Deliverable Management Process Plan
<Month, Year>
1. Introduction

1.1 Purpose

This document is the Deliverable Management Process for the <Project Name> Project. 
1.2 Document Maintenance

This document will be reviewed annually and updated as needed. …
Participants Roles and Responsibilities

The focus is on the roles for this process, not overall roles for the project. 
Deliverable Management Process Approach

Project Manager Review of Deliverable

Closing a Deliverable after Approval

Enclosed:  

project deliverable approval form
Appendix A -  Deliverable Comment Form

Deliverable Review Sheet

	No.
	Page
	Reviewer Name
	Issues/Concerns
	Recommendations
	Response
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Appendix B -  Sample Letter of Deliverable Acceptance

Acceptance Letter

Date

To:

< Contractor >
From:

< Project Manager >
Re: 

Acceptance of Deliverable < #XXX, Deliverable Name >
This letter serves as notification that your deliverable < deliverable name and number > has met our agreed upon expectations and is accepted as of  < acceptance date >.
< Special instructions or next step specific to the deliverable and/or vendor go here if applicable > 

Please retain a copy of this letter for your records.  Any questions can be directed to < Person Name >, < Contract Manager or State Administrative Manager >.
Thank you for your valued contributions to our joint success,

< Project Manager Name >

< Project Name > Project Manager
Appendix C -  Sample Letter of Deliverable Rejection

Rejection Letter

Date

To:

< Contractor >
From:

< Project Manager >
Re: 

Rejection of Deliverable < #XXX, Deliverable Name >
This letter serves as notification that your deliverable < deliverable name and number > has not met our agreed upon expectations and is rejected as of  < rejection date >. You have < xx days/weeks/months > to rectify the defects noted below. 

< Specific reasons for rejection go here. Reference the deliverable comment form as appropriate. >

< Special instructions or next step specific to the deliverable and/or vendor go here. Describe the process to resubmit the corrected deliverable.  > 

Please retain a copy of this letter for your records.  Any questions can be directed to < Person Name >, < Contract Manager or State Administrative Manager >.
Thank you for your valued contributions to our joint success,

< Project Manager Name >

< Project Name > Project Manager
Appendix D -  General Deliverable Review Criteria

Deliverable Review Instructions 
The < Project Name >  Project has selected you to review the attached deliverable. The process for reviewing deliverables is simple.  Attached to this folder is the Deliverable Transmittal Sheet which indicates when your review is due to the < next Reviewer / Functional Manager >.  
Please review the attached document for the following criteria:

	Criteria
	Description

	Content
	Ensure that the content is appropriate and meets the intent. Verify the document meets the requirements specified in the contract/Statement of Work and Deliverable Expectation Document (DED), if appropriate. If applicable, verify the document conforms to the specified industry and/or government standards.   

	Correctness
	Ensure the deliverable is technically correct, clear, consistent, and testable or verifiable (if appropriate).  Although typographical errors found during the analysis will be identified, the emphasis of the review is technical issues, not editorial issues.

	Completeness
	Ensure the topic is covered in a comprehensive fashion and no sections are incomplete.


Approval:  If you approve the deliverable, please indicate this by signing the Deliverable Transmittal Form.  If there are minor contingencies upon your approval, please indicate this in the comments section above your signature.

Changes Needed:  If you do not approve the contents of the deliverable, please indicate your comments on the Deliverable Comment Form.  

Using the Comment Form, indicate the Page and Table of Contents (TOC) section number of each issue or concern.  If the matter spans multiple pages, please indicate the page on which it starts and include the extent of the problem in the Issues/Concerns column.  If the comment applies to the document as a whole, put “GENERAL” in the Issues/Concerns column.  Include your name in the Reviewer Name column for each comment you make.

After completing the Deliverable Comment Form, please print the document and include it in the Deliverable Folder for the < next reviewer / Functional Manager to view >. The < Project Name > project encourages collaboration between reviewers during the approval process to ensure deliverables are finalized within the project schedule.

If you have any questions regarding the process please contact < Name >, the < Project Name > Deliverable Monitor at xxx-xxxx.

Thank you for your participation in the < Project Name > Project Deliverable Process. 
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