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1 Purpose
The purpose of this work package is……

Describe the purpose of the work package in this section.

The purpose of a work package is to provide information about a piece of work to be undertaken by an individual or project team to deliver one or more products. 
It is used to assign the delivery responsibility of the product(s) detailed in the product description document(s) to a team member or Team Manager. The level of formality and complexity of the project will determine the level of detail required in each section or even if that section is required. 

In situations where the work package is to be given to an external supplier under a contract arrangement the work package should be referenced as an attachment to the contract with that supplier.
Please note that a work package should not be spread over more than one stage.
2 Allocation

Identification of the person e.g. team member, Team Leader or supplier authorised to carry out the work.

3 Work Package Definition

Describe the work package in sufficient detail to ensure that there are no misunderstandings.

4 Work Package Product(s)

List and briefly describe the product(s) to be developed and make reference to the product descriptions for each product to be delivered by the work package. 
Product Descriptions should be attached as Appendices to this document.

5 Approach

Describe any techniques, processes or procedures that are required to be followed or refer to existing technique, process or procedure documents. This section will also include the requirement for how information and documents relating to the work package will be kept and versions controlled.
This section could include any of the following:

· Summary of how the work package will be undertaken

· Description of the technology base of the work package

· Description of who is responsible for the major elements of the work package

· References to any relevant ARTC or external standards that must be met including but not limited to Rail Safety standards, Configuration Management Standards, Document Control standards etc
· References to any contracts under which the work is to be undertaken
6 Dependencies

Detail any dependencies in relation to other project products, work packages and project stages.
This work package is dependent upon….

This work package cannot commence until…..

This work package is a pre-requisite to……

7 Constraints

Detail any constraints to be observed in the development and delivery of the required product(s).
Constraints might include:

· Required completion dates

· Budgetary/expenditure limitations
· Technology constraints
· Resource availability

· etc

8 Quality Checking Method

Detail the agreed arrangements for conducting quality reviews, quality inspections and quality testing of the final work package. 

Whilst these will be defined in the individual Product Descriptions it is common for the overall work package to require additional testing and approval steps such as:

· the integration testing of the interfaces between products in the work package

· the system testing of the overall work package 

· the customer approval and acceptance of the overall work package.

Where the work package is for a single product this section may be omitted or simply reference the relevant Product Description.

9 Key Dates

A statement of the key dates extracted from the relevant stage plan or a schedule of the authorised tasks, milestones and deliverables (products to be delivered) for this work package as appropriate.

10 Risks 

List any identified risks that impact on the work package and the agreed activities required to mitigate the risk. 

This should reference the Risk Log for the Project/Stage

11 Work Package Control

Document the budget, resources and time allocated to this work package to deliver the documented product(s).  Any applicable tolerances should also be detailed. 

12 Reporting Arrangements

Detail the required format, content and frequency of project team reports and any other form of reporting required to update the work package status, any revised forecasts/adjustments to the schedule and the outcome of any quality checking work and lessons learnt in a project team report.
For example:

· the team member, Team Leader/Supplier and project manager to meet on a weekly basis 
· the team leader to produce a regular progress report by noon every second Monday. In this case the template for the report should be attached to the work package or reference must be made to a standard progress report template.
· the team leader is not required to report progress regularly but must notify the project manager of any forecast deviation for the cost and time projections for the work package as soon as they are identified

· etc
13 Work Package Sign Off 

Detail how the work package is to be signed-off and accepted by the customer. This may include one or a combination of:

· 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.
14 Appendices

These might include:

· Product Descriptions.

· Progress Reporting template

· Extracts from the Risk Log.
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