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	[bookmark: _Toc405935379][bookmark: _Toc405935416][bookmark: _Toc405935439]Read this guidance text box before proceeding.
This report is for use by any project type – infrastructure, business or component.
It is completed by the Sponsor’s organisation and approved by the Customer. 
It should contain sufficient detail to inform the customer of all remaining issues and be such that the customer can accept the asset into operations.
Most sections contain guidance shown in yellow boxes and a content area denoted by a placeholder symbol Type here. 
When the template is complete and the guidance boxes removed, update the table of contents by 
right-clicking and selecting ‘Update Field’, then ‘Update entire table’.
Once approved, this document should be managed in accordance with the Department of Transport and Main Roads Recordkeeping Policy.
To delete this guidance text box, right-mouse click within this box, select Delete Rows.


Type here

Executive summary
	Provide a summary of the main points of this report.
To delete this guidance text box, right-mouse click within this box, select Delete Rows.


Type here
[bookmark: _Toc492296243]Purpose of this document
The purpose of this document is to hand over the completed deliverables to the customer with details of operations, maintenance and ongoing support, together with advice on any outstanding actions/issues and ongoing risks. 
[bookmark: _Toc361402756][bookmark: _Toc492296244]Definitions
	In the table below, define any term the audience may not understand, including specific terms, abbreviations and acronyms. 
To delete this guidance text box, right-mouse click within this box, select Delete Rows.



	Terms, abbreviations and acronyms
	Meaning

	
	

	
	

	
	


[bookmark: _Toc361402757][bookmark: _Toc492296245]
Governance
[bookmark: _Toc361402758][bookmark: _Toc492296246]Key Roles
	Bring forward from the project plan. Component projects will need to add their roles to the bottom of the table below.
To delete this guidance text box, right-mouse click within this box, select Delete Rows.


Type here
The key project management roles were: 
	Project Customer
	[Name], [Position]

	Project Sponsor
	[Name], [Position]

	Concept Manager
	[Name], [Position]

	Program Manager
	[Name], [Position]

	Project Manager
	[Name], [Position]

	Advisory Group
	


[bookmark: _Toc241984795][bookmark: _Toc210542226][bookmark: _Toc222800744]
[bookmark: _Toc361402759][bookmark: _Toc492296247]Project organisation structure
	Bring forward from the project plan. 
To delete this guidance text box, right-mouse click within this box, select Delete Rows.


Type here
[bookmark: _Toc361402760][bookmark: _Toc492296248]Business and program benefits of the project
	Bring forward from the project plan.
To delete this guidance text box, right-mouse click within this box, select Delete Rows.


Type here 
[bookmark: _Toc339962943][bookmark: _Toc361402761][bookmark: _Toc492296249]Reviews and reporting
	List any reviews and their findings and comment on the frequency/quality/ease of reporting.
[bookmark: _GoBack]For infrastructure projects, indicate what federal or whole of state government Project Assessment (PAF)/Value for Money (VFM), TMR approval or other reviews were carried out and what the outcomes were.
To delete this guidance text box, right-mouse click within this box, select Delete Rows.


Type here
[bookmark: _Toc340561225][bookmark: _Toc361402762][bookmark: _Toc492296250]Project management method
	Bring forward from the project plan 
Outline any interoperability issues that may have occurred with the QGCIO/PRINCE2/ITB methodologies or with any other organisations’ methodology.
To delete this guidance text box, right-mouse click within this box, select Delete Rows.


Type here 
[bookmark: _Toc336516921][bookmark: _Toc336516922][bookmark: _Toc361402763][bookmark: _Toc492296251]Project definition
[bookmark: _Toc210542225][bookmark: _Toc222800745][bookmark: _Toc361402764][bookmark: _Toc492296252]Location
	Bring forward from the project plan. 
To delete this guidance text box, right-mouse click within this box, select Delete Rows.


[bookmark: _Toc210542228][bookmark: _Toc222800747]Type here
[bookmark: _Toc325973776][bookmark: _Toc325974238][bookmark: _Toc325980127][bookmark: _Toc325980247][bookmark: _Toc326307320][bookmark: _Toc326307441][bookmark: _Toc326571531][bookmark: _Toc329942669][bookmark: _Toc361402765][bookmark: _Toc492296253][bookmark: _Toc222800748]Objectives
	Bring forward from the project plan.
To delete this guidance text box, right-mouse click within this box, select Delete Rows.


[bookmark: _Toc222800750]Type here 
[bookmark: _Toc340561259][bookmark: _Toc361402766][bookmark: _Toc492296254][bookmark: OLE_LINK2][bookmark: OLE_LINK3][bookmark: _Toc339962951]Delivery strategy 
	Bring forward from the project plan. Comment on its effectiveness.
To delete this guidance text box, right-mouse click within this box, select Delete Rows.



[bookmark: _Toc361402767][bookmark: _Toc492296255]Project performance measurement/success criteria/KPIs
	Bring forward from the project plan and comment on their achievement. 
To delete this guidance text box, right-mouse click within this box, select Delete Rows.


Type here
[bookmark: _Toc336516930][bookmark: _Toc361402768][bookmark: _Toc492296256]Product performance measurement/success criteria/KPIs
	Bring forward from the project plan and comment on any early indications of their achievement. 
To delete this guidance text box, right-mouse click within this box, select Delete Rows.


Type here
[bookmark: _Toc325973793][bookmark: _Toc325974255][bookmark: _Toc325980144][bookmark: _Toc325980264][bookmark: _Toc326307337][bookmark: _Toc326307458][bookmark: _Toc326571548][bookmark: _Toc329942673][bookmark: _Toc325973794][bookmark: _Toc325974256][bookmark: _Toc325980145][bookmark: _Toc325980265][bookmark: _Toc326307338][bookmark: _Toc326307459][bookmark: _Toc326571549][bookmark: _Toc329942674][bookmark: _Toc335041779][bookmark: _Toc335042615][bookmark: _Toc335042733][bookmark: _Toc335042828][bookmark: _Toc335042922][bookmark: _Toc335043017][bookmark: _Toc335043112][bookmark: _Toc335043206][bookmark: _Toc335043300][bookmark: _Toc335043392][bookmark: _Toc335041789][bookmark: _Toc335042625][bookmark: _Toc335042743][bookmark: _Toc335042838][bookmark: _Toc335042932][bookmark: _Toc335043027][bookmark: _Toc335043122][bookmark: _Toc335043216][bookmark: _Toc335043310][bookmark: _Toc335043402][bookmark: _Toc335041825][bookmark: _Toc335042661][bookmark: _Toc335042779][bookmark: _Toc335042874][bookmark: _Toc335042968][bookmark: _Toc335043063][bookmark: _Toc335043158][bookmark: _Toc335043252][bookmark: _Toc335043346][bookmark: _Toc335043438][bookmark: _Toc325973804][bookmark: _Toc325974266][bookmark: _Toc325980155][bookmark: _Toc325980275][bookmark: _Toc326307348][bookmark: _Toc326307469][bookmark: _Toc326571559][bookmark: _Toc329942684][bookmark: _Toc325973805][bookmark: _Toc325974267][bookmark: _Toc325980156][bookmark: _Toc325980276][bookmark: _Toc326307349][bookmark: _Toc326307470][bookmark: _Toc326571560][bookmark: _Toc329942685][bookmark: _Toc222800754][bookmark: _Toc361402769][bookmark: _Toc492296257]Project scope
[bookmark: _Toc222800755][bookmark: _Toc361402770][bookmark: _Toc492296258]In scope
	Bring forward from the project plan and comment on any variations. 
To delete this guidance text box, right-mouse click within this box, select Delete Rows.


Type here
[bookmark: _Toc361402771][bookmark: _Toc492296259]Out of scope
	Bring forward from the project plan and comment on any impacts. 
To delete this guidance text box, right-mouse click within this box, select Delete Rows.


Type here 
[bookmark: _Toc339962956][bookmark: _Toc361402772][bookmark: _Toc492296260]Constraints
	Bring forward from the project plan and comment on any impacts. 
To delete this guidance text box, right-mouse click within this box, select Delete Rows.


Type here
[bookmark: _Toc335041830][bookmark: _Toc335042666][bookmark: _Toc335042784][bookmark: _Toc335042879][bookmark: _Toc335042973][bookmark: _Toc335043068][bookmark: _Toc335043163][bookmark: _Toc335043257][bookmark: _Toc335043351][bookmark: _Toc335043443][bookmark: _Toc339962957][bookmark: _Toc361402773][bookmark: _Toc492296261]Assumptions
	Bring forward from the project plan and comment on their validity. 
To delete this guidance text box, right-mouse click within this box, select Delete Rows.


Type here
[bookmark: _Toc339962958][bookmark: _Toc361402774][bookmark: _Toc492296262]Related projects/proposals/planning studies
	Bring forward from the project plan and comment on their actual impact.
To delete this guidance text box, right-mouse click within this box, select Delete Rows.


Type here
[bookmark: _Toc339962959][bookmark: _Toc361402775][bookmark: _Toc492296263]Urgency
	Bring forward from the project plan and comment on their actual impact.
To delete this guidance text box, right-mouse click within this box, select Delete Rows.


Type here
[bookmark: _Toc361402776][bookmark: _Toc492296264][bookmark: OLE_LINK1][bookmark: OLE_LINK4]Stakeholder impacts
	Comment on the level of internal and external stakeholder satisfaction both during the project and on its completion.
To delete this guidance text box, right-mouse click within this box, select Delete Rows.


Type here
[bookmark: _Toc335042978][bookmark: _Toc361402777][bookmark: _Toc492296265][bookmark: _Toc222800763]Project cost
	Comment on the final total cost of the project relative to earlier estimates. What is the BCR now?
To delete this guidance text box right-mouse click within this box, select Delete Rows.


Type here
[bookmark: _Toc222814786][bookmark: _Toc266194140][bookmark: _Toc361402778][bookmark: _Toc492296266]Outstanding project issues
	Identify here any unresolved/outstanding issues/defects that still exist at the date of becoming operational:
· Describe the issues
· What action is envisaged to resolve the issues
· Who is responsible 
· When will resolution be achieved?
· These issues may be presented in the table below. Any defects list containing items to be rectified in the maintenance period should either be attached or included in the table below. 
Where multiple agencies were involved that own different parts of the 
new/upgraded asset/network created by this project, were there any issues that the coordinating customer was unable to obtain agreement from the others on required functionality.
To delete this guidance text box right-mouse click within this box, select Delete Rows.



	Issue
	Action to complete
	Responsible
	Date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


[bookmark: _Toc196798772][bookmark: _Toc197143894][bookmark: _Toc197144099][bookmark: _Toc196798773][bookmark: _Toc197143895][bookmark: _Toc197144100][bookmark: _Toc196798775][bookmark: _Toc197143897][bookmark: _Toc197144102][bookmark: _Toc196798776][bookmark: _Toc197143898][bookmark: _Toc197144103][bookmark: _Toc361402779][bookmark: _Toc492296267]Operational handover 
[bookmark: _Toc361402780][bookmark: _Toc492296268]Documents for handover
	Identify the documents that have been assembled for handover to operations, these may include such items as:
· Issues/outstanding actions list
· As constructed plans
· Operations manuals
· Guarantees and warranties
· Training packages.
To delete this guidance text box, right-mouse click within this box, select Delete Rows.


Type here
[bookmark: _Toc361402781][bookmark: _Toc492296269]Maintenance and support
	Outline any ongoing maintenance arrangements that have been established covering both defects liability period and beyond.
Outline any other support arrangements that have been established for project outputs.
To delete this guidance text box, right-mouse click within this box, select Delete Rows.


Type here
[bookmark: _Toc361402782][bookmark: _Toc492296270]Overview of possible future impacts
	Drawing on Section 6, outline the potential future impacts that may eventuate under certain conditions, for example, an increase or decrease in demand or network performance.
To delete this guidance text box, right-mouse click within this box, select Delete Rows.


Type here
[bookmark: _Toc361402783][bookmark: _Toc492296271]Risks 
	List the major ongoing risks as identified by the project, suggest mitigation where appropriate. Consider stakeholders, environmental, cultural heritage, safety and functionality.
To delete this guidance text box, right-mouse click within this box, select Delete Rows.


Type here
[bookmark: _Toc361402784][bookmark: _Toc492296272]Operational issues
	Outline any issues relevant to the operational areas and suggested follow-up actions/instructions.
Also outline which may impact on the ongoing operation of the deliverables.
To delete this guidance text box, right-mouse click within this box, select Delete Rows.


Type here 
[bookmark: _Toc361402785][bookmark: _Toc492296273]Recommendations
	That this report be accepted as handing over the project. 
To delete this guidance text box, right-mouse click within this box, select Delete Rows.


Type here
[bookmark: _Toc361402786][bookmark: _Toc492296274]Annexures
	Annexures may include but not be limited to the following: 
Operating manual(s)
Warranties
Other items as per 9.1
To delete this guidance text box, right-mouse click within this box, select Delete Rows.


Type here

	
When the template is complete and the guidance boxes removed, update the table of contents by 
right-clicking and selecting ‘Update Field’, then ‘Update entire table’.
To delete this guidance text box, right-mouse click within this box, select Delete Rows.
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