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1 Purpose
The purpose of a product description is to describe a product to ensure that it is understood, to provide a pointer to the way in which the product is to be presented, and to define the quality expectations for it. It is used in planning, and provides a baseline against which the quality of the delivered product is matched and measured.
The Product Descriptions should be agreed by the customer/user of the product and the person or team responsible for the production of the product.

Product Descriptions form the basis for the final acceptance testing and approval of the product.
2 Product Description
Copy the table below to provide a description for each product (if required).

	Product Name 
	

	Purpose
	Briefly describe the purpose of the intended product

	Allocated to
	The person responsible for the production or procurement of the product

	Composition
	Describe the components of the product. For example:

If the product is a document, this would be a list of the expected chapters or sections. 

For a product that is assembled from component products this will itemise the lower level components. 

For a low-level component product, this section will be a description of the product.

	Derivation
	List the source products from which this product is derived. For example: 

a reference to a technical design or product specification on which this product is based

a product may be based on an earlier version

a final product may be derived from a draft product or a prototype

a product may be bought in from a Supplier

a product may be obtained from another department or team.

	Format & Standards
	Describe the standard appearance, to which the finished product must conform, or any other standards or tools, which must be applied during its construction.

	Interfaces
	Detail any interface requirements with other products or an existing system, infrastructure or service. For example:

the product may need to be designed, developed and tested in conjunction with another product e.g. two products that are assembled together

the product design may need to be verified by an independent body before it is approved

	Constraints
	Detail any constraints to be observed in the development and delivery of the required product. 

	Dependencies
	Detail any dependencies that need to be considered when developing and delivering the required product

	Quality Criteria
	Describe to what quality specification the product should be produced and what quality measurements will be applied by those inspecting the finished product. This might be a simple reference to the project quality plan or reference to associated user acceptance test plans.

Quality Criteria should address the question of “What functions and performance characteristics will make the product acceptable (fit-for-purpose) in the eyes of the customer(s)?

Quality Criteria should have the following characteristics:

measurable in objective terms wherever possible

fully define the expected behaviour of the final product

focus on the ‘real-world’ criteria that can be assessed by the customer (not internal technical characteristics – the testing and validation of these is based on the technical specifications)

form the basis of the acceptance testing of the product.

	Quality Check Method
	Detail the agreed arrangements for conducting quality reviews, quality inspections, quality testing. This might include:

a formal Quality Review

an individual checking/testing process against the criteria

the use of particular test tools

independent validation of the product by a third party

External supplier sign-off indicating a contractual acceptance of the product.

Project Team sign-off indicating work team completion of the product.

Customer sign-off indicating that the product has met the business requirements

Project manager and project governance sign-off indicating project acceptance of the product.

	Quality Check and Product Approval  Responsibilities
	Detail who will be responsible for the testing, approval and sign-off 
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