Southern Cross Infrastructure Programme

Work Package REF

Project Name – Team Name
Work Package Name:
Reference: a unique WP identifer (for larger projects)
Author:  Author Name, Author Title (+xx xxx xxx xxx)
Date Issued: 

Key Information

	Type
	Details

	Team or person authorised
	

	Planned Duration (+ tolerance)
	

	Planned Effort (+ tolerance)
	

	Planned Cost (+ tolerance)
	

	Sign-off requirements
	

	Description
	


Work Package Execution
Product Description(s)
What products are you creating/working on in this work package?
Tehniques/processes/ procedures to be used
In order to complete the work package what pre-defined techniques / processes / procedures do you have to use?  This could refer to an internal method, ISO standard or industry specific technique.
Interfaces to be maintained during the work

During product development are there other internal or external interfaces?
Any constraints to be observed

What constraints have been placed on the team manager?  Are there any limits of his/her freedom to act?
Interfaces to be satisfied by the completed product

Once completed what interfaces need to be present? 
Work return arrangements
How / When are the finished product to be returned?  This maybe a predefined process and therefore unnecessary section in your template.  For example if the project team occupy the same work room.
Quality

Independent quality-checking arrangements

How is the products(s) to be quality checked?  Who, When and to what standard?  This maybe a predefined process and therefore unnecessary section in your template.
Communication

Reporting arrangements

How is the team manager to report?  What is the regular reporting cycle?  This maybe a predefined process and therefore unnecessary section in your template.
Problem handling and escalation

What happens when a problem is encountered?  This maybe a predefined process and therefore unnecessary section in your template.
Configuration management requirements
How completion is to be advised

When the work package is completed, how is the team manager to communicate this?  In some projects this maybe implicit or a predefined process and therefore unnecessary section in your template.

In some cases however a more formal approach may need to be documented especially if it involves some very interested stakeholders.
Also consider reporting more than “I’m finished, here you go”.  In order to manage performance against plan you may also wish ask for the following actuals.

	
	Plan
	Actual
	Variance

	Duration
	
	
	

	Effort (+ tolerance)
	
	
	

	Cost (+ tolerance)
	
	
	


Appendix A: Stage Plan extracts

For brevity you may not wish to provide stage plan extracts however the project manager may deem it necessary to ensure that all the relevant information is in one document.  Again design the template to suit your project / organisation / team.  This appendix maybe unnecessary.






Printed:  9:38:02 PM 24/03/2008
CONFIDENTIAL
1
OnProjects-yymmdd-xxxyyy-pm-workpackage-v1-00.doc
Printed:  9:35:28 PM 24/03/2008
CONFIDENTIAL
3
OnProjects-yymmdd-xxxyyy-pm-workpackage-v1-00.doc

