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[bookmark: _GoBack]Introduction to the Formal Product Acceptance Template
The Formal Product Acceptance Template is used to assist the project team in documenting formal acceptance of a major product or completion of the project by attaining the appropriate signature.  It is the responsibility of the client, Sponsor, or official who is signing the product acceptance document to validate that the specific and defined list of conditions were met before it is considered complete and accepted.  
The following template provides the suggested structure for the Formal Product Acceptance Template along with instructions and descriptions to guide the reader in understanding how to complete it.
Template style conventions are as follows:
	Style
	Convention

	Normal text
	Indicates placeholder text that can be used for any project.

	[Instructional text in brackets]
	Indicates text that is be replaced/edited/deleted by the user]

	Example text in italics
	Indicates text that might be replaced/edited/deleted by the user



As you complete the template, please remember to delete all instructional text (including this section) and update the following items, as applicable:
· title page
· version history
· table of contents
· headers
· footers
Update the document to a minor version (e.g., 1.1, 1.2) when minimal changes are made and a major version (e.g., 2.0, 3.0) when significant change are made.
Project Sample Library:
The CA-PMF has a Project Sample Library that contains real-world project artifacts from approved projects that you can reference to help you complete CA-PMF templates. Visit the CA-PMF website to access the Project Sample Library.


Formal Product Acceptance
[Complete the chart below to provide a high-level summary of the product being considered for formal acceptance. Delete rows that are not relevant or add additional rows if there is pertinent information relating to the product that is missing.]
	Contractor Name:
	

	Agreement Number:
	

	Deliverable/Product Name:
	

	Completion Date:
	

	Cost:
	



Product Submitted for Approval
[bookmark: _Toc448929957][bookmark: _Toc448933969][Identify the product being accepted and provide its description. Formal acceptance would indicate a particular project product has been formally recognized as complete and meeting all business, technical, and quality requirements. If applicable, indicate all acceptance criteria and whether they have been met.].
Verification of Sub-Deliverables/Tasks
[bookmark: _Toc448929958][bookmark: _Toc448933970][Identify all sub-deliverables that comprise the product and/or all milestone tasks associated with the development of the product that have been completed.] 
	Sub-Deliverables/Tasks
	Approver
	Date Approved

	[Insert Sub-Deliverable/Task Name]
	[Insert Approver Name]
	[Enter the approval date]

	Concept Phase Checklist
	
	[XX/XX/XXXX]

	Initiating Phase Checklist
	
	[XX/XX/XXXX]

	Planning Phase Checklist
	
	[XX/XX/XXXX]



Additional Remarks
[bookmark: _Toc448929959][bookmark: _Toc448933971][Provide any additional comments, decisions, or information that is relevant to the product acceptance, including outstanding issues or follow-on tasks. If no additional remarks, indicate so.]
Statement of Formal Acceptance
The undersigned formally accept as complete the above-identified product, and do hereby state that this product meets or exceeds agreed-upon standards for scope, quality, schedule, and cost. If applicable, we have seen documentation that all relevant security, legal, and regulatory requirements have been met or exceeded.
[Complete the table below for the individuals assigned to approve the product.]
	Approver(s)
	Title
	Approver’s Signature
	Date

	[Enter the name of the person approving the product]
	[Enter the approver’s title]
	[Enter the approver’s signature]
	[Enter the approval date]

	Name
	Project Sponsor
	Signature
	01/01/2015
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