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Document Owner

The owner of this document is:

Document Location
This document is only valid on the day it was printed and the electronic version is located …

Document Status

The current status for this document is DRAFT
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Purpose
The purpose of this document is to help understand the detailed nature, purpose and function of product x… In addition it identifies sources of information or supply for the product, describes what it looks like, what level of quality is required and how quality will be controlled and what skills are required to develop and check it.

Description
The contents listed in the sample below represent the minimum criteria that should be covered, based on the PRINCE2. 

	Topic
	See Page

	Identifier
	

	Title
	

	Purpose
	

	Composition
	

	Derivation
	

	Format & Presentation
	

	Allocated to
	

	Quality criteria
	

	Quality method
	

	Quality check skills required
	


1.  Identifier


A unique reference number

2.  Title


Name of the product
3.  Purpose
Is the product a means to an end or an end in itself? Should describe the product’s attributes (functions, size, quality, complexity etc)

4.  Composition
A parts list for the product eg expected chapters and sections of a document, components of an ICT system test plan

5.  Derivation
What are the source products from which this product is derived?

6.  Format/Presentation
Any standards of appearance to which the product must conform

7.  Allocated to
The person, group or skill type to which needed to create this product

8.  Quality criteria
What quality specification and quality measures will be applied to production and inspection of the finished product? 

9. Quality method
The type of quality check to be used eg testing, inspection, review

10. Quality check skills
Identification of either staff who will check, skills required for checking or an indication of which business area should provide check resources

Quality criteria
The following criteria may be useful when assessing ‘fitness for purpose’

· Is purpose clear & consistent with other products?

· Is sufficient descriptive detail included for planning and managing product development?

·  Is product composition more like a requirements specification than a description of the elements of a product?

· Is responsibility for product development clearly identified?

· Is responsibility for product development consistent with roles and responsibilities described elsewhere?

· Are quality criteria consistent with project quality standards, checklists and acceptance criteria?

· Will it be easy to determine if work on this product has finished (as opposed to stopped)?

·  Are specified quality checks sufficient to verify that the product meets its stated quality criteria?

· Is the product description written by people with the right knowledge and skills?
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