestones in evaluating project progress as well as the project acceptance criteria, risks and dependencies.

Guidance for this text should come from:

The project Proposal document;

The project Plan; and,

SAFE Methodology.

This section, in the initial draft of this document, should be the same as that in section 3.6 Project Scope of the associated project proposal document.  

3.1 Purpose

Define the purpose of the project in this section.

3.1.1 Included Activities

A bulleted list indicating <Client Name> areas addressed by this project must be included in this section.

3.1.2 Excluded Activities

A bulleted list indicating <Client Name> areas not addressed by this project must be included in this section.
3.2 Major Deliverables

This section identifies the set of deliverables, whose full and satisfactory delivery marks the completion of the project.  This section should only identify major deliverables.  It is suggested that, at a minimum, all deliverables associated with milestone payments be identified.

Identify each major deliverable by the following information:  The name of the deliverable; A detailed description; The deliverable owner; The deliverable type; and, The role responsible for sign-off and acceptance.  A format such as that shown in Section 3.2.1, Table 3.1 can be used to identify and define each deliverable.  Be sure to cover the division of responsibility for deliverables between <Client Name> and Sybase Professional Services  particularly where <Client Name> involvement is key (e.g. <Client Name> to supply requirements document or develop screens).  Typical major deliverables include:

· Business Requirements Document;

· System Requirements Document; 

· Logical Architecture Document including Logical Data Models;

· Physical Architecture Document including Physical Data Models;

· Data Flow Diagrams;

· Stored Procedures;

· Application Code;

· Project Test Design Document(s); 

· Project Test Report(s); and,

· User Training Materials.

In the initial draft of this document, the deliverables listed in this section should be the same as the project major deliverables listed in section 5.2 Deliverables of the associated project proposal document. 

Note:  This is a ‘living’ document.  The list of deliverables in this document may change over time.  The final deliverable list in this section may therefore differ from the list of deliverables shown in section 5.2 Deliverables of the <Project Name> proposal. 

3.2.1 Major Deliverables - Detail 

<In this section, cover the detail of each major deliverable by providing the list of:

Owner (is Sybase the primary owner or is the client?)

Deliverable Type (is this a document, code, executable, . . .?)

Acceptance Authority (who is authorized to accept this deliverable?) >

Table 3.1:  Major Deliverables - Detail

Deliverable Name
<Project Name> Business Requirements Document

Description
Defines the Business drivers for the <Project Name> project

Deliverable Type
Document

Owner Role
Architect

Acceptance Authority
<Project Name> Executive Committee





.     .     .




Deliverable Name
<Project Name> User Manual

Description
Defines how to access and use the <Project Name> system

Deliverable Type
Document

Owner Role
Technical Writer

Acceptance Authority
<Project Name> User Representative(s)

3.3 Risks and Issues

Define the process for identifying and assessing new project risks as well as how each risk will be monitored and mitigated.  This is necessary since the project risks will change during the life of the project as well as each risk’s probability and impact.   A format such as that shown in Table 3.2 can be used to list known risks to the project’s success. These tend to be NEGATIVE statements with probable impact on any defined major deliverables. 

Table 3.2:  Risks

Risk
Description
Probability 
Impact
Priority
Mitigation Plan

1.
All requirements are not identified in the requirement definition phase





2.
System delivery timeframe is very aggressive





3.
There is no designated project sponsor





4.
Software to be used is not GA





5.
Hardware required is delivered late.





Note:  Risks associated with a project change as the project progresses.  This may be due to items such as schedule delays, change requests, staffing changes and unforeseen events.  Risks are therefore not maintained on an on-going basis in this document.  The risk plan is maintained as a separate document.  The risks shown in this section will be revised when and if other changes to this document are required.

Be sure to list the consequences of the client failing to provide what is required of them for the project to be a success.  Clients are notorious for:  Agreeing to provide infrastructure or SME support; Failing to meet those commitments; and then, Expecting there to be no impact on project schedule or price.   If the client is delinquent in some critical area, some action is necessary.  This may be raising an issue with the Executive Committee and/or issuing a billable CR to cover the dead time of team members that will result.  Do not wait until such items happen.  Formulate an action plan, discuss it with the client and incorporate it into a legal document such as this PDD or the contract.

3.4 Constraints

This section should be used to list all items affecting the project’s general flow and conditions.  Include items that are required from <Client Name> to guarantee the project success.  This may be <Client Name> deliverables such as staff, hardware, software, and / or facilities.  

If there are external project dependencies, such as external software being provided, be sure to list them with a suitable statement regarding the projected delivery dates and any other assumptions about them.  

In the initial draft of this document, the items in this section should be the same as those shown in section 9 Assumptions of the associated project proposal.

A format such as that shown in Table 3.3 is recommended.

Table 3.3:  Constraints

Item
Description
Impact

1.
Phase I development must be completed in 6 weeks
Limit Phase I deliverable scope

4. Project Organization

This section describes the organization and resource profiles required to produce the deliverables described in the previous section.  This should include <Client Name> and SPS resources such as project manager, quality manager, architect, data modelers, data administrators, application developers, testers, technical writers as well as any other pertinent resources.
4.1 Project Reporting Structure

This section defines the overall project organization.  

Within SPS, projects are usually owned by a District (Senior Practice) Manager, with a Business (Practice) Manager retaining responsibility for the client relationship.  The SPS Senior Practice Manager, Area Vice President and senior <Client Name> management are members of the project’s Executive Committee.

Day-to-day responsibility rests with the designated Project Manager who is responsible for the project team.  Project Quality Reviews are the responsibility of a designated Quality Manager.  

Figure 4.1 depicts a typical project reporting structure that includes <Client Name> entities.  Revise Figure 4.1 to depict the reporting structure for your project.
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Figure 4.1:  Typical Project Reporting Structure

The function of each entity shown in Figure 4.1, typical meetings and documents prepared is presented in Table 4.1.

Table 4.1:  Roles, Functions and Typical Meetings

Organizational Entity
Function
Typical Meetings
Typical Documents Required

Executive Committee comprised of appropriate <Client Name> and SPS senior management
Review project progress and provide project direction
Monthly Executive Committee

Ad-hoc Executive Committee Meeting, as needed
Monthly Executive Committee Progress Report

Executive Committee Meeting Notes

Project Manager(s)
Change Control administration

Risk review

Dependency Management

Ongoing team management
Project Management Meetings:  <Client Name> and Team


Weekly Project Status Report

Weekly Status Meeting Notes

Project Team
Reviews

Deliverables as defined in the project plan
Team meetings (weekly) to review progress, resolve deliverable dependency issues and refine project plans

Internal Deliverable Reviews, as appropriate
Individual status reports

Deliverable review notes

Weekly team meeting notes

Project/Solution Architect(s)
Deliverables as defined in the project plan
(Weekly) team meetings

Deliverable Reviews
Business Requirements

System Requirements

Individual status report(s)

Quality Manager
Coordinate External Project Reviews / QMS Reviews for large projects
Project Review
Project Review Report

Change Control Board
Oversee and manage the project’s Change Control Process
Ad-hoc Change Control Board as needed to address Change Requests in a timely manner
Change Request Recommendation

Specify meeting dates especially for the Executive Committee and Project Review(s) where possible.

<Client Name> involvement in the quality control activities should also be specified especially indicating when they need to be involved for deliverable reviews.

Revise Table 4.1 to be consistent with the reporting structure for your project that was depicted in Figure 4.1.

4.2 Project Roles

This section contains a description of the key project roles and responsibilities.

4.2.1 Executive Committee

The <Project Name> Executive Committee (EC) is composed of senior management representing <Client Name> and Sybase.  The EC is responsible for strategic oversight of the project and championing its needs within their respective organizations.  The EC shall meet no less than monthly to receive status reports from the project management and to review high-level action items. The EC for this project shall consist of the members specified in Table 4.2.

List the members of the Executive Committee, their affiliation (<Client Name> or Sybase) and their title.  

Table 4.2:  Executive Committee 

Name
Title
Affiliation


CIO
<Client Name>


Project Sponsor
<Client Name>


Area VP
Sybase


Sr. Practice Manager
Sybase


PMO representative
Sybase

4.2.2 Change Control Board

A Change Control Board (CCB) shall be established during project start up.  The duties of the CCB are to oversee and manage the Change Control Process.  The CCB shall be staffed from the project stakeholders and consist of the following roles:

· The <Client Name> Project Manager or equivalent from the <Client Name> IS organization,

· A representative of the <Client Name> user community,

· The Sybase Project Manager, 

· Other members as necessary to insure a balanced representation from appropriate project stakeholders.

The CCB shall meet as often as necessary to address Change Requests in a timely manner.

The CCB for this project shall consist of the members specified in Table 4.3.

List the members of the CCB, their affiliation (<Client Name> or Sybase) and their title.  

Table 4.3:  Change Control Board 

Name
Title
Affiliation


Project Manager
<Client Name>


User representative
<Client Name>


.     .     .
<Client Name> or Sybase 


Project Manager
Sybase

4.2.3 Key Staff

This section contains a description of the roles and responsibilities for key project staff that are not members of the Executive Committee or the Change Control Board.  Where applicable, the roles and responsibilities of <Client Name> staff members are also described.  A table such as Table 4.4 can be used to define this relationship. 

Table 4.4:  Key Staff Roles, Responsibilities and Competencies

Role
Affiliation*
Purpose / Responsibility**
Key Competency***

Project Manager


SAFE Project Management

SAFE Development

Quality Manager




Architect(s)


SAFE Architecture

Facilitate business and system requirements gathering sessions

Data Modeler(s)


Facilitate data requirement gathering sessions

Data flow and data modeling

DBA(s)


Physical Data Model Management

SQL Coding

Stored Procedure Development

SQL Code Configuration Management

Data Modeling proficiency

Application Developer(s)


Create physical system specification

Applicable code development

Unit test applicable sub-system code 

Internal code documentation

SQL Developer(s)


SQL Coding

Stored Procedure Development

Tester(s)


Write system test plans

Generate repeatable test case scripts

Execute test plans

Write test report

Technical writer(s)


Write on-line help and user manuals

*Affiliation (SPS or <Client Name>)

** Purpose /Responsibility (Production of Deliverable 1, …, Deliverable 3; Provide technical input to produce Deliverable 2, Peer Review deliverable 4).  This could be used later in defining individual objectives.

***Key competency (skills, knowledge and behavior)

This section can be used to define Sybase and <Client Name> team member acceptance criteria that meet required competency levels.  The Project Manager and the Sybase Resource Manager responsible for consultant assignment should define the information in Table 4.4 during project start-up.

If this is the initial (draft) version of the PDD, this section should be derived from section 5.3, Staffing and Implementation, of the project proposal that defines the required logical roles.  As the project moves into set-up and execution, the logical roles become associated with actual staff members that fill the roles. 

Note:  The actual people assigned to the project may vary throughout the life of the project but the roles will remain.  Table 4.4 will be updated to reflect changes only in the event of SPS or <Client Name> management changes as well as Change Control Board changes.  Developer changes will be reflected in the external project plan as well as the weekly status report for the week in which the change occurs.

4.3 Location

<Project Name> project work will be performed at <Client Name> siteSybase officea combination of <Client Name> and Sybase facilities.  Equipment will be provided by <Client Name>by Sybaseby a combination of <Client Name> and Sybase. 

List any dependencies on <Client Name>  facility and equipment availability in this section.

5. Project Planning

5.1 Overview

5.1.1 The Project Plan

The Project Plan is the structured representation of the activities, effort and responsibilities required to deliver the project.

The key elements of the project plan include:

· The Work Breakdown Structure;

· Deliverables;

· Milestones;

· Task dependencies;

· Task assignments; and,

· Task baselines, estimates to complete and actual effort required to complete the tasks.

The project plan is the key method for communicating project progress:

· To the Project Team;

· At Project Status Meeting; and

· To the project’s Executive Committee.

All project progress will be reported based on this plan. The Project Plan, maintained as a separate entity, will be updated at least weekly based on weekly team member input and external project influences.  It is the basis for the Project Status Report.

All changes to the project must be reflected in the Project Plan and presented at the Project Status Meeting and as part of the Project Status Report.  Significant changes will be reported to the Executive Committee.

The Project Plan is under configuration management control as described in section 6.5.7 of this document.  Refer to the most recent project plan for current project information.

5.1.2 Project Plan Review and Revision

The Project Plan will be formally reviewed and revised at the following points in the project life cycle:

Describe here the points during the project life cycle when formal re-planning will be done such as:  The end of the requirements phase;  At the end of each application development cycle in multi-cycle projects; and, At the end of each integration test phase.  Relate this re-planning activity to the Project Plan milestones. 

The purpose of this activity is to adjust the project plan to reflect the project’s latest understanding of the detailed activities and effort required to progress to the next cycle.  All approved Change Requests for the next cycle will be reflected in the revised plan.  As a result, the revised Project Plan will become the baseline for further project work efforts and be subject to configuration management as described in section 6.5.7 of this document.

Significant changes to the plan will be presented to the project’s Executive Committee for review and approval.

5.1.3 Project Planning Software

The project plan has been built and will be maintained using Project Management Workbench from ABT Corporation.

5.2 Project Work Breakdown Structure and Schedule

This section either contains or cross-references the project work breakdown structure as well as the overall project plan and milestones.  

A project plan is a formal, approved document that is used to guide both project execution as well as project control.  Its primary uses are to document planning assumptions and decisions, facilitate communication among stakeholders and to document approved project scope, cost as well as schedule baselines.  

A typical plan presents the various Phases, Activities, Tasks, and Milestones associated with the work effort for a project where:

· Phases represent the highest level of aggregation below the project plan and are comprised of various activities;  

· Activities contain a number of tasks and milestones; and,

· Tasks involve effort while milestones exist to track progress against the plan. Ideally, tasks have no more than a one work week duration.

Phases and Activities are project planning and tracking constructs, and have no effort directly associated with them.  As a result, they have no explanation associated with them.  

Each task, however, has attributes such as:

· A description that is a discussion of the task;

· An expected outcome describing what will be different when the task is complete; 

· One or more physical deliverables; 

· Anticipated task effort (duration), and,

· Personnel assigned to complete the task.

The tasks and their attributes constitute the project work breakdown structure

5.2.1 Work Breakdown Structure

The project work breakdown structure (WBS) is a deliverable-oriented grouping of project elements that organizes and defines the total project scope.  Each descending level of the work breakdown structure represents an increasingly detailed definition of a project component.  This can be presented in any form of hierarchical representation such as:

· A labeled or indented outline format such as Figure 5.1A showing the project at a high level  as well as the deliverables produced in each phase;

Phase 1
Phase 1 Activity 1



Phase 1 Activity 2

Deliverable X

Phase 1 Activity 3

Deliverable Y

Phase 2
Phase 2 Activity 1



Phase 2 Activity 2




Deliverable Z

Figure 5.1A:  Indented Work Breakdown Structure

· A tabular format such Table 5.1A;

Description
Discussion of the task itself.

Outcome
What will be different once the task is complete?

Deliverable(s)
Physical deliverable(s) associated with the task, if any.

Staffing
Team members who will work on the task.

Table 5.1A:  Tabular Work Breakdown Structure

· Or, a tree diagram such as Figure 5.2A.
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Figure 5.2A:  Hierarchical Work Breakdown Structure

A work breakdown structure is created through a decomposition process.  This means that each deliverable is divided into successively smaller items until sufficient detail for scheduling, estimating and controlling each deliverable is achieved.  This activity typically involves the following steps:

1. List the major project management and technical deliverables as defined in section 3.2 of this document;

2. If the deliverable has multiple logical components, identify and list them under the appropriate major deliverable.  For example, if the deliverable is a document, the document is typically composed of chapters (sub deliverables) which require writing, review, revision and approval.  Identify each chapter (sub deliverable), if appropriate, and each activity required to create and approve  the document;

3. Verify the completeness of the WBS at the lowest level.  Does the lowest level fully define all tasks, and only those tasks required to create this deliverable?

4. Describe each listed task;

5. Define what the outcome of this task will be; that is, what will be different after this task is completed, or, how will be know that this task is complete?

6. State the resource that will be assigned to this task.

5.2.2 Project Schedule

This section presents the current project schedule.  It is based on the WBS and adds the attributes of:

· An expected start date; 

· An anticipated duration; and

· An expected task completion date

to the tasks outlined in the work breakdown structure.

A project start date of <Project Start Date> is assumed.

  Use a format such as that shown in Table 5.1

Table 5.1:  Task Level Project Plan

Task
Start Date
Duration
End Date

Task description
Expected start date
Expected duration
Expected end date

If ABT Project Workbench (PMW) is used to create the project plan, the instructions shown in brackets “< …>” can be used to generate this section. 

< Delete the table above, then use the PDD - Work Breakdown Structure view from PMW to view your project within PMW.  Be sure that you have your Data Transfer options set to Text, not Graphics.  Select All, then copy to the clipboard.  Switch back to this document and run the macro AdjWBSTable (Available from the SPS menu under the Utilities…PDD Macros heading).  You will also need to delete the table fragment above.

Place your cursor where the table above had been before running the macro.

This section may cross-reference the Gantt charts produced by the planning tool in use on this project.  Ideally, include the Summary Gantt Chart and Effort Summary in Appendices B and C, respectively.

Note:  The project schedule is a living document and changes as the project progresses due to items such as schedule delays and change requests.  It is not maintained on an on-going basis in this document.  The project schedule is maintained as a separate entity with the chosen planning tool in use on the project.  The schedule shown in this section will be revised when and if other changes to this document are required.

5.2.3 Project Milestones

A project milestone indicates the completion of a project phase, significant activity or a major deliverable.

This section highlights the major project plan milestones that will track progress as the project proceeds.  A project start date of <Project Start Date> is assumed.  They may be shown in a format such as that presented in Table 5.2 
Table 5.2:  Project Milestones

Milestone
Planned Date
Comments

Milestone description
Expected date
Any pertinent comments.  As the project progresses, this may discuss schedule changes, etc.

If ABT Project Workbench (PMW) is used to create the project plan, the instructions shown in brackets “< …>” can be used to generate this section.

< Delete this text, then use the PDD - Milestones view from PMW to view your project within PMW.  Be sure that you have your Data Transfer options set to Text, not Graphics.  Select All, then copy to the clipboard.  Switch back to this document and run the macro AdjMilestoneTable (Available from the SPS menu under the Utilities…PDD Macros heading).  You will also need to delete the table fragment above.  Place your cursor where the table above had been before running the macro.

Note 1:  Be sure that this section is consistent with the project deliverable milestones outlined in section 3.2.

Note:  The project schedule is a living document and changes as the project progresses due to items such as schedule delays and change requests.  It is not maintained on an on-going basis in this document.  The project schedule is maintained as a separate entity with the chosen planning tool in use on the project.  The schedule shown in this section will be revised when and if other changes to this document are required.

6. Project Control

In order to effectively manage and control project risk, a variety of tools, organization entities and processes are employed.  This project will use the following:

· Change Control Management Process;

· Action Item / Issue Resolution;

· Executive Committee;

· Project Status Meetings and Reports;

· Configuration Management / Version Control;

· Quality Control; and,

· Deliverable Acceptance and Sign-Off.

Each of these is discussed in this section.

6.1 Change Control Management Process

During the course of a project, it is typical for changes in scope, business drivers, environment, schedule, technology, or other parameters to be requested either by <Client Name> or by SPS.  Proper management and control of these changes is essential to the success of the project.  Improper management or none at all, greatly increases project risk and reduces the probability for success.  For that reason, a Change Control Management Process (CCMP) is mandated.

6.1.1 Basic Tenets

The basic tenets of a CCMP are:

· All changes shall be made through the CCMP in the form of a Change Request (CR).  No verbal agreement between persons involved in the effort will be binding on either Sybase, Inc. or <Client Name>.  A sample CR form is shown in Appendix D;

· Change Requests may be initiated by either <Client Name> or Sybase; and,

· The Change Control Board (CCB) manages this process.

6.1.2 Change Control Board

The Change Control Board (CCB) shall be established during project start up.  The duties of the CCB shall be to oversee and manage the CCMP. 

6.1.2.1 Responsibility

It is the Board’s responsibility to arbitrate on changes requested to the project. Its responsibility is to attempt to keep the project moving forward by quickly assessing change requests.  The Board requires consensus - all decisions, therefore, must be unanimous. When consensus cannot be reached, the request will be escalated to the project’s Executive Committee.

Note that consensus to accept a change request does not always mean that the request is part of the original project scope.  A change request may be deemed to be out of scope and additional funds and schedule may be allocated to cover the increased effort.  When there is genuine disagreement as to the interpretation of project scope, the request will be escalated to the Executive Committee.

6.1.2.2 Meeting Frequency

Below are several possible specifications for CCB meeting frequency.  One is ad hoc (as needed) and the other is scheduled.  Pick one that best suits the needs of your project.  Be sure to keep in mind that a board that meets infrequently will not be able to perform its duties properly.  This increases the project risk level.

The CCB shall meet as often as necessary to address CRs in a timely manner but in all cases the CCB shall meet and evaluate CRs within 2 days for the initial review of a CR and within 5 days for review of the Detailed Evaluation.

Note:  Replace the above with the appropriate time duration for your project. 

OR

The Change Control Board will meet at least weekly to capture and manage any sort of question, change, problem, or defect (change request).

Initially, the Board will meet at the same time as the Project Status Meeting. This will be reassessed after project initiation.

The Board will also meet on an ad hoc basis to deal with urgent change requests that require immediate attention to maintain project progress. This may be required as the project approaches a major deliverable deadline.

Planned meeting time:  Every calendar week; Monday at 9:00 AM.

Note:  Replace the above with the appropriate time interval, meeting day and meeting time for your project. 

6.1.3 Process Flow

The process flow for handling CRs is shown in Figure 6.1.
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Figure 6.1:  Change Control Management Process

The steps presented in Figure 6.1 include:

1. A party involved with the project identifies the need for a Change Request (CR).

2. A CR, such as that shown in Appendix D, is created and submitted to the CCB for initial review.  The minimal information required includes:  The originator name; Request date;  A description for the request;  The anticipated impact of not carrying out the change; and, The anticipated impact of the change.

3. The CCB performs an initial review of the CR to determine if it is appropriate to expend the effort to have it evaluated for project impact.  Possible outcomes of this review are:

· The CR is Rejected.  A Rejected CR is considered dead and will not be reconsidered at future CCB meetings.

· The CR is Deferred.  A Deferred CR will not be acted on at the current time but will be maintained on a list to be re-considered at a possible future date.
· The CR is Returned to the originator for additional information.
· The CR is determined to merit detailed evaluation for project impacts and is Approved for Evaluation.

4. The CR is assigned to the appropriate person(s) to produce an impact evaluation.  This evaluation will include an estimate of items such as:  Scope; Resources; Cost; Time; and, Quality.

5. The CR is evaluated to produce the impact evaluation for scope, pricing, and schedule.

6. The CCB reviews the evaluation and determines if the need for the CR justifies the impact to the project.  Possible results of this review are:

· The CR is Approved for Implementation based on the impact assessment produced.  As a result of this approval, the project schedule and PDD will be revised and the changes communicated to the entire project team.

· The CR is Rejected as having too great an impact on the project to justify its implementation.

· The CR is Deferred and may be re-considered at a possible future date.

7. An Approved for Implementation CR is implemented in accordance with its assessment.

8. The CCB and originator of the CR will review the implementation to determine if it met the needs of the request.  Possible results of this review are:

· The implementation is acceptable and the CR is Resolved.   These are Closed and filed.

· The implementation is lacking in some way and the CR is referred back to Step 5 to produce an assessment for an acceptable solution.

Periodically when the CCB meets, it will review the Deferred CRs to determine if there are any CRs that should be moved ahead in the process or, possibly, Rejected.  

Note:   The above chart shows the normal CR flow. Some situations are not shown.  For example: If the CCB cannot reach consensus, the CR will be referred to the Executive Committee for resolution; or, If at any point in the process, more information is needed from some party, the CR may have to be re-routed to accommodate this need.  

6.2 Action Items / Issue Resolution

6.2.1 Action Items 

Action items are used to manage and track issues, risks and dependencies that occur during the course of the project and are important to the smooth implementation and success of the project.  It is important to note that failure to identify and manage issues will increase the project’s risk. 

Action Items are differentiated from Change Requests in that Action Items deal with issues affecting the project from external entities such as vendors.  Action items are entered using the format shown in Appendix E and are tracked and managed through the Action Item Process.

An Action Item shall consist of at least the following elements:
· Reference information consisting of:  The originator name; Origination date; and, A reference number.

· A statement of the issue and impact if left unresolved.

· A person assigned as responsible for resolution.

· A date for the resolution to be complete.

· A description of the resolution.

· The date the Action Item was closed.

Open Action Items shall be included by the Sybase Project Manager in status reports and reviewed during Project Status Meetings until the Action Item is closed.  

6.2.2 Issue Escalation 

When the Project cannot agree on how to deal with an issue, escalation will follow the Project Organization Structure defined in Section 4.1.

The heart of the escalation process is the Change Control Board.  The Change Control Board responsibilities are defined in Section 6.1.2

Issues that cannot be resolved by the Change Control Board are escalated to the project’s Executive Committee, which makes the final decision.  See section 6.3.1, Responsibility, for a description of Executive Committee responsibilities. 

6.3 Executive Committee

The Executive Committee (EC) shall be established as part of project start up activities.

6.3.1 Responsibility

The EC is responsible for strategic oversight of the project, championing its needs within the respective organizations and resolving escalated items.  Refer to Section 4.2.1, Executive Committee, for a list of the Executive Committee members and their organizational affiliation.

6.3.2 Meeting Frequency

The EC shall meet no less than monthly to receive status reports from the project management and to review high-level action items.

The planned EC meeting time is:  Every calendar week; Monday at 10:00AM.
Note:  Replace the above with the appropriate time interval, meeting day and meeting time for your project.

The EC shall also meet on an ad hoc basis to deal with urgent escalated action items that require immediate attention to maintain project progress. This may be required as the project approaches a major deliverable deadline.

Note: list the members of the EC, noting their title and organization.

6.4 Project Status Meetings and Reports

6.4.1 Status Meetings

A <Project Name> Project Status Meeting will be held weekly to: 

· Receive the Project Status Report; 

· Review the project progress as reported in the Project Status Report;

· Make judgements as to the state of the project; and,

· Assist the project to overcome hurdles threatening its chances of success.

This meeting will be held in the project conference room and attended by:  

Include who is expected to attend.

6.4.2 Status Reports

Specify the frequency, a general discussion of content, and the distribution for all Project Status Reports.

Note:  Status Reports must be distributed to the same SPS management levels required for approval of the project’s PA form.

6.5 Quality Control 

Quality control is the active process that ensures that all products or outputs of the project are of the requisite quality.  The purpose of this section is to explain how quality control will be applied to this project.

6.5.1 Quality Control Procedures

Identified defects will be tracked to correction and completion using the Change Control Management Process outlined in section 6.1 of this document.  Identified issues will be tracked to correction and completion using the Action Item / Issue Process outlined in section 6.2 of this document.

In this section, the method of recording quality control activities should be addressed.  For each of the following an explanation should be given of their scope and how they will be conducted:

The following procedures will be used to insure the quality of <Project Name> deliverables:

a) Inspections & reviews;

b) Walkthroughs;

c) Formal phase-level reviews;

d) Quality Control Reviews (specifying which key project deliverables will be formally reviewed and how);

e) Use of other methods such as user prototyping, automatic checking (e.g. language checkers), sampling.
Each project deliverable must be considered in the context of quality control.  This implies an understanding of what the deliverables actually are and the source of the requirement (e.g. contract, specification, design).  The method of quality control for each deliverable must be specified and who the approver is.  Consider using Table 6.1 to depict this information.

Table 6.1:  Deliverable Quality Control Method 

Deliverable Type
Deliverable Name
Verification Method
Approval Level
Method Deliverable Issued







6.5.2 Project Quality Reviews

Project Quality Reviews (PQRs) are required for solutions-based projects.  The project PQR should be carried out by a designated independent Quality Assurance Manager.  This may be your local QMS Coordinator or for larger projects may be a resource from outside your practice.  This section should identify the PQR schedule.

As a guide PQRs should be scheduled to take place at least quarterly during the life of the project.

For very large/risky and all fixed price projects, the Project Management Office (PMO) may be involved in the PQR process.

6.5.3 Data Integrity Strategy

This section outlines the strategy and procedures for ensuring integrity and security of project data (i.e. backups and recoveries).  The aim is to minimize the loss of work due to hardware failures, software failures or other catastrophes (such as a fire).  Be wary of entrusting backups to the client staff.  Either verify that they are done properly (including recovery testing) or devise an alternate method that we control.
Backups will be the responsibility of <Client name> operations staff and will take place according to the following schedule:

Specify the backup schedule and responsible role here.

Testing of the backup and recovery process will take place as defined by the following schedule:

Specify the backup and recovery testing schedule here as well as the role responsible for performing the backup and recovery testing.
6.5.4 Control of <Client Name>-Supplied Product

This section states the procedures for controlling any <Client Name>-supplied product.  It is important that any such product that is lost, damaged or unsuitable for use is reported to <Client Name>.

Examples of <Client Name>-supplied product may include software used as part of a development project (e.g. Visual Basic).

This section of the quality plan must always be present - if there is no <Client Name>-supplied product involved in the project, this fact should be explicitly stated.

6.5.5 Purchasing and Infrastructure

This section addresses any special purchasing requirements related to the project.  For example, are we purchasing hardware for use on the project and subsequent delivery to <Client Name>?  If so, the procedures for purchasing such items and checking their fitness for purpose (or conformance to our requirements) when received must be specified in this section.

Regular purchases in connection with the project should normally be handled through the standard internal Purchase Order and/or Check Requisition procedures.

Discuss any specific infrastructure that is necessary for this project.  Be sure to note if it is to be supplied by <Client Name> or Sybase.  Make sure that any such critical items are noted on the Project Schedule along with the responsible party or firm.  You may want to refer back to items called out in the various parts of section 3.  If Sybase will be providing infrastructure, i.e. equipment, software, network, locations, etc. be sure to figure the costs of these items into your financial models for this project.

For example, we should have a price for working at the Sybase office that is higher/lower than working on the <Client Name> site. 

6.5.6 Standards

List any standards applicable to the project in this section.  These include Sybase and <Client Name> Quality Standards as well as any Methods and Tools standards applicable to the project.  A table such as Table 6.2 can be used to list standards documents.

Table 6.2:  Standard Documents 

Document
Version
Date

Sybase Professional Services Status Reporting Standard
3.5
13/Sep/98

6.5.7 Configuration Management

The strategy and procedures for configuration management procedures are explained in this section as they apply to:  All documentation, including this document; Code; and, Test data, as applicable, produced by the project.

It is particularly important to be able to demonstrate that documentation and deliverables are under configuration and version control so that obsolete or defective deliverables are not inadvertently deployed.

Make sure that any system used for configuration management allows for rollback to previous versions if the most recent release must be recalled.

With respect to documentation, control procedures must cover:

· Review and approval authorities for project deliverable documents (including changes to documents);

· A master list (or equivalent) to preclude the use of invalid and/or obsolete documents;

· Document distribution; and,

· Disposition of obsolete documents.

With respect to software release, control procedures must address:

· Check-in / Check-out;

· Builds;

· Release notes; and,

· Rollback to previous versions.

If an automated configuration management tool will be used, state what the tool is, how it will be used and who will provide it.

Code and documents should be placed under CM control as soon as they have been completed by the author and released. This means:  When a code module is completed by the author and ready for its first incorporation into the first build it is placed into CM control; and, When a document has been released for its first review it is placed into CM control.  Larger projects may need to have a dedicated CM person overseeing the CM system and performing builds.  Like all key people on a project, this person should have a backup who is well informed and able to assume the CM manager role if necessary.

Note:  Determine the CM  procedure(s) most appropriate for your project and make sure that they are clearly documented in this section.  Improper management of CM offers some of the highest risks associated with a project.  As a project grows larger, the risks associated with poor CM grow exponentially.

6.5.8 Testing

This section, if applicable to this project, addresses the testing approach to be used.  Note this is just the approach to testing - the details will be contained in separate documentation (e.g. Test Plans, Test Scripts).  Make sure that you mention these documents by name.

Where relevant the following topics should be covered:

· Testing strategy;

· Test and integration plans;

· Hardware used for testing;

· Test tools used;

· Validation of test software;

· Module / unit testing;

· Integration tests;

· System testing;

· Functional testing;

· Performance testing;

· Acceptance testing.

In describing the test strategy adopted by the project it should be noted that testing is to be undertaken wherever possible by an independent person.  That is, a developer should not perform any testing other than unit tests on his/her own code.

A procedure for tracking test exceptions must be specified (either here or in another project deliverable).  This process must include a mechanism for tracking exceptions through to their final conclusion, including the arrangements for re-testing appropriate test cases following bug fixes.  It is mandatory that the Change Control Management Process be used to track test exceptions.  

Test records should include, at a minimum, the following information:

· Test description (may be a reference to a test document)

· Expected results

· Actual results

· Date test run

· Version of software applicable to test

· Identification of tester and sign off

· Reference to problem report (or equivalent) in the event of failure

· Requirement for re-testing

If an automated tool will be used for tracking test results on this project, mention it as well as who will provide it.

6.6 Deliverable Acceptance

A Deliverable Acceptance Form such as that shown in Appendix F shall accompany all project deliverables.  

All deliverables shall be reviewed and acted on by <Client Name> within 2 days of receipt.  After review, the deliverable shall be either signed off as Accepted or Deficient.  If the deliverable is judged to be Deficient, the specific deficiencies shall be noted on the Deliverable Acceptance Form and returned to Sybase.  Sybase shall have 5 days to correct such deficiencies and re-submit the deliverable to <Client Name>.

Note:  Replace the above with the appropriate time duration for your project. 

Be prepared with a plan to address the situation where the client does not follow the procedure outlined in this section.  If they are often late in providing timely reviews and deliverable acceptance, as agreed upon, some action is necessary.  This may be raising the issue with the Executive Committee and/or issuing a billable CR to cover any team dead time that is incurred.  Do not wait until this happens.  Formulate an action plan, discuss it with the client, and incorporate it into a legal document such as this PDD or the contract.

Additionally, determine who at the client site has acceptance authority for each deliverable type.  Amend the Deliverable Acceptance Form shown in Appendix F as appropriate for each deliverable.  It is recommended that as few client personnel as possible, ideally one person, be required to accept a deliverable.  
7. Project Completion and Final Acceptance Criteria

This section addresses acceptance of deliverables at a high level, that is, how acceptance is to be defined and accomplished.  In many instances the detailed acceptance test plans as well as other documents addressing deliverable acceptance are actually project deliverables.  Delivery and acceptance for documents should be covered as well as the software acceptance.

This project is complete when all of the following items have been satisfied:

· All deliverables, as specified in section 3.2 of this document, have been completed and formally accepted, as specified in section 6.6 of this document, by the Sybase Project Manager, the <Client Name> Project Manager and/or <Client Name> Project Sponsor. 

· Determine who at the client site has final project acceptance and closure authority and add a statement defining project acceptance by that individual here.

· A project review that documents key successes and lessons learned has been held; and,

· Project closure activities have been completed.  This may include items such as:  Hand-over of documents to <Client Name>; removal of user logins; release of project work space; completion of items on the SPS project closeout checklist; and post project celebration. ALL of these activities are included in the project schedule! 

Refer to the QMS definition of project closure as this section is being developed. 
Appendix A– Glossary of Terms 

Appendices should include items such as a Glossary of Terms, project plans or anything which it makes sense to remove from the main body of the document.

Note:  The style for headings in the Appendices is AppHeader.  This means the Appendix Headings are excluded from automatic heading numbering.  They must be ‘numbered’ manually (Appendix A, B, ... ).  They are, however, automatically included in the Table of Contents.

Include a Glossary of Terms as the first appendix.

Appendix B - Summary Gantt Chart

Include the Summary Gantt Chart here if it was referenced in section 6.2.

If ABT Project Bridge Modeler (PBM) and / or Project Workbench (PMW) have been used to create the project plan, the Summary Gantt Chart can be included as Appendix B by: 

1. Use Setup, Preferences, Data Transfer in PMW to set copy format to graphical, not text.

2. Select the view entitled “PDD - Summary GANTT chart”.

3. Use Edit, Select All from PMW (or CTRL-A) to select the view.

4. Use Edit, Copy from PMW (or CTRL-C) to copy the view to the clipboard.

5. Switch back to Word and Use Edit, Paste Special, Bitmap to copy the clipboard into this document.  

6. Uncheck the "Float Over Text" option and click Okay.  The result will look something like:
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The GANTT chart above will NOT appear as it is hidden text – only yours will really appear in the printed document.  Place your cursor just below this line before you Paste the GANTT chart.
Figure B.1:  Summary Gantt Chart

Note:  It is suggested that this appendix be printed in color and landscape mode.

Note:  The project schedule is a living document and changes as the project progresses due to items such as schedule delays and change requests.  It is not maintained on an on-going basis in this document.  The project schedule, including the above Summary Gantt Chart, is maintained as a separate entity with the chosen planning tool in use on the project.  The chart shown in this appendix will be revised when and if other changes to this document are required.

Appendix C - Effort Summary

Include the Effort Summary here if it was referenced in section 6.2 and the project is not fixed price.  If the project is fixed price, it is NOT appropriate to allow the customer to see our costs.

For PMW users, the instructions shown in brackets “< …>” can be used to generate this section. 

< Delete this text, then use the PDD - Effort view from PMW to view your project within PMW.  Be sure that you have your Data Transfer options set to Text, not Graphics.  Select All, then copy to the clipboard.  Switch back to this document and run the macro AdjEffortTable (Available from the SPS menu under the Utilities…PDD Macros heading).

Place your cursor following the close bracket before running the macro. >

Note:  The project schedule is a living document and changes as the project progresses due to items such as schedule delays and change requests.  It is not maintained on an on-going basis in this document.  The project schedule, including the above Effort Summary, is maintained as a separate entity with the chosen planning tool in use on the project.  The information shown in this appendix will be revised when and if other changes to this document are required.

Appendix D - Change Request Form


CHANGE REQUEST FORM

Client:       
Project Code:       
Reference:       

System:       


Subject Area:
Requirements Specification
 FORMCHECKBOX 


Defect:
 FORMCHECKBOX 



Functional Specification
 FORMCHECKBOX 


Enhancement:
 FORMCHECKBOX 



Logical Database Design
 FORMCHECKBOX 






Architectural Design
 FORMCHECKBOX 






Detailed Design
 FORMCHECKBOX 






Physical Database Design
 FORMCHECKBOX 






Source Code
 FORMCHECKBOX 






Q.A.
 FORMCHECKBOX 






Other  (please specify)
 FORMCHECKBOX 





Raised By:
     
Date:
     

Reviewed By:
     
Date:
     

Assessed By:
     
Date:
     

Assessment:
     
Date:
     

Resolved By:
     
Date:
     

Short
Description:
     


Detailed
Description:
     


Assessment
Notes:
     


Resolution
Notes:
     


Appendix E – Action Item Tracking Form

ACTION ITEMS/PLAN





No.
Description
Who
(Initials)
Date Planned
Date Done







Appendix F -  Deliverable Acceptance Form


Deliverable Sign-Off



Client:       
Project Code:       
Reference Id:       
Contract/Functional Specification Page:       

Deliverable Name:



Deliverable Description



Delivery Date: 



Approval Signature(s)
Date
Comment

Sybase Proj Mgr:      
Print:      
     
     


Sybase Practice Mgr:        

Print:      
     
     


Sybase Sr. Practice Mgr:       

Print:      
     
     


<Client Name> Sponsor:        

Print:      
     
     


<Client Name> IT rep:      
Print:      
      
     


<Client Name> User rep:      
Print:       
      
     


Note:  Modify the signatories as necessary for your project. Attempt to pare the list on the customer side to as few people as possible, ideally one person.  You may need different signoff versions for different deliverable(s) levels
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