Work Package Brief

Project: Project Name

Purpose of the Work Package Brief

To agree and record clearly to a sufficient level of detail such that the person or team required to carry out the work knows what needs to be delivered, to what detail & quality standard and within what timescale.  It provides a record for audit purposes.  

Team or Person Authorised (Who?) 
	Name
	Role /Organisation
	Location
	Work plan updated

	
	
	
	


Project Objectives (What is this project going to do?) 
Describe the objectives and over all aim of the project 

Stage Plan within the Project (Where does this work fit?) 
Initiation?  Planning?  Test?  Trial?  Execution?

Work Package Description (What?) 
Describe work required and the outputs expected

Techniques/ Processes / Procedures to be used (How?) 
How might they do this work?

Interfaces to be satisfied by the work (Who can sense check?) 
Who can help this team / person check the quality of what is being delivered?

Interfaces to be maintained during the work (Who/what else will impact this work?) 
Any other projects?  Departments? Processes?  External factors?

Quality checking method to be used

Monitoring and evaluation and any QA, Bsi, Compliance with BSI ISO 10002:2004

Agreed timescale, cost and resources (by when?) 
Agree with Person authorised / team leader (include any staff training or development required).
	Activity
	Days

Effort
	Elapsed Time

	
	
	

	
	
	

	
	
	


Sign off requirements – what is the minimum to be delivered?
Quantity, Quality, format etc.  (Are you expecting a document? a study? research? a model?  Are you expecting it on paper/e-format ? etc.)

Any constraints to be observed

Guidelines

Budgets

Restricted information etc.

Independent quality-checking arrangements

(usually for legal requirements etc,) 

Ongoing Reporting arrangements (keep in touch)
How often will you check in?

And how?  

Telephone / meeting / report etc.
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