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Work Package

Description

PROJECT No.:
PROJECT NAME:




STAGE NAME/NUMBER:
WORK PACKAGE NAME/NUMBER:
ISSUE NUMBER:





PERSON AUTHORISING WORK PACKAGE:
PERSON/TEAM AUTHORISED:
DATE:





The purpose of the Work Package Description is to:

· Summarise the key information relating to the completion of the Work Package.

· Set out the completion criteria for the Work Package.

· Provide a record of the agreement between the Project Manager and the Team Leader/Member responsible for completing the work.

Description of Work Package:



Roles and Responsibilities:



Planned Cost & Time Criteria:

Planned Start Date

Planned Effort


Planned Finish Date

Planned Cost


Tolerance

Tolerance


Other Delivery Criteria:



Other Information:



Reporting Arrangements:



Techniques, Processes & Procedures:



Agreed Work Package Accepted By:

Name


Position


Date


Actual Cost & Time Details:

Actual Start

Actual Effort


Actual Finish

Actual Cost


Tolerance Used

Tolerance Used
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