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Project Deliverable Template

What is Project Deliverable Template?
A Project Deliverable Template is a pre-designed template used in project management to help
teams create and organize deliverables, which are specific outputs or products that need to be
delivered as part of a project. A deliverable template outlines the format and structure
required for each deliverable, making it easier to ensure consistency and quality across all
deliverables.

A typical Project Deliverable Template may include the following elements:

Deliverable Name: A brief description of the deliverable.1.
Description: A detailed explanation of what the deliverable is intended to achieve or2.
represent.
Format: The format in which the deliverable should be presented (e.g., report,3.
presentation, document).
Content Requirements: Specific information or data that must be included in the4.
deliverable.
Timeline: The deadline for submitting the deliverable.5.
Acceptance Criteria: The standards against which the deliverable will be evaluated to6.
determine if it meets the project's requirements.

Using a Project Deliverable Template can benefit projects in several ways:

Improved Communication: Clear definitions of deliverables help stakeholders1.
understand what is expected and when.
Increased Efficiency: Consistent formatting and content requirements reduce errors2.
and save time.
Enhanced Quality: Templates ensure that all deliverables meet the project's standards,3.
leading to higher quality outputs.
Better Collaboration: Templates facilitate collaboration by providing a shared4.
understanding of what each team member is responsible for delivering.

Some common examples of Project Deliverable Templates include:

Status Reports1.
Meeting Minutes2.
Design Documents3.
Test Plans4.
Implementation Guides5.
Training Materials6.
Progress Reports7.

By using a Project Deliverable Template, teams can streamline their workflow, reduce errors,
and deliver high-quality outputs on time.
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Project Deliverable Template
Project Overview

Project Name:
Project Manager:
Delivery Date:

Deliverables

Deliverable 1:

Description:
Responsible Party:
Due Date:
Status:
Deliverable Type: (e.g., document, software, presentation)
Acceptance Criteria:

Deliverable 2:

Description:
Responsible Party:
Due Date:
Status:
Deliverable Type:
Acceptance Criteria:

Milestones
Milestone 1:

Description, Due Date, Status
Milestone 2:

Description, Due Date, Status

Dependencies
Deliverable A depends on Deliverable B completion.

Risks and Issues
Risk/Issue:

Description, Mitigation Plan, Responsible Person
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Change Log
[Date]: Change Description, Reason, Impact

Approval
Approved by:
Signature:
Date:

 Export as PDF

Related:

Project management

External links:

Free Project Deliverables Templates | Smartsheet —smartsheet.com
Download free project deliverables templates in Microsoft Excel, Word, and
PowerPoint; Google Sheets; and Adobe PDF formats.

What Are Project Deliverables (with Examples and Templates) —ppm.express
Unlock project success with our guide! Learn project deliverables' essentials & see
examples/templates. Achieve more, faster!
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