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[bookmark: _GoBack]Introduction to the Project Document Approval Template
[The Project Document Approval Template is used to record approval of a specific document by its designated approver or approvers. The sheet is to be attached to any document requiring formal approval as it goes through the review and acceptance process.
The following sections are constructed to match the suggested heading structure for the Project Document Approval Template. Each section provides instructions and descriptions to guide the reader into understanding the section purpose and 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.




[Completion of this document reflects approval of the associated project documentation by the designated project team member /Stakeholder.]
Document Identification
Document Name: [Insert document name] Schedule Management Plan
Version Number: [Insert document version number] 2.0
Date: [Insert date the document was prepared] 01/02/2013
Description: [Insert description of document] The Schedule Management Plan defines how the project schedule is managed throughout the project lifecycle. The plan provides guidance and sets expectations for project schedule policies and procedures for planning, developing, managing, executing, and controlling the project schedule.
[bookmark: _Toc448929957][bookmark: _Toc448933969]
Preparer Identification and Signature
[In this section, identify the primary preparer/author of the document routed for review and approval.  This can also be the person with overall responsibility for the creation and maintenance of the project document. The person responsible for preparing/authoring the document should print their name, project role, title, and the name of their organization. The preparer then signs the document indicating that the document is complete and enters the date.]
	Prepared By (Print Name)
	Project Role
	Title/ Organization

	Pat Smith
	Technical Analyst 
	IT Analyst, Department ABC

	Prepared By (Signature)
	Date

	[Enter preparer’s signature]
	[Enter signature date]












Reviewer Identification and Signature
[In this section, identify the designated reviewers of the document up for review.  Create additional signature blocks as needed to accommodate the number of reviewers. Print the name of each reviewer, the project role, title, and organization prior to routing for review. The reviewer then conducts their review and if they approve it moving forward for formal approval, they should sign the document and enter the date of completed review.]

	Reviewed By (Print Name)
	Project Role
	Title/ Organization

	Susan Roberts
	Project Manager 
	IT Manager, Department ABC

	Reviewed By (Signature)
	Date

	[Enter reviewer’s signature]
	[Enter signature date]



Approval Identification and Signature
[bookmark: _Toc448929959][bookmark: _Toc448933971][In this section, identify the designated approvers of the document up for approval. Create additional signature blocks as needed to accommodate the number of approvers. Print the name of each designated approver, the project role, title, and organization prior to routing for approval. The designated approver then conducts their review and if they approve of the document, they should sign this document and enter the date of approval.]
	Approved By (Print Name)
	Project Role
	Title/ Organization

	Kim Johnson
	Project Sponsor 
	Director, Department ABC

	Approved by (Signature)
	Date

	[Enter approver’s signature]
	[Enter signature date]




[Insert Department/Project Logo]

Stakeholder Management Plan [Insert Version Number] | Page 1
