
[image: image2]

[image: image1]
<Project Name>
 <Deliverable Name> 
Deliverable Expectations Document

Deliverable ExpectationS Document

<PROJECT NAME>

<Deliverable Name / Number>
<AGENCY NAME>

<Date>
Contacts
	Deliverable Lead:
	Agency Project Manager: 

	
	

	Phone:
	
	Phone: 
	

	Email: 
	
	Email: 
	


[NOTE TO THE AUTHOR]

[This template is provided as a basic guide for a Deliverable Expectation Document and may be revised as needed.  The template includes instructions to the author and fields that should be replaced with the values specific to the deliverable and project.

Blue italicized text enclosed in square brackets [text] provides instructions to the document author, or describes the intent, assumptions and context for content included in this document.

Red text enclosed in angle brackets <text> indicates a field that should be replaced with information specific to a particular project or deliverable.

When using this template, it is recommended that you follow these steps:

· Replace all text enclosed in angle brackets (e.g., <Project Name>) with the correct values. 

· To add any new sections to the document, ensure that the appropriate header, body text styles, and section numbering schemes are maintained.  

· To update the Table of Contents, right-click and select “Update field” and choose the option- “Update entire table”

· Before submission of the first draft of this document, delete this “Notes to the Author” section and all instructions to the author or sample language, which appear throughout the document as blue italicized text enclosed in square brackets.
This template provides an overview of the standard content regarded as best practice for most projects.  This template is provided as an example, and is not required for any project.]
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1. Purpose
[The purpose of this Deliverables Expectation Document (DED), is to provide an outline of the expectations for approval of a project deliverable.]
2. Deliverable Team Roles and Responsibilities

The individuals identified below are planned to participate in the production of this deliverable.  The individual designated as the “Deliverable Lead” has overall responsibility for the production and submission of the deliverable as well as responding to client review comments within the timeframe specified in this DED.

	Name/Title
	Deliverable Role
	Planned Involvement

	
	
	

	
	
	

	
	
	


3. Deliverable Review and Approval
The individuals identified below are planned to participate in the review and approval of this deliverable.  

	Name/Title
	Role 

	
	[SME, Signatory, Administrative, etc.]

	
	

	
	


4. Deliverable Development and Review Process

	
	Key Event
	Deadline

	1
	[Submission of Draft Deliverable]
	

	2
	[Initial Review and Comment]
	

	3
	[Submission of Final Deliverable]
	

	4
	[Review of Final Deliverable]
	

	5
	[Final Approval of Deliverable] 
	


5. Deliverable Description and Requirements
[Provide a brief overview of the purpose of the deliverable and how it fits within the overall completion of the project (including the deliverable’s objectives and scope).  Reference the name, version, and date of any document applicable to this deliverable.  List the specific requirements for this deliverable from the procurement, Statement of Work, and/or contract.  Provide the specific acceptance criteria for the deliverable.  This information may be provided in text format or in the table format as demonstrated below.]
	Deliverable: 
	<Deliverable Name>

	Deliverable Description:
	

	Deliverable Reference:
	[This may include a Schedule IV-B, statute, rule, contract, Statement of Work, etc.]

	Deliverable Requirements:

	Format:
	[Indicate the format of the document and any associated diagrams, spreadsheets (e.g., MS Word, MS Visio, MS Project, Adobe PDF, etc.  Specify any specific format requirements such as text, point size, indention, line spacing, or layout requirements such as page size, margin size, one/two sided, binding, etc.  Also indicate any specific submission requirements (hard copy, email, certified mail, etc.)]

	
	Requirement
	Acceptance Criteria 

	Required Outline of Deliverable:
	[Title Page]
	[Title page will include:

· Project Name

· Deliverable Number

· Deliverable Name

· Date Submitted]

	
	[Table of Contents]
	[The Table of Contents will identify the document’s main sections and corresponding page numbers and hyperlink directly to those pages]

	
	[Glossary of Terms / Abbreviations]
	[The Glossary of Terms / Abbreviations will list the acronyms, technical terms, and abbreviations used in the deliverable and provide their corresponding meanings.]

	
	[Introduction]
	[The introduction will include:

· Executive Summary

· Business Objectives]

	
	[Specific Content]
	

	
	[Specific Content]
	

	
	[Specific Content]
	

	
	[Next Steps]
	

	
	[Reference Materials]
	[The Reference Materials section will provide a listing of supporting documents, if any, for the deliverable.  This will include a table with these columns: Document Name, Format, Purpose or Description of the Document.]

	
	[Signature and Acceptance Page]
	[A Signature and Acceptance page will be included for signatures of submitter and approval authorities.]


6. Deliverable Expectation Document Acceptance 

I have reviewed this DED and approve of all its contents, upon which the corresponding deliverable will be developed and accepted.

	Signature:
	
	Date:
	

	Print Name:
	
	
	

	Title:
	
	
	

	Agency:
	
	
	

	Role:
	
	
	


	Signature:
	
	Date:
	

	Print Name:
	
	
	

	Title:
	
	
	

	Agency:
	
	
	

	Role:
	
	
	


	Signature:
	
	Date:
	

	Print Name:
	
	
	

	Title:
	
	
	

	Agency:
	
	
	

	Role:
	
	
	


[Add additional signature blocks as necessary.]
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