Work Package Definition


Work Package Definition

	Project name: 

	Document version: 
	Date: 

	Author: 
	Approval:


1. Document History 
	Version
	Date
	Description
	Author
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2. Approval
The following stakeholders are requested to approve this document:
	Name
	Role
	Date of Approval

	
	Project Manager
	

	
	Business Sponsor
	

	
	
	


3. Document Purpose

The purpose of this document is to provide the reader with sufficient information to enable them to understand the approach being taken to complete the analysis for a piece of work. It will define the scope, approach and deliverables of the business analysis engagement for the <ABC> project or <XYZ> piece of work. 
4. Objectives

The objectives of this piece of work are as follows:
· a
· b
· c

On completion of this piece of work the following will be possible….
5. Scope

Product Breakdown Structure
<insert PBS Diagram which is a hierarchical structure that breaks down the final deliverable; this allows you to think of what other deliverables are needed to develop the final deliverable and to identify all the necessary work for the creation of the deliverable>
In scope

The following are specifically in scope of this piece of work. 
· a
· b
· c
Where analysis into these areas hits other areas, not yet identified, these must be highlighted and reviewed as to if they are to be included or excluded.

Out of scope

The following business areas/processes/requirements will be excluded as part of this piece of work.

· a
· b
· c
6. Deliverables
The core deliverables for this piece of work will be:

· a
· b
· c
7. Approach
The following approach will be taken to complete this piece of work:
· a
· b
· c
8. Timescales

The following timescales are proposed:

During analysis any discovery that has the potential to impact the timelines of this piece of work will be discussed at the earliest opportunity.
9. Governance

Progress will be monitored and communicated by the following means:

· a

· b

· c

10. Resources

The following resources have been identified to enable the business analyst to carry out the tasks identified in the scope section.

Roles Required

	Role 
	Responsibilities

	
	· 

	
	· 

	
	· 

	
	· 

	
	· 

	
	· 

	
	· 


Individuals Mapped to Roles

	Name
	Department
	Role
	When Required

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Material Resources Required

	Name
	Description
	Reason

	
	
	                


11. Constraints and Risks

The following constraints and risks have been identified and will need to be managed throughout the duration of the work:

· a
· b

· c
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